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1 Purpose of Report 
  
1.1 This report provides a summary of the background to the Council’s provision 

for managing risks from fire, bombs and suspicious packages, and the 
rationale for the content of the Policy. Approval is sought for the attached 
Fire, Bomb and Suspicious Packages Policy for the Council’s Public 
Buildings.  

  
2 Recommendations 
  
2.1 That the Council adopts the Fire, Bomb and Suspicious Packages 

Policy, which is attached in Appendix 1. 
 
3 

 
Executive Summary 

  
3.1 The attached Policy is necessary to define and clarify roles and 

responsibilities, and to set suitable management standards for the effective 
control of hazards from fire, bombs and suspicious packages respectively, as 
is demanded by current legislation, sound corporate governance and public 
expectation. The Policy is also consistent with the strategic themes of 
Community Safety and Protecting the Environment 
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4 The Report 
  
4.1 Scope: 

 
This report concerns the Council’s Policy for managing risks from fire, bombs 
and suspicious packages in its public buildings. This essentially refers to all 
corporate buildings, which are all workplaces, but which are all used by the 
public. Council housing stock is excluded from the attached Policy, because 
whilst the Council has control over the maintenance and construction of 
those properties with respect to fire safety, the legal requirements are 
significantly different.  

  
4.2 Legal changes and background: 

 
The Council has a legal obligation to manage fire safety risks in accordance 
with the Regulatory Reform (Fire Safety) Order 2005 (FSRO) in its public 
buildings and workplaces. This legislation replaced earlier legislation, namely 
the Fire Precautions Act 1971 and the Fire Precautions (Workplace) 
Regulations 1997. The legal requirement to manage risks to employees and 
the public from bombs and suspicious packages arises firstly from the 
general requirements of the Health and Safety at Work etc Act 1974 
(Sections 2 and 3), and Regulation 3 of the Management of Health and 
Safety at Regulations 1999.  

  
4.3 At the core of legal obligations to manage fire and bomb/suspicious 

packages hazards is that of risk assessment and risk management (Section 
9 of the FSRO).  However, it is also necessary to have an accompanying 
Policy which clarifies roles and responsibilities, and also which sets 
management standards. By implication, this should meet the provisions 
Section 8 of the FSRO which requires the taking of “such general fire 
precautions as will ensure, so far as is reasonably practicable, the safety of 
…employees”, and in protecting non employees, “take such general fire 
precautions as may reasonably be required in the circumstances of the case 
to ensure the premises are safe”. The new FSRO, and the publicity 
surrounding, have further increased the impetus on organisations to 
effectively manage their own fire safety risks, whereas in the past, the local 
Fire and Rescue Service took a fair degree of responsibility through the fire 
certificate system (Fire Precautions Act 1971) which has now been 
superseded. As a result of the review of the Corporate Health and Safety 
Policy by myself in 06/07, it was therefore decided to remove the sections 
from the existing Policy covering fire and bomb safety and incorporate these 
into a comprehensive Fire, Bomb and Suspicious Packages Policy. For 
reference, these sections, which were satisfactory in themselves, are now 
Appendices H, J and the first part of K, in the new Policy, and are essentially 
unchanged. 

  
4.4 Further rationale for a comprehensive Fire, Bomb and Suspicious Packages 

Policy has arisen from organisational and staffing changes in particularly the 
Property Services Unit and Leisure Services, and the associated need to 
clarify roles and responsibilities. 
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4.5 Development of the Policy: 
 
I have been responsible for drafting the main body of the Policy, but in that 
task, I would like to acknowledge the inclusion of material supplied by both 
the Corporate Safety Adviser at Harrogate Borough Council, and the North 
Yorkshire Police, Counter Terrorism Security Adviser. I also consulted with 
other external bodies, namely the local Police in Selby, the Corporate Safety 
adviser for Richmondshire District Council, M & L Fire Risk Associates Ltd, 
and staff from the Fire Service College who organised a training course on 
fire safety management that I attended.  

  
4.6 I consulted with a number of internal Council stakeholders, both on an 

individual basis, and as part of the Fire, Bomb and Suspicious Packages 
Working Group (FBSPWG). The latter was convened to both consider the 
development of this Policy, and also implement the significant findings of fire 
safety risk assessments that were undertaken by M & L Fire Risk Associates 
on all the Council’s public buildings. The primary stakeholders, and those 
individuals who largely constitute the FBSPWG, that were consulted were: 
 

• UNISON representatives and Representatives of Employee Safety 
• Building Duty Holders 
• Senior Mangers  
• Corporate Fire Safety Officer 

  
4.7 Overview of Policy: 

 
The key elements of the Policy are: 
 

• Establishing responsibilities 
• Fire, bomb and suspicious packages arrangements 
• Monitoring and review 

 
In considering responsibilities, Section 4, summarised as hierarchies in 
Appendices B and D, details responsibilities by post, for both fire safety and 
bombs/suspicious packages respectively. There is a considerable overlap in 
responsibilities for the principal duty-holders in these two main areas. 
Sections 5 and 7, and a large number of the Appendices cover the fire, bomb 
and suspicious packages arrangements. Section 6 and Appendix L deal with 
the review and monitoring of the Policy, by defining (Appendix L) specific, 
time-bound responsibilities for the principal duty-holders.  The risk (likelihood 
of an incident), of a fire, in contrast with a bomb/suspicious packages 
incident is greater, whilst accepting that the consequences of either of the 
risks being realised would represent a major incident.  The Policy therefore 
attempts to reflect this differential risk between the two areas in the 
arrangements that are laid down in this Policy, by making fire safety 
provision more onerous. In the event of specific intelligence however, the 
arrangements for bomb/suspicious packages safety would be enhanced at 
the discretion of the Senior and Operational Management Teams.   
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4.8 In general terms, it is anticipated that the Policy will provide a suitable 
structure to generate a sufficient and consistent standard in the maintenance 
of fire, bomb and suspicious packages arrangements, that is demanded by 
current legislation, sound corporate governance and public expectation. 

  
  
5 Financial Implications  
  
5.1 It is anticipated that the cost of implementing the Policy can be absorbed 

within existing staffing and maintenance budgets for the Council’s public 
buildings, as this Policy is largely defining work that is already being 
undertaken.  

  
6 Conclusions 
  
6.1 The attached Policy is necessary to define and clarify roles and 

responsibilities, and set suitable management standards for the effective 
control of hazards from fire, bombs and suspicious packages respectively. 

  
6.2 The resource implications of this Policy can be absorbed with existing 

training, maintenance and repair budgets, as the work contained within the 
Policy should already be ongoing.  
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7 Link to Corporate Plan 
  
7.1 The Council is required to have a Policy to ensure general fire precautions 

and risk assessment (Sections 4.2 and 4.3 above), and the management of 
bomb and suspicious packages hazards. The adoption of a Policy that is 
consistent with the requirements and spirit of the Regulatory Reform (Fire 
Safety) Order 2005 and Health and Safety at Work etc Act 1974 allows the 
Council to lead by example in major hazard areas, consistent with the 
strategic themes of Community Safety and Protecting the Environment.   

  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 The Policy links to the strategic themes below. 

 
• Community Safety. 
• Protecting the Environment. 

  
9 Impact on Corporate Policies 
  
9.1 Service Improvement 

 
Impact 

 The policy will provide consistency and rigour to the management of fire and 
bomb/suspicious packages risk management.  
 

9.2 Equalities 
 

No Impact  
  
9.3 Community Safety and Crime 

 
Impact 

 Part of the role of the Policy is to manage the risk of arson in or near the 
Council’s public buildings. The Council also has to meet it’s obligation to 
protect members of the public.  Further to 9.1 above, it is important to meet 
these obligations in a clear and consistent manner, which is the aim of this 
Policy. 
 

9.4 Procurement 
 

Impact  
 It is likely that some level of procurement will be required, both in terms of 

enlisting contractors and in the maintenance and purchase of fixtures and 
fittings connected with fire safety management. Any such procurement will be 
in accordance with the current Council Orders on the procurement of goods 
and services. 
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9.5 Risk Management 
 

Impact  
 As this is an area where the realisation of a fire or bomb/suspicious packages 

risk, could have massive or even catastrophic consequences, because of the 
intrinsic nature of the hazard itself both in terms of loss of life and financial 
cost.  The Council could be both prosecuted by the Health and Safety 
Executive or North Yorkshire Fire and Rescue, as well as being sued for 
compensation by injured parties, resulting from any fire or bomb/suspicious 
packages incident. There is therefore a need for a high standard of clarity, 
consistency and co-ordination in this area. The Policy sets clear standards for 
the management of these major hazards. 
 

9.6 Sustainability 
 

No Impact  
  
9.7 Value for Money 

 
No Impact  

 This Policy will foster proactive management of fire and bomb-related risk 
which consequently reduces the likelihood of unplanned future expenditure to 
meet business continuity requirements arising out of a major incident 
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10 Background Papers 
  
10.1 • The Fire, Bomb and Suspicious Packages Policy for The 

Council’s Public Buildings. 
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FIRE, BOMB AND SUSPICIOUS PACKAGES POLICY 
FOR THE COUNCIL’S PUBLIC BUILDINGS 

 
SELBY DISTRICT COUNCIL 

 
 
1.0  INTRODUCTION 
 
1.1 General: 
 
1.1.1 This Policy seeks to formalise responsibilities, procedures and controls, in 

compliance with relevant legislation and guidance. 
 
1.1.2 This Policy is a framework document designed to enable all those involved in 

fire, bomb and suspicious packages safety to develop procedures and 
systems to meet the needs of Selby District Council (which will be referred to 
as “the Council” throughout this Policy), its buildings and occupants. 

 
1.1.3 This Policy has been drawn up by the Council’s Health & Safety Adviser, in 

consultation with all named parties, and with the assistance of the regional 
Police Counter-Terrorism Security Adviser (CTSA). 

 
1.1.4 Protecting against fire and bomb damage is an integral part of the Council’s 

business continuity planning, and is covered in the Council’s Business 
Continuity Plan. 

 
1.2 Fire Safety 
 
1.2.1 The Fire Safety section of this Policy sets out the Council’s approach to Fire 

Safety in compliance with the Regulatory Reform (Fire Safety) Order 2005 
(FSRO), which simplifies, rationalises and consolidates existing fire safety 
legislation. 

 
1.2.2  The purpose of this Policy is to ensure the safety of the Council’s buildings 

and occupants (employees and visitors) through compliance with the fire 
safety duties imposed upon the Council in the FSRO (Section 7 of this 
document). 

 
1.3 Bomb, suspicious packages and general terrorist threats 
 
1.3.1 In general terms, the risk of terrorist action (of whatever nature or origin) 

against the Council is regarded as low. However, as the consequences of 
such action, however unlikely, could be of a significant nature, in order for the 
Council to meet its obligations under the general requirements of the Health 
and Safety at Work etc Act 1974 (HSWA) (sections 2 and 3), it is required to 
have a Policy in place to prepare for, and manage any such action. The 
Council, under Regulation 3 of the Management of Health and Safety at Work 
(MHSWR) Regulations 1999, is also required to have a risk assessment in 
place for all significant risks. This Policy and its appendices therefore act as 
the primary reference for the Council’s corporate bomb and suspicious 
packages risk assessment.  
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1.3.2 This Policy does not attempt to cover every possible terrorist threat, only the 
ones that are more likely, (see section 2.2 below). This document is not solely 
concerned with actions by national or international terrorist organisations.   
Actions by members of the local community who may take extreme action are 
also included within the scope of this Policy.  

 
2.0  SCOPE 
 
2.1  This Policy sets out responsibilities and procedures in respect of the principal 

buildings within the Council’s non-housing building portfolio listed in 
Appendix A of this document.  

 
2.2 This Policy only attempts to make provision for fire, bombs and suspicious 

packages.  It does not cover radioactive and overtly “chemical” attacks (other 
than substances sent in “suspicious packages”) as these types of attacks 
would generally be extremely unlikely, and any provision for such attacks is a 
highly specialised matter, and beyond the scope of this document.  

 
3.0  KEY ELEMENTS 
 
3.1  The key elements of the Council’s approach to fire safety, in compliance with 

the requirements of the FSRO, and provision for bombs and suspicious 
packages , in compliance with HSWA and MHSWR, are as follows :- 

 
1. Establishing responsibilities 
2. Fire, bomb and suspicious packages arrangements 
3. Monitoring and review 

 
4.0  RESPONSIBILITIES 
 
4.1 Fire Safety: 
 
4.1.1 Appendix B of this document summarises the principal roles and 

responsibilities of those responsible for compliance with the FSRO in the form 
of a hierarchy. However, subsection 4.1.2 below also details this information. 

 
4.1.2  The Head of Service (Housing) will undertake the role of ‘Responsible 

Person’ as defined in the FSRO, responsible for ensuring the Council’s 
compliance with the legislation and for Fire Safety Strategy development in all 
Council properties.  

 
4.1.3  The following officers will undertake the role of ‘Competent Persons’ as 

defined in the FSRO, responsible for assisting the Responsible Person in the 
delivery of the Council’s fire safety arrangements:- 

 
a) Property Services Manager– will co-ordinate, monitor and review fire 

safety arrangements in all premises identified in Appendix A, with the 
exception of Leisure Services Properties. Will ensure all aspects of the 
building fabric relating to fire safety meet adequate standards with 
respect to fire safety provision, including fire protection systems and 
emergency lighting. Provision and maintenance of fire fighting 
equipment and signage. The facilitating of fire safety risk assessment, 
(which may be undertaken by consultants, if internal resources are not 
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sufficient). Act as building duty holder for the Civic Centre, Portakabin 
and the three Depots, delegating duties as necessary. 

 
b) Corporate Health & Safety Adviser- Will audit the Council’s fire 

safety arrangements, provide advice to all Responsible and Competent 
Persons, and identify and organise fire safety training. 

 
c) Relevant Heads of Service/“Minor” Building Duty Holders (EDU 

premises, community centres, sheltered housing complexes, homeless 
hostels, Tadcaster Area Office, Customer Contact Centre & Barlow 
Pavillion) – Building Duty Holders nominated by relevant Heads of 
Service and responsible for all operational aspects and procedures of 
fire safety in the building(s) for which they have responsibility. Heads of 
Service must produce updated lists of building duty-holders to the 
Responsible Person to allow the Policy to be co-ordinated. 

 
d) Corporate Fire Safety Officer ( with the exception of the Leisure 

Services Premises) - facilitating fire drills, in conjunction with the 
Corporate Health and Safety Officer, in all corporate properties, with 
the exception of the Leisure Services Premises (either by directly 
organising, or by providing information and training so that Building 
Duty Holders can organise drills themselves). 

 
e) Leisure Services Manager-in Leisure Services Premises, the co-

ordination, monitoring and reviewing of fire safety in conjunction with 
the Leisure Services Health & Safety Adviser and Corporate Safety 
Adviser. All aspects of the building fabric relating to fire safety, 
including fire protection systems and emergency lighting. Provision and 
maintenance of fire fighting equipment and signage. The facilitating of 
fire safety risk assessment, which may be undertaken by consultants, if 
internal resources are not sufficient. The organising of fire drills and 
assisting in fire risk assessments in Leisure Services Premises. 

 
4.1.4  All Employees are responsible for taking reasonable care for the safety of 

themselves and others (visitors) and for complying with the fire safety 
arrangements in respect of the building which they occupy. 

 
4.2 Bomb and Suspicious Packages: 
 
4.2.1 Appendix D of this document summarises the principal roles and 

responsibilities of those responsible for implementing the bomb and 
suspicious packages elements of this Policy in the form of a hierarchy, and 
subsections 4.2.2 and 4.2.3 below also details this information. 

 
4.2.2 The Head of Service (Housing) will act as the “Emergency Co-ordinator” 

for all the corporate properties listed in Appendix A. The Emergency Co-
ordinator’s role is primarily to plan, implement and manage a holistic response 
to dealing with bombs and suspicious packages, and is intended to mirror the 
role of “Responsible Person” in the fire safety section of this Policy. 

 
4.2.3 In assisting the Emergency Co-ordinator, there are a number of other 

persons, with varying degrees of technical knowledge.  These roles are subtly 
different to those of “competent persons” in the fire safety section in that it is 
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not reasonable to provide or expect the same level of knowledge and training 
as in fire safety (as the threat is much more specialised, and more remote), 
with the exception that the Council Emergency Planning Officer, Corporate 
Fire Safety Officer, and Corporate Health and Safety Adviser who have 
knowledge and skills acquired from other roles (see below): 

 
a) Council Emergency Planning Officer: This Officer (currently Head of 

Service [Environment and Leisure]), who has a role aimed at managing 
emergency situations affecting the wider community, has significant 
experience and training in emergency planning and would assist and 
advise the Emergency Co-ordinator in key aspects of their role. 

 
b) Property Services Manager – Assist the Emergency Co-ordinator, to co-

ordinate, monitor and review bomb and suspicious packages planning, in 
conjunction with the Health & Safety Adviser in all premises detailed in 
Appendix A with the exception of Leisure Services Properties). Will assist 
in the preparation of the corporate bomb and suspicious packages risk 
assessment. Act as building duty-holder for the Civic Centre, Portakabin 
and the three Depots, delegating duties as necessary. 

 
c) Corporate Health & Safety Adviser provides advice to the Emergency 

Co-ordinator and other relevant persons, monitoring bomb and suspicious 
packages provisions, and assisting in reviewing procedures. Will facilitate 
the preparation of the Corporate Bomb and Suspicious Packages risk 
assessment. 

 
d) Corporate Fire Safety Officer (with the exception of the Leisure Services 

Premises) - facilitating bomb drills, in conjunction with the Corporate 
Health and Safety Officer, in all relevant corporate properties (subject to 
risk assessment), with the exception of the Leisure Services Premises 
(either by directly organising, or by providing information and training so 
that Building Duty Holders can organise drills themselves). Will assist in 
the preparation of the Corporate Bomb and Suspicious Packages risk 
assessment. 

 
e) Customer Services Manager: This is a key role in this Policy, and 

involves briefing mailroom, reception, and telephone staff, in conjunction 
with the Corporate Fire Officer, and Corporate Health and Safety Adviser, 
on the procedures outlined in Appendix F which relate to dealing with 
suspicious packages, suspicious persons and telephone bomb threats. 
The Customer Services Manager would also co-ordinate keeping public 
areas of the Civic Centre, Tadcaster Area Office, and Customer Contact 
Centre (the latter two where acts as building duty holder) tidy, and being 
vigilant for suspicious objects. Will assist in the preparation of the 
Corporate Bomb and Suspicious Packages risk assessment. 

 
f) Relevant Heads of Service/“Minor” Building Duty Holders (EDU 

premises, community centres, sheltered-housing complexes, homeless 
hostels, Tadcaster Area Office & Barlow Pavillion) – Building duty-holders 
nominated by relevant Heads of Service and responsible for operational 
aspects and procedures of bomb safety in the building(s) for which they 
have responsibility. In practice, this involves keeping public access areas 
tidy, and being vigilant for suspicious objects. 
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g) Leisure Services Manager - in Leisure Services Premises, will co-

ordinate, monitoring and reviewing bomb and suspicious packages 
management in conjunction with the Leisure Services Health & Safety 
Adviser, and Corporate Safety Adviser.  Will assist in the preparation of 
the Corporate Bomb and Suspicious Packages risk assessment. 

 
5.0  SUMMARY OF ARRANGEMENTS 
 
5.1 Fire Safety: 
 
5.1.1  The Council will ensure that the following fire safety arrangements and 

procedures are in place (where necessary) at each of the designated 
buildings:- 

 
a) Fire Risk Assessments – identification of risks and the actions arising 

therefrom. 
 
b) Fire Protection Systems – installation, upgrading and servicing of fire 

alarm and emergency lighting systems 
 
c) Fire Fighting Equipment – installation, upgrading and servicing of 

equipment and signage 
 
d) Emergency Procedures – preparation and undertaking of Fire 

Emergency Plans, Fire Drills, Fire Safety Checks (including 
arrangements for those with disabilities) and signage 

 
e) Fire Escape Routes & Exits – identification and monitoring of 

adequate escape provision and signage 
 
f) Information – provision of information to all staff and visitors of 

identified risks and fire safety arrangements 
 
g) Training – identification of need and delivery of fire safety training to all 

relevant persons 
 
h) Co-ordination and co-operation - ensuring compliance with fire 

safety arrangements in multi-occupancy buildings.  
 

5.2 Bombs and Suspicious Packages: 
 
5.2.1 The Council will ensure that arrangements and procedures are in place, with 

respect to bombs and suspicious packages at each of the designated 
buildings, in a way that is proportionate to the relative risk posed at each of 
the respective buildings. Appendix E gives details of the various types of 
devices that may be encountered. In general, a higher level of security is 
required at buildings to which the public have regular access. The 
arrangements and procedures are outlined below (see 7.3.1 to 7.3.4 for more 
detail): 

 
a)  Risk Assessments – identification of risks and the actions arising 

therefrom. 
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b) Bomb and suspicious packages protection systems - use of 

intelligence, building security systems, mailroom procedures, 
procedures for identifying suspicious persons, and procedures for 
dealing with telephone calls relating to bombs and suspicious 
packages. 

 
c) Emergency Procedures – preparation and undertaking of bomb and 

suspicious packages drills and checks that protection procedures are in 
place. 

 
d) Escape Routes & Exits – identification and monitoring of adequate 

escape provision and signage (fire escape routes will be used) 
 
e) Information – provision of information to all relevant staff regarding 

bomb and suspicious packages arrangements. 
 

f) Training – identification of need and delivery of bomb and suspicious 
packages training to all relevant persons. 

 
g) Co-ordination and co-operation - ensuring compliance with 

arrangements for bombs and suspicious packages in multi-occupancy 
buildings.  

 
6.0  MONITORING & REVIEW 
 
6.1 The Council will ensure that documented evidence is available in respect of the 

following, and the persons identified (by post holder), or deputies in the table 
below will be responsible for keeping those records : 

 
Documented Evidence Required Post holders 

Responsible for 
Keeping Records 

 Fire and Bomb and Suspicious Packages Risk 
Assessments (FRA & BSPRA) 

 Summaries of Action Required and cost 
implications 

 Completion of Action Required 
 Annual Review of FRAs & BSPRA’s (or sooner 

if changes occur) 
 Fire and Bomb and Suspicious Packages Drills 
 Fire, Bomb and Suspicious Packages Checks 
 Alarm & Equipment Tests 

 

Head of Service 
(Housing) [HOSH] 
HOSH 
 
HOSH 
HOSH 
 
Corp Fire Safety Off 
Corp Fire safety Off 
Property Services 
Manager 

 
6.2  The Council will review the operation of the fire, bomb and suspicious 

packages arrangements on an annual basis and revise as necessary in order 
to meet changing situations. 

 
6.3  The Head of Service (Housing) and Health & Safety Adviser will report jointly 

on progress of the Council’s fire, bomb and suspicious packages 
arrangements to the Corporate Health & Safety Committee. 
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7.0 DETAIL OF ARRANGEMENTS 
 
7.1 General arrangements: 
 

The following arrangements will be undertaken across the board to cover both 
fire safety and in relation to precautions for bombs and suspicious packages: 
 

7.1.2 Maintenance 
 

The Council will put in place procedures for adequately maintaining premises 
and for dealing with issues identified as part of the Fire, Bomb and Suspicious 
Packages Risk Assessments. 
 

7.1.3 Provision of Information to Employees 
 

The information provided shall (where relevant) comprise the following:- 
 
• identified risks to occupants 
• preventative and protective measures in place 
• procedures and measures set out in Section 4 
• identities of Competent Persons 
• risk assessments in respect of young persons and children at work 
• details of dangerous substances and procedures 

 
7.1.4 Provision of Information to External Contractors/Undertakings 

 
The information to be provided shall comprise:- 
 
• identified risks 
• preventative and protective measures taken 
• evacuation procedures 

 
7.1.5 Training 

 
Basic training is to be provided to all employees as part of the induction 
procedure. A training Schedule is detailed in Appendix N for both fire and 
bomb safety. Further training may also be identified by any of the Competent 
Persons or employees, and will be facilitated by the Corporate Health & 
Safety Adviser if required.  

 
The training will be:- 

 
• suitable and sufficient 
• repeated periodically 
• adapted to take account of changes in circumstances 
• in a manner appropriate to risk 
• take place in working hours 

 
 

115



 

 
 
 
7.1.6 Co-operation and Co-ordination 

 
a) The Council will ensure that where two or more Responsible Persons share 
or have duties in respect of a premises, they will:- 

 
• co-operate with each other 
• share information 
• co-operate with measures taken 
• comply with procedures or prohibitions imposed 

 
b) Where the Council has staff located in multi-occupied buildings, such as 
the Depots, the Emergency Co-ordinator shall ensure that appropriate liaison 
arrangements are in place to ensure the safety of all Council staff and staff of 
other organisations within the multi-occupied buildings. 
 

7.1.7  General Duties of Employees at Work 
 

Employees have a responsibility to:- 
 

• take reasonable care for the safety of themselves and others 
• co-operate with the safety measures taken 
• identify any issues considered to pose a danger to safety 
• identify shortcomings in any protection arrangements 
 

 
7.2  Fire Safety: 
 

The Fire Safety Duties imposed upon the Council in compliance with the 
FSRO are as follows:- 

 
7.2.1  General Fire Precautions 
 

The Council must take such general fire precautions as will ensure, as far as 
reasonably practicable, the safety of its employees and other users of the 
building(s). 

 
7.2.2  Fire Risk Assessments 
 

Fire Risk Assessments will be undertaken at each of the designated buildings, 
comprising the identification of hazards, the degree of risk and the control 
measures to be taken in respect of occupants and dangerous substances or 
processes. 

 
Fire risk assessments will include the essential content detailed in Appendix 
C. 
 
Fire risk assessments will be carried out if there are changes which impact in 
a significant way on fire safety arrangements, and in any event, every 3 years. 
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7.2.3 Principles of Prevention 
 
The principles embodied in the Council’s approach to fire prevention, in 
accordance with the FSRO, are:- 
 

• avoiding risks 
• evaluating risks that cannot be avoided 
• combating the risks at source 
• adapting to technical progress 
• replacing the dangerous by the non-dangerous or less dangerous 
• developing a coherent overall prevention policy 
• giving collective protective measures priority over individual measures 
• giving appropriate instructions to employees 

 
7.2.4  Fire Safety Arrangements 
 

The buildings covered by this Fire Safety Policy are listed in Appendix A  
 
Fire safety arrangements must incorporate effective planning, organisation, 
control, monitoring and review of the preventative and protective measures.  
 
The measures are to take into account the size of the buildings and the nature 
of the activities taking place. The buildings have been prioritised accordingly. 

 
7.2.5  Dangerous Substances 
 

The procedures for dealing with Dangerous Substances comprise:- 
 
• steps to eliminate or reduce risks 
• establishment of risk controls 
• safe handling and storage 
• monitoring procedures 

 
7.2.6  Fire Fighting & Fire Detection 
 

Procedures in respect of Fire Detection and Alarm Systems and Fire Fighting 
Equipment, comprise:- 

 
• identification of need 
• installation 
• alarm testing 
• servicing of equipment 
• reviewing adequacy and upgrading as necessary 
• Use of fire extinguishers (see Appendix K) 

 
7.2.7 Emergency Routes & Exits 
 

The key principles embodied in all fire emergency routes and fire exits are:- 
 

• routes must lead to a place of safety 
• routes must ensure evacuation as quickly  and safely as possible 
• routes must be adequate in number and distribution 
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• emergency doors must open in the direction of escape 
• emergency doors must not be sliding or revolving 
• emergency doors must not be locked or fastened 
• routes and exits must be indicated by signs 
• routes and exits must be adequately lit 

 
7.2.8 Emergency Procedures 
 

The Council will establish and maintain Fire Emergency Procedures at each 
of the designated buildings, comprising the following:- 

 
• Fire Emergency Plans (including disability issues) 
• Fire Drills 
• Fire Safety Checks 
• Inspection of Communal Areas (including escape routes & exits) 

 
7.2.9  Additional Emergency Measures (Dangerous Substances) 
 

The Council will identify and undertake additional emergency measures in 
respect of Dangerous Substances comprising:- 

 
• Information made available to staff regarding work hazards 
• warning and communication systems 
• visual or audible warnings 
• escape facilities 
• information available to accident and emergency services 
• information will be displayed at premises 
• details of steps to be taken in the event of fire (See Appendix K) 
• controls for undertaking repairs 

 
This excludes those substances previously identified as low risk or where risk 
has been controlled 

 
7.2.10 Safety Assistance 

 
The Council will ensure the appointment of ‘Competent Persons’ and set out 
their responsibilities, to assist the ‘Responsible Person’ in delivering the Fire 
Safety Policy.  

 
7.3 Bombs and suspicious packages: 

 
7.3.1 Risk Assessments:  
 

Bomb and suspicious packages risk assessments will be undertaken by the 
staff identified in section 4.2.3 above, and reviewed. The assessments will 
address the matters detailed in Appendix F. 

 
7.3.2 Bomb and suspicious packages protection systems:  
 

The Council will put in place a series of protection systems in the following 
areas: 
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 a)   Intelligence systems:  
 
The Senior Management Team (SMT) and Operational Management Team 
(OMT) of the Council will be made aware of any heightened general or 
specific terrorist threat against Council Buildings. General information 
regarding terrorist threat levels can be obtained through the MI5 website 
(www.mi5.gov.uk), however, as mentioned above, threats are not just limited 
to terrorist organisations, but may also come from disaffected customers and 
disgruntled employees, and therefore the Council’s own staff are an important 
source of intelligence. The North Yorkshire Police CTSA can also provide 
information on the current threat (01609 768348).   

 
If any elevated threat exists, the Emergency Co-ordinator, in conjunction with 
the SMT and OMT, will make a judgement as to whether standing procedures 
detailed in this strategy are adequate.  If they are not considered adequate, a 
decision will be made to put in place heightened security measures. 

  
b) Building security systems:  
 

A series of security measures will be put in place: 
 

• Provision of good access control, specifically including proportionate 
identity checks on all visitors and contractors. If possible, contractors 
will be asked to make appointments to ensure that Council staff are 
available to supervise them. (See also Appendix G detailing a checklist 
for identifying suspicious persons). 

• Public access and communal areas will be kept clear of redundant 
items and general clutter to allow suspicious objects to be easily 
identified (see also Appendix I detailing a checklist for identifying 
unusual objects). 

• All unused rooms, particularly those leading from public areas, will be 
kept locked when not in use. 

• Waste collection locations will be such that they are clearly identifiable, 
by the use of easily recognisable bags or receptacles. 

• Plant rooms and air conduits will be kept locked when not in use. 
• Mailroom staff will be trained to identify suspicious packages using the 

guidance in Appendix H. 
• All relevant administrative staff will be given training to use the protocol 

detailed in Appendix J for action to be taken on receipt of a bomb 
threat.  

 
7.3.3 Emergency Procedures:  

 
a) If it is suspected that a bomb has been placed in a Council property:   

 
• Council staff will not be requested to undertake a search.   
• Any decision to evacuate a Council Building will be made by the Chief 

Executive, or the most senior manager available, in conjunction with 
the Emergency Co-ordinator, the regional Army Bomb Squad (based at 
Catterick), and any other available and relevant staff.  

• Once a decision to evacuate has been made, the priority will be to 
open conveniently accessible windows and evacuate the building.  
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• The Police should be called as soon as possible, and will assist in 
setting up and maintaining the security cordon round the building.  

 
b) Bomb alarm testing:  
 

The Civic Centre is the only Council property that has a bomb alarm.  This will 
be tested regularly. In all other Council buildings, in the event of a real bomb 
alert, the fire alarm should be used where available, and if not word of mouth 
should be used. If there is reason to suspect that the device could be 
triggered by loud noise and vibration, word of mouth only will be used. 

 
c) Bomb and suspicious packages drills:  
 

The Corporate Fire Officer will facilitate periodic bomb drills in the Civic 
Centre and other relevant properties, in association with the Corporate Safety 
Adviser and, in Leisure Services buildings, Leisure Services Health and 
Safety Adviser. The drill protocol will be based on the Fire Drill protocol, with 
allowances made for appropriate differences in evacuation congregation sites. 
The same system of wardens will be used as for fire drills. 

 
7.3.4 Escape Routes & Exits  
 
In practice this involves the identification and monitoring of adequate escape  
provision and signage (fire escape routes will be used). It shall be the responsibility  
of the Property Services Manager, in conjunction with the Leisure Services Manager  
(where appropriate) to monitor and maintain the integrity of all physical escape  
routes. Separate bomb-related signage will not be provided, as the escape routes  
will be the same as for fire. 
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APPENDIX A 
 

LIST OF BUILDINGS 
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No. Property     Fuel Gross Internal Floor Register Notes     

      (if known) Area in Sq. Metres Number      
1.00 Administrative/Civic Offices            

               
1.01 Civic Centre, Portholme Road, Selby YO8 4SB Gas 3,589 sq.m. 0117 Opened 1977    

               
1.02 Tadcaster Office, 5, Westgate, Tadcaster, LS24 9AB Electr.   NYA Refurbished listed building (leased)  

               
1.03 Disused Office, 43, Kirkgate, Tadcaster, LS24 9AQ E7 212.25 sq.m. 1279 Former S.D.C. Office. Dental Surgery above. 

               
1.04 Portakabin Offices, Portholme Road Depot, Selby E7 172 sq.m  NYA Property Services Unit Manual Staff Messroom.  

               
2.00 Sheltered Housing             

               
2.01 St. Wilfrid's Court, St. Wilfrid's Avenue, Brayton E7   NYA Completed 29 August 1991. See also 4.06  

               
2.02 Laurie Backhouse Court, Harper St., Selby E7   NYA Officially opened 20 April 1990 See also 4.07 

               
3.00 Community Centres            

               
3.01 Anne Sharpe Centre, St. Edward's Close, Byram  67 sq.m.  0132      

               
3.02 Westfield Court C.C., Westfield Court, Eggborough  110 sq.m.  0133      

               
3.03 Manor Garth, 20A Manor Garth, Kellington   61 sq.m.  0134      

               
3.04 Cunliffe Centre, Petre Avenue, Selby   217 sq.m.  0145 Completed 24 May 1996   

               
3.05 Coultish Centre, Charles Street, Selby   154 sq.m.  0144      

               
3.06 Grove House, Sand Lane, South Milford   111 sq.m.  0135      

               
3.07 Harold Mills House, North Drive, Sherburn-in-Elmet  113.4 sq.m. 0140      
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3.08 Kelcbar Close C.C., Kelcbar Close, Tadcaster  127 sq.m.  0137      

               
3.09 Rosemary House, Rosemary Court, Hillside Est., Tadcaster 130 sq.m.  0138      

               
3.10 Lady Popplewell Centre, Beechwood Glade, Sherburn-in-Elmet 133.5 sq.m. 0141      

               
3.11 Northfield C.C., Northfield Close, Womersley  79 sq.m.  0139      

               
3.12 Calcaria House, Windmill Rise, Tadcaster.  260 sq.m  0136      

               
4.00 Hostels for the Homeless            

               
4.01 Ousegate Lodge,98-104 Ousegate, Selby   466 sq.m  0129 Completed 20.12.91 refurbished 2002/3  

               
4.02 Edgerton Lodge, Edgerton Drive, (off Station Road), Tadcaster 668 sq.m  0147 Completed June 1994   

               
5.00 Industrial Units             

               
5.01 Hurricane Close, Hurricane Way, Sherburn in Elmet  1858 sq.m 56 Built 1999     

 2 no. 10,000 sq. ft. units            
               

5.02 Prospect Centre, Prospect Way, Bawtry Rd., Selby  302 sq. m  58 Built 1988     
 14 no units             
               

5.03 Vivars Centre, Vivars Way, Canal Road, Selby  591 sq.m  80 Built 1996     
 14 no. units             
               

5.04 Sherburn Enterprise Centre, Aviation Road, Sherburn in Elmet 975 sq.m  45 Built 1990/92.(2 No. phases)   
 9 no. units             
               

5.05 Swordfish Way Units, Swordfish Way, Aviation Road  929 sq.m  72 Built 1996     
 Sherburn in Elmet. 7 no. units.            
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6.00 Depot Premises             
               

6.01 Portholme Road Depot, Selby            
               

6.02 Prospect Way Depot, Selby            
               

6.03 Barlby Vehicle Maintenance Depot, Barlby          
               

7.00 Sports/Leisure Centres          
             

7.01 Abbey Leisure Centre, Scott Road, Selby, YO8 4BL Coal 3,680.22 sq.m. 0120 Built 1992   
             

7.02 Tadcaster Leisure Centre, Station Rd., Tadcaster. Gas 1,078 sq.m. 0119 
Opened  16 May 1984 
 

      
8.00 Park Buildings, Selby Park, Park Street, Selby     

      
9.00  Customer Contact Centre, Market Cross, Selby     

      
10.00 Barlow Common Lodge, Barlow Common, Barlow     
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APPENDIX B 
 

FIRE SAFETY RESPONSIBILITIES 
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             ‘COMPETENT PERSONS’       
               

 
 

 
PROPERTY SERVICES 

MANAGER 
CORPORATE FIRE 

SERVICES OFFICER 
CORPORATE H&S 

ADVISER 
Minor Building Duty 
Holders/Relevant Heads of 
Service 

LEISURE SERVICES MANAGER 
(Abbey Leisure, Tadcaster Leisure 
Centre and Selby Park buildings) 

• Keeps record of fire 
marshals. 

• Facilitates fire drills 
• Assists with risk 

assessment s. 

• Co-ordinate, monitor and 
review fire safety arrangements, 
for all properties identified in 
App A, with the exception of 
Leisure facilities. 

• Oversee all aspects of building 
fabric with regard to fire safety 
provision, including fire 
protection systems and 
emergency lighting in all 
buildings. 

• Provision and maintenance of 
fire fighting equipment and 
signage in all buildings. 

• Facilitate fire safety risk 
assessment either internally or 
through use of consultant in all 
buildings. 

• Act as building duty holder to 
Civic Centre, Portakabin and all 
3 Depots. 

 

 

• Audit all fire safety 
arrangements. 

• Prioritise actions in 
conjunction with 
Property Management. 

• Provide advice to 
‘Responsible Persons’ 
and ‘Competent 
Persons’. 

• Identify and organise 
fire safety training. 

• Premises covered to 
include: EDU 
premises, community 
centres, sheltered-
housing complexes, 
homeless hostels, 
Tadcaster Area 
Office, Customer 
Contact Centre & 
Barlow Pavilion. 

• Relevant Heads of 
Service to nominate 
duty holders to 
cover above 
premises. 

• Operational ‘day  to 
day’ procedures in 
buildings for which 
they have 
responsibility 

• Co-ordinate, monitor and review  
        fire safety arrangements . 
• Oversee all aspects of building 

fabric with regard to fire safety 
provision, including fire protection 
systems and emergency lighting. 

• Provision and maintenance of fire 
fighting equipment and signage. 

• Facilitate fire safety risk 
assessment either internally or 
through use of consultants.  

• Organise fire drills. 
• Assist in fire safety risk 

assessment. 

 
 

HEAD OF SERVICE - HOUSING 
‘Responsible Person’ 

• Ensure and monitor corporate compliance with Fire Safety 
Legislation. 

• Resource allocation 
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APPENDIX C 
 

FIRE RISK ASSESSMENT ESSENTIAL CONTENT 
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FIRE RISK ASSESSMENT ESSENTIAL CONTENT  
 
 

Fire risk assessments must include the following essential content: 
 
OPERATIONAL MATTERS  

• Combustible Materials 
• Flammable Liquids & Gases 
• Sources of Ignition 
• People at Risk 
• Emergency Procedures 
• Fire Warning Adequacy  
• Means of Escape  
• Records of Fire Tests/Staff Training/Fire Drills 
• Concerns 

 
BUILDING FABRIC  

• Aspects of the building that could lead to the Spread of Fire 
• Fire Exits (Adequacy) 

 
FIRE PROTECTION SYSTEMS & EMERGENCY LIGHTING  

• Fire Alarms  
• Emergency Lighting (Adequacy) 
• Tests and Records 

 
FIRE FIGHTING EQUIPMENT & SIGNAGE  

• Adequacy 
• Servicing 
• Fire Alarm Tests & Records 

 
RECORD OF SIGNIFICANT FINDINGS AND ACTION PLAN  

• Record of Significant Findings 
• Action Plan Sheets 
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APPENDIX D 
 

BOMB AND SUSPICIOUS PACKAGES RESPONSIBILITIES 
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PROPERTY SERVICES 
MANAGER 

CORPORATE FIRE 
SERVICES OFFICER 

CORPORATE H&S 
ADVISER 

Minor Building Duty 
Holders/Relevant Heads of 
Service 

LEISURE SERVICES 
MANAGER 

CUSTOMER SERVICES 
MANAGER 

• Assist the Emergency Co-
ordinator in co-ordinating, 
monitoring and reviewing 
bomb and suspicious 
packages arrangements 

• Oversee all aspects of 
building fabric with regard to 
bomb safety provision. 

• Assist in the preparation of 
the corporate bomb and 
suspicious packages risk 
assessment. 

• Act as building duty holder 
to Civic Centre, Portakabin 
and all 3 Depots. 

 
 

• Keeps record of 
bomb (fire) 
marshals. 

• Facilitates bomb 
drills 

• Assists with risk 
assessment s. 

• Provides technical advice to 
Emergency Co-ordinator, and 
others identified in this 
hierarchy 

• Audit bomb and suspicious 
packages arrangements. 

• Identify and organise training. 
• Facilitate the preparation of 

the Corporate Bomb and 
Suspicious Packages risk 
assessment.  

• Premises covered to 
include: EDU 
premises, community 
centres, sheltered-
housing complexes, 
homeless hostels, & 
Barlow Pavilion. 

• Relevant Heads of 
Service to nominate 
duty holders to cover 
above premises. 

• Operational ‘day to day’ 
procedures in buildings 
for which they have 
responsibility. E.g. 
keeping public access 
areas tidy, and being 
vigilant for suspicious 
objects. 

• The co-ordination, 
monitoring and 
review of bomb and 
suspicious packages 
arrangements in 
Leisure Services 
Premises in 
conjunction with the 
Property Services 
manager, Leisure 
Services Health & 
Safety Adviser, and 
Corporate Safety 
Adviser. 

• Assist with Bomb 
and suspicious 
packages risk 
assessments 

• Briefing mailroom, 
reception and 
telephone staff 

• Co-ordinate security 
of public areas of the 
Civic Centre and 
Tadcaster area office. 

• Assists with risk 
assessments.  

• Act as building duty 
holder for Tadcaster 
Area Office and 
Customer Contact 
Centre. 

 

HEAD OF SERVICE - HOUSING 
Emergency Co-ordinator 

 
• plan, implement and manage arrangements in 

dealing with bombs and suspicious packages 
• Resource allocation 

HEAD OF SERVICE- 
ENVIRONMENTAL HEALTH & 
LEISURE: Emergency Planning Officer 
 

 Advise and assist the Emergency Co-
ordinator in key aspects of their role. 
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APPENDIX E 
 

SUMMARY OF EXPLOSIVE DEVICES THAT MAY BE ENCOUNTERED 
 

Improvised Explosive Device (IED) 
 
Terrorists usually use IED’s disguised to look like everyday objects. It is therefore essential that staff who are 
best able to recognise suspicious object or actions within their work area, are trained in basic search and 
recognition techniques. 
 
Vehicle Borne Improvised Explosive Device (VBIED) 
 
Terrorist groups often use parked vehicles of various types in urban areas to contain their bombs. Any vehicle 
is capable of carrying a large amount of commercial or home made explosive without any obvious signs. The 
damage caused by this type of device is obviously far greater than a hand placed device.   
 
Composition of a High Explosive Devices (HED) HED typically consists of the following components: 
 
(i) Explosive: Commercial explosive is a dense putty-like material that may be in blocks, lumps or sticks, 
often having a distinct almond or marzipan smell.   Home Made Explosive (HME) will usually be in the form of 
powder or granules and can be made from commercially available substances, it often smells of petroleum or 
nail polish remover, or rotten meat, but many mixes deliberately avoid scented ingredients. 

 
(ii) Detonator: Usually a small copper or silver tube with coloured wires attached, capable of sending an 
electric shock to detonate an explosive.   In HME, the detonator can be any number of improvised devices, 
such as broken light bulbs, all are designed to provide a heat source into the HME. 

 
(iii) Timer: Either a mechanical clockwork timer or electronic timer mounted on a printed circuit board. The 
timer acts as a switch to close the firing circuit at a predetermined time. 

 
(iv) Power Source: Usually a battery powering both the timer and the detonator. 

 
(v) Wiring: Wires of various colours linking the various components. 

 
(vi) Container: Used to transport and disguise the components, the container it will probably take a familiar 
external form to aid concealment and be adapted internally to maximise the explosive or dispersal effect on 
opening.   

 
Incendiary Device 

 
An incendiary device is designed to burn fiercely, emitting intense heat and flame. It is often small enough to 
fit into an audio-cassette case or similar sized item. They are very lightweight and often difficult to detect by 
metal or x-ray detector. 

 
Postal Bomb 

 
Postal bombs can take almost any shape or size and can be contained in parcels, envelopes or padded ‘Jiffy’ 
type bags. Designed to explode or ignite when opened (see Appendix J on what to do if you receive a suspect 
package). 
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APPENDIX F 
 

BOMB AND SUSPICIOUS PACKAGES RISK ASSESSMENT ESSENTIAL 
CONTENT 

 
 
 

Risk assessments must include the following essential content (the Corporate Health 
and Safety Adviser will devise a template for this assessment): 
 

OPERATIONAL MATTERS  
 

• Intelligence,  
• Building security systems,  
• Mailroom procedures,  
• Procedures for identifying suspicious persons,  
• Procedures for dealing with telephone calls  
• People at Risk 
• Emergency Procedures 
• Warning Adequacy  
• Means of Escape  
• Records of Bomb Alarm Tests/Staff Training/Bomb Drills 
• Concerns 

 
BUILDING FABRIC  
 

• Aspects of the building that could be improved to make detection of devices easier. 
• Exits (Adequacy) 
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APPENDIX G 

 
CHECKLIST FOR IDENTIFYING SUSPICIOUS PERSONS 

 
 
 

What makes them suspicious?  Are they: 
 

• Replacing someone else for deliveries or business calls 

• Showing signs of eccentric or nervous behaviour 

• Asking unusual questions of yourself or others  

• Attempting to hide or disguise facial features with hats or hairstyles 

• Show signs of nervousness of you 

• Carrying an inappropriate or larger than normal bag 

• Dressed  inappropriately  for location or weather  

• Making an effort to conceal hands in clothing or bag 
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APPENDIX H 
 

CHECKLIST FOR IDENTIFYINGING SUSPICIOUS PACKAGES IN 
MAILROOM 

 
 

SUSPECTED PACKAGE BOMBS 
 
The following information may be of use when dealing with suspected package bombs. 
 
Postal bombs are not likely to be in large parcels but rather in flat letters weighing up to four 
ounces, or in packets the size of a book. 
 

LOOK OUT FOR 
 
 THE POSTMARK - especially if foreign, and any name or address of sender. 

 
 THE WRITING - which may be of “foreign” style. 

 
 THE BALANCE - which is uneven is suspect. 

 
 THE WEIGHT - if it seems excessive for size, treat as suspect. 

 
 ANY PROTRUDING WIRES - (even the best prepared devices can go adrift in transit), 

treat as suspect. 
 
 ANY HOLES - (like pin holes) in wrappings or envelopes. 

 
 THE SMELL - some explosives have an aroma of marzipan or almonds. 

 
 GREASY MARKS - on wrapping or envelope, which could be from “sweating” 

explosives. 
 
 THE “BOOBY” TRAP - could be an envelope tightly taped or tied with string inside 

another, examine both for indicator listed above. 
 
 CHECK ALL MAIL CAREFULLY - not only foreign mail, but also local mail and any 

delivered by messenger. 
 
IF YOU DISCOVER A SUSPECT PACKAGE 
• DO NOT MOVE any package or object you suspect as being a bomb. 
• Ask the staff in the immediate vicinity to evacuate the building 
• Open all doors and windows adjacent to the suspect device 
• Report the matter to your IMMEDIATE LINE MANAGER OR HEAD OF SERVICE  

 
 
 
 
 

135



 

 
APPENDIX I 

 
CHECKLIST FOR IDENTIFYING UNUSUAL OBJECTS IN BUILDING  

 
(see also Appendix E) 

 
 

• Unusual for the location 

• An attempt has been made to hide or disguise them 

• They have wires or batteries attached or showing 

• Have a distinctive or unusual smell 

• Contain unusual or unnecessary objects for venue 

• Contain heavily wrapped and padded objects  
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APPENDIX J 

ACTION TO BE TAKEN ON RECIEPT OF A BOMB THREAT 
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 ACTIONS TO BE TAKEN ON RECEIPT OF A BOMB THREAT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
BOMB 
THREATS 
 
 
 
 
SELBY 
DISTRICT 
COUNCIL 
 

 TELL THE CALLER WHICH TOWN YOU ARE ANSWERING FROM 
 
 RECORD THE EXACT WORDING OF THE THREAT 

____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
____________________________________________________________ 
 

 ASK THESE QUESTIONS 
 
1  Where is the bomb right now?          ________________________________ 

 
2  When is it going to explode?             ________________________________ 

 
3  What does it look like?                     ________________________________ 

 
4  What kind of bomb is it?                  ________________________________ 

 
5  What will cause it to explode?          ________________________________ 

 
6  Did you place the bomb?                 ________________________________ 

 
7  Why?                                               ________________________________ 

 
8  What is your name?                        ________________________________ 

 
9  What is your address?                    ________________________________ 

 
10 What is your telephone number?    ________________________________  
 
 RECORD TIME CALL COMPLETED 

 
 KEEP TELEPHONE LINE OPEN (even though caller has disengaged) 
 WHERE AUTOMATIC NUMBER REVEAL EQUIPMENT IS AVAILABLE 

RECORD NUMBER SHOWN 
 

____________________________________________________________ 
 
 INFORM THE CHIEF EXECUTIVE, HEAD OF SERVICE OR IMMEDIATE 

LINE MANAGER  
Name of person informed:  
_______________________________________ 

       
BE CALM - LISTEN CAREFULLY - REPORT EXACTLY 
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MATTERS TO BE RECORDED ONCE CALLER HANGS UP  
 
 
 
 
 
 
 
 
 

Time and Date of Call                       ____________________________________ 
Length of Call                                   ____________________________________ 
Number at which Call was received  ____________________________________ 
 

ABOUT THE CALLER 
Sex of Caller                       M/F 
Nationality          _____________________________   Age  _______________ 
 

THREAT LANGUAGE 
Well spoken         Irrational               Taped                    
Foul                     Incoherent      
Message read by threat maker  
 

CALLERS VOICE 
 Calm  Crying  Clearing Throat 
 Angry  Nasal  Slurred 
 Excited  Stutter  Disguised 
 Slow  Lisp  Accent 
 Rapid  Deep  Familiar 
 Laughter  Hoarse    
 If the voice sounded familiar, who did it sound like? 

_________________________________________________________________ 
 

 What accent?   
_________________________________________________________ 
 

BACKGROUND SOUNDS 
 Street Noises  House Noises  Animal Noises 
 Crockery  Motor  Clear 
 Voices  Static  PA System 
 Booth  Music   
 Factory Machinery  Office Machinery 
 Other (specify)  

_________________________________________________________ 
 
REMARKS 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
 
Signature    _______________________________  Date __________________ 
Print name  __________________________________ 
 

 
BE CALM - LISTEN CAREFULLY - REPORT EXACTLY 
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APPENDIX K 

INFORMATION ON FIRE ACTION PROCEDURE AND USE OF FIRE 

EXTINGUISHERS 
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FIRE SAFETY 
 

If You Discover a Fire 
 
1. Immediately operate the nearest fire alarm call point by breaking the glass. Call points are located at (a) the exits 

from the main concourse, (b) the base of the rear staircase, (c) the top of the rear staircase. 
 

On Hearing the Alarm 

 
2. The Civic Centre Switchboard Operator will immediately leave the building and open the car park barriers to allow 

access by the fire service. 
 

3. EVACUATE THE PREMISES IMMEDIATELY using the nearest fire exit, and ensuring that the members of the 
public and visitors to individual departments also leave the building this way. An Evac Chair is located on the first 
floor landing of the Civic Centre and available for use by trained personnel to assist with evacuation.  
 

4. Do Not Use Lifts 
 

5. Do Not Stop to Collect Personal Belongings 
 

6. Proceed To The Assembly Point 
 
The playing field across Portholme Road from The Civic Centre. 
 

7. At the assembly point, remain in Departmental groups until further instructions are received from the nominated 
officer or his deputy who will have set up an Incident Control Point (ICP) initially at the road entrance to the Civic 
Centre Car Park. 
 

8. Do Not Re-enter the Building Unless Told To Do So By the Nominated Fire Officer or Their Deputy 
 

9. Departmental Fire Representatives 
 

10. As areas are evacuated Departmental Fire Representatives will search those that have been allocated to them, to 
ensure all personnel have left the building. They are identifiable by a high-vis vest. Fire representatives should not 
be obstructed from performing their duties.  
 

11. Will report to the Nominated Officer or his deputy at the ICP that their areas are clear. 
 

 
All Employees Should 

 
11. Study this notice carefully. 

 
12. Know what to do in the event of fire. 

 
13. Make yourself familiar with all the means of escape in case of fire and to avoid any obstruction of staircases, 

landings and other escape routes. 
 

14. The nominated officer for all Departments is: 
 
Richard Besley Ext 2227 
His deputy is Carole Martin Ext 2013 

 
A list of fire representatives is held by Richard Besley (Corporate Fire Safety Officer), and is 
also available on the intranet. 
 

FIRE EXTINGUISHERS AVAILABLE ON COUNCIL PREMISES 
 
If it is SAFE to do so and the fire is very small (waste paper bin size), and you have 
received training, following a dynamic risk assessment you may consider attacking 
the fire with the appropriate extinguisher. 
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Four types of fire extinguisher are available in the Civic Centre and you should make 
yourself familiar with the location and method of operation.  Instructions for operating the 
extinguishers will be found on the appliance. 
 
DO NOT USE WATER ON ELECTRICAL FIRES OR DIRECT WATER ONTO ELECTRIC 
SOCKET OUTLETS. 
 

WATER EXTINGUISHERS (Red fire extinguisher with red label) 
 
(a) These extinguishers are to be found liberally located about the building. 

 
(b) The extinguisher may be fixed to a wall bracket and should  be lifted to release it. 

 
(c) To operate the extinguisher:- 

 
• Free the hose. 
• Pull out the pin. 
• Aim the hose at the base of the fire. 
• Depress the lever hard, then use the handle for supporting the container. 
 

1. 

 

Certain water extinguishers are operated by squeezing the lever or depressing a plunger. 
 

DRY POWDER FIRE EXTINGUISHERS (Red extinguisher with blue label) 
 
(a) The dry powder extinguisher is designed for mainly flammable liquid fires. 

 
(b) The dry powder extinguishers are located:- 

 
 • In the staff kitchen. 

• In the boiler house. 
 

(c) To operate the fire extinguisher:- 
 

2. 

 • Pull out the clip which holds the lever in a fixed position. 
• Aim the extinguisher at the base of the fire. 
• Depress the lever towards the carrying handle or squeeze the trigger firmly. 

CARBON DIOXIDE FIRE EXTINGUISHER CO2  
(Red extinguisher with black label) 
 
(a) The carbon dioxide extinguisher is designed for electrical and flammable liquid fires. 

 
(b) Carbon dioxide extinguishers are located throughout the building adjacent to electrical equipment. 

 

3. 

(c) To operate the extinguishers:- 
 
• Pull out the pin 
• Direct the horn 
• Squeeze the levers 
• DO NOT HOLD THE HORN WHEN OPERATING THE EXTINGUISHER. 
 

4. FIRE BLANKET (Red cylinder with opening at base) 
 

 (a) Fire blankets are designed to smother a fire eliminating the oxygen required for it to burn. 
 

 (b) Fire blankets are provided in the staff kitchen. 
 

 (c) In order to remove the fire blanket pull the metal clip free at the base of the container.  Withdraw the blanket. 
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In the event of a fire involving cooking fat, observe the following procedure:- 
 

  
• Switch off the heat. 
• Open the window. 
• Smother the fire using the fire blankets, and allow the pan to cool down.   
 
• DO NOT USE WATER TO ATTEMPT TO PUT OUT THE FIRE.  DO NOT CARRY OUT THE PAN 

CONTAINING THE BURNING FAT. 
 

 Please make yourself aware of the types of extinguishers within your area and the location of extinguishers through the 
building. 
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LEISURE SECTION: FIRE EVACUATION PROCEDURE  
(OR SOUNDING OF THE ALARM TO EVACUATE THE BUILDING). 
 
General 
 
Fire is a potential killer, it can spread very quickly. 
 
Do not take personal risks as other person’s lives may be at risk.  
 
Know the fire drill. 
 
Please re-read these procedures frequently. 
Fire Alarm 
 
The fire alarm is an electrical device that is activated by either breaking emergency glass 
points, or through the detection of heat and/or smoke through sensors located around the 
building. The alarm is connected to the fire station, when the alarm is activated the fire 
brigade will automatically come to the centre  
 
Fire Control Unit 
 
This unit is located in Reception behind the counter on the wall. 
The unit will automatically display the zone where the possible fire is located.  The zone 
areas are displayed on the building plan adjacent to the control unit. 
 
Evacuation Procedure 
 
On discovering fire, sound the alarm by breaking the glass at the nearest alarm call point.  
If it is SAFE to do so and the fire is very small (waste paper bin size), and you have 
received training, following a dynamic risk assessment you may consider attacking 
the fire with the appropriate extinguisher.  When leaving rooms/corridors close all doors and 
windows, switch off electric machines. Do not allow anybody to stop and collect 
personal belongings and do not allow anyone to use the lifts. 
Staff should use the nearest and quickest alternative exit route if they come across the seat 
of the fire.  
1  DUTY MANAGER 
1. Check location of the fire via the alarm system. 
2.  Ascertain the extent and circumstances of the incident, if there is a genuine fire the Duty 

Manager should inform poolside staff to evacuate the poolside areas, the rest of the 
centre would have already been evacuated . (wait arrival of the fire brigade before 
resetting the alarm and  letting customers back in to the dry side areas of the 
centre or swimmers back in to the swimming pool.) 
 

3. Carry out a systematic search of the building, in liaison with other staff, to ensure all 
areas are clear and the gas mains are switched off. 

4. When the building is clear, wait at the main entrance to ensure nobody re-enters and 
await emergency services, the entrance should be observed from a safe distance of 10 
meters. 

5. Once the emergency services have arrived and all information has been passed over, 
ensure the staff on the sports hall and main corridor rear exits make there way to the fire 
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assembly point where the presence of all staff will be checked against the signing in 
book.  

 
2 RECEPTIONISTS 
 
1. If  informed by the Duty Manager the receptionist must call the fire brigade using The 

following procedure: 
 
• Dial  999 then ask for the fire brigade. 
• Give full details of the incident e.g. fire in the cafeteria area, persons in the building 
• Give the full address as follows; Abbey Leisure Centre 
      Scott Road 
      Selby 
      North Yorkshire 
      YO8 4BL 
• Do not replace the receiver until the fire brigade have repeated the address and you are 

told to do so 
 
2. Instruct members of the public to assemble outside to the left of the Car Park  main 
entrance (Fire Assembly Point). 
 
3. Switch off and shut the till draw. 
 
4. Wait at the main entrance for the Duty Manager, ensuring nobody re-enters the  building.  
This should be done from a safe distance of 10 meters. 
 
5. When the building is clear and the Duty Manager is back, clear the outdoor  
     football/hockey pitch, tennis courts and picnic areas instructing members of the public to 
assemble to the left of the car park main entrance (fire assembly point) 
 
 LEISURE ASSISTANTS (POOLSIDE) 
3 TODDLER POOL 
 
1. Clear spa and toddler pool. 
 
2. Calmly and firmly instruct all persons in the changing village, locker areas, wet side 
toilets and pool patio to the main pool fire exit doors ready to evacuate should it be 
necessary.                  
     
3. If there is no imminent danger to the public, stay assembled by the fire exit door  until 
given further instruction..(I.e. when the fire brigade have been, an the alarm  has been 
checked is ready to be reset) 
 
4. Good observation is essential to ensure non-swimmers and toddlers do not enter  deep 
water areas. 
 
4 HIGH CHAIR 
 
1. Clear the main pool immediately.  Instruct persons to walk down the slide steps carefully.  
It is important that the leisure assistant keeps completely calm as panic on  the steps could 

145



 

lead to disastrous consequences.  Direct persons to the main pool fire exit doors ready for 
evacuating should it be necessary. 
     
2. The leisure assistant shall carry out a check of the pool bottom to ensure it is clear. If 
there is no imminent danger to the safety of the swimmers, stay assembled by the fire exit 
door until given further instruction. 
 
3. If it is necessary to evacuate  this directive will be given by the Duty Manager .members 
of the public and staff must assemble at the fire assembly point to the left of the car park 
main entrance.  The Leisure Assistant on the high chair must observe  the pool hall exit 
from the assembly point to ensure nobody re-enters the building. 
 
4. If it is deemed necessary to evacuate bathers outside space blankets will be provided.  
These can be found in the First Aid room. 
 
5 SPLASH POOL 
 
1. Clear the splash pool and shallow end of the main pool.  Direct persons to the pool fire 
exit. 
 
2. Ensure the slide and steps are clear. 
 
3. Assist the Leisure Assistant on the toddler pool with duties stated in section (7.3). 
    
 6  OTHER LEISURE ASSISTANTS 
 
1. To make systematic checks of the building, remember to check all toilet areas and non-

public areas.  It is vital that good communication between these Leisure Assistants and 
the Duty Manager takes place to ensure all areas have been checked. 
 

2. To check and clear Sauna Area via Reception fire exit. 
 

3. To check and clear Sports Hall through Sports Hall fire exits and to remain there to 
ensure nobody re-enters the building.  Fire exits should be observed from a safe 
distance of 10 meters.  If there is only one Leisure Assistant on dryside, then only one 
sports hall exit can be observed, the Duty Manager should be contacted via the handie-
comms and should be told that only one exit is being observed. 

 
4. Await further instruction from the Duty Manager. 
   
 
7 FITNESS SUITE STAFF 
 
1. Instruct all persons to leave the Suite down the middle staircase to the main corridor rear 

exit. 
 

2. When all public have been evacuated remain at the main corridor rear exit to ensure 
nobody re-enters the building.  Fire Exits should be observed from a safe distance of 10 
meters. 
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3. Await further instruction from the Duty Manager. 
 
8  CAFÉ STAFF 
 
1. Turn off all cooking equipment and gas cut off switch. 

 
2. Turn off and close the till. 
 
3. Clear cafeteria/ multi-purpose area and toilet areas via the middle staircase, main 

corridor rear exit. 
 

4. Assist crèche staff to evacuate crèche area. 
 
9  BAR STAFF 
 
1. Turn off and close the till. 

 
2. Evacuate customers down  via the middle staircase the rear corridor exit. 
 
10  CRÈCHE STAFF 
 
1. Children old enough to walk should be directed down the main Reception staircase. 

 
2. Younger children and babies should be carried by staff. 
 
11  ANY OTHER STAFF E.G.  COACHES AND TEACHERS 
 
Any other staff that are present in the building for example Aerobics Coaches or Swimming 
Teachers must help with evacuating members of the public within their specific area. 
 
12  CUSTOMERS WITH DISABILITIES 
 
Customers with disabilities, for example wheelchair bound, should be dealt with as able 
bodied customers on the ground floor.  Any disabled customers on the first floor must be 
helped/carried down the main Reception stairs. 
 
Under no circumstances does anybody use the lift when the fire alarm is sounded! 
 
13 QUIET PERIODS/LOW USAGE 
 
During quiet periods some areas of the centre are not supervised continually these areas 
are as follows: 
 
Reception (Section 7.2) 
Fitness Suite (Section 7.7) 
Café  (Section 
GYM2  (Section 7.9) 
Crèche          (Section 7.10) 
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In the event of the fire alarm sounding during quiet times the Duty Manager and Leisure 
Assistants will assume the responsibilities in sections 7.2, 7.7 - 7.10 to ensure the whole 
centre is searched/evacuated. 
 
14 FIRE ASSEMBLY POINT 
 
When all staff have evacuated there area they must make there way to the fire assembly 
point and wait for the Duty Manager who will check staff presence against the staff signing 
in book.  The only exception to this are the Leisure Assistants on the sports hall exits and 
the fitness Co-ordinator on the rear exit who must stay in position until the Duty Manager 
indicates that they can make there way to the Fire Assembly Point. 
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Generic Fire Evacuation Procedures for other Council Buildings 
 
FIRE ALARM:  
 

• The fire Alarm is a insert as relevant. 
 
ASSEMBLY POINT: -… insert as relevant 

 
 

IF YOU DISCOVER A FIRE 
 
1. Raise the alarm by operating the nearest Fire Alarm Call Point; these are usually 

located near the Exit Doors 
 

Leave the building by the nearest available exit and proceed to the assembly point indicated above. 

 
2. At the assembly point, inform the Acting Building Fire Marshal of the 

whereabouts of the fire so he/she can communicate this to the fire brigade. 
 
3. If it is SAFE to do so and the fire is very small (waste paper bin size), 

and you have received training, following a dynamic risk assessment 
you may consider attacking the fire with the appropriate extinguisher (see 
below).  
Always ensure there is a safe exit route before attempting to extinguish any 
fire. 

 
 

• Water (Red in colour)                 For wood, paper and textile 
fires 

 
• CO²  (Black in colour / or Red   For electrical or liquid fires 

with a Black band)           
 

• Dry Powder (Blue in colour   For any fire, particularly flowing 
or Red with a Blue Band)   liquid fires 
  

• Foam (White or cream in   For liquid fires 
colour or Red with a Cream Band)   
 

• Wet Chemical (Canary yellow in  For deep fat fryer fires 
colour or Red with a Yellow Band)  
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ON HEARING THE FIRE ALARM  
 

1. The Acting Building Fire Marshal will immediately call the Fire Brigade –  
i. DIAL 999 (back up call if  premises is linked to call centre )  
ii. Specify to the operator the address of where the fire is and the exact 

building, if known. 
 

2. Immediately vacate the premises by the nearest available exit and 
proceed to the assembly point indicated above.  Ensure you know the 
next available exit (in case the nearest is not available), make sure you 
use the shortest possible route. 

 
3. If you are a host to non-permanent staff (i.e. visitor), please ensure they 

are guided out of the building by staff and accounted for at the assembly 
point. 

 
4. On evacuation, assist any person with mobility or sensory difficulties to 

safely leave the building. 
 

5. If safe to do so, close all doors behind you. 
 

6. Where safe to do so, the Fire Marshal(s) will help vacate their area and ensure 
no one is left in their areas.   

 
7. The Marshal(s) will assist disabled individuals or anyone who requires 

assistance to vacate the building/to a safe area. 
 

8. DO NOT:  
a. Panic or Run 
b. Use Lifts 
c. Collect Personal Belongings 

 
9. On evacuation any Fire Marshal(s) will report back to the Acting 

Building Fire Marshal at the Assembly Point and will clarify that their 
area is clear and all personnel under their control have been accounted 
for.   

 
10. The Acting Building Fire Marshal will forward this information to 

the fire     brigade. 
 

11.   No one should re-enter the building until instructed that it is safe to 
do so by the Acting Building Fire Marshal. 
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12.   No one should leave the Assembly Point or the site, by car or on foot, 

for any reason without being instructed to by the Acting Building Fire Marshal  
 
PLEASE NOTE IT IS IN YOUR INTEREST: - 
 
• To study these Fire Procedure notes and to know what action to take in the 

event of a fire. 
 
• To know where the Fire Extinguishers are, what type of fires they deal with 

and how they operate. 
 

• To know all the means of escape (nearest and alternative) from your area 
and where the Fire Alarm Call Points are situated. 
 

• To ensure all Means of Escape routes are kept clear of obstructions at all 
times. 

 
• Know whom your Fire Marshals and Deputies are. 
 
• Know the full address of your building i.e.:   
 

Enter address here 
 
 
 
 
 
 
 
 
 
 
 

It should be noted in a small premises that the Acting Building Fire Safety Marshal 
may be the only Fire Marshall on the premises 
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APPENDIX L 
 
SUMMARY OF STAFF FIRE AND BOMB SAFETY MANAGEMENT DUTIES FOR ALL 
PREMISES 
 
Responsible Person/Emergency Co-ordinator (Head of Service-Housing) 
 
Description of Duty Frequency 
Co-ordinate management of fire and bomb-safety provisions 
in all Council premises 

Ongoing 

Advise OMT and JMT on relevant matters relating to Fire, 
Bomb and Suspicious Packages Provisions 

Ongoing 

Ensure that suitable and sufficient Fire, Bomb and Suspicious 
Packages Assessments are carried out for all Council 
buildings and be responsible for the keeping of those records.

As necessary 

Arrange for review of fire safety risk assessments Annually 
Ensure that all significant findings of fire safety risk 
assessments are carried out, and that reasons are recorded 
as to why any significant findings are not carried out. 

Ongoing 

Arrange for a review of the Corporate Bomb and Suspicious 
Packages risk assessment 

Annually 

 
 
Council Emergency Planning Officer (Head of Service-Environment and Leisure) 
 
Description of Duty Frequency 
Assist and advise the Emergency Co-ordinator in key aspects 
of their role 

Ongoing 

 
Relevant Heads of Service (Planning and Economic Development, Environmental 
Health and Leisure, Housing and Finance and Central Services) 
 
Description of Duty Frequency 
Provide detailed lists of building duty holders with respect to 
fire and bomb safety in the premises for which they are 
responsible. 

Ongoing 

 
 
 
Building Duty Holders: 
 
Description of Duty Frequency 
Ensure usability of all fire escape routes when building is in 
use. (Report any defects to Property Services [PS] as 
necessary). N.b. This may include the removal of vegetation. 

Daily 

Ensure occupancy numbers do not exceed maximum fire 
numbers for building 

Daily 

Manage smoking in building (and grounds) in accordance 
with Council Policy 

Daily 
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Monitor and remove (or arrange for the removal of) all 
significant ignition sources, having regard to arson risk 

Daily 

Manage waste collection locations such that they are clearly 
identifiable, by the use of easily recognisable bags or 
receptacles 

Daily 

Ensure plant rooms and air conduits are kept locked when 
not in use 

Daily 

Monitor and switch off (as appropriate) all unattended 
electrical equipment. N.B Some liaison with the Responsible 
Person (RP) (using OMT) may be appropriate to publicise the 
problem more widely. 

Daily/Monthly 

Carry out and record fire alarm tests (general state of repair 
and operational status) 

Weekly 

Set up a system to ensure that all staff within the building in 
question, at the time of a fire emergency or drill, can be 
identified as being free from the building in question. In other 
words, that the building can be identified as being empty. 

Initially and 
ongoing 

Review the need for fire notices  As necessary 
Provide fire and bomb training as identified in Appendix N As spec in 

Appendix N 
Civic Centre only: Carry out and record bomb alarm tests 
(general state of repair and operational status) 

Weekly? 

Inspect, the state of repair and operational status of fire doors 
and fire escapes. Report any defects to PS. 

Monthly 

Carry out and record fire alarm tests for those who are not 
normally in building when alarm is tested 

Monthly 

Change batteries on domestic-type smoke detectors (where 
applicable) 

Monthly 

Carry out and record emergency lighting tests (general state 
of repair and operational status) 

Monthly 

Carry out and record visual checks on the state of repair of 
fire-fighting equipment and report any defects to PS. 

Monthly 

Provide fire and bomb training as identified in Appendix N As spec in 
Appendix N 

Organise and record the results of a fire drill as necessary. In 
the case of the Civic Centre this duty would fall to the CFO 
and or the CSA. As an alternative building users must be 
aware of what to do in the event of an alarm, a “walk-through” 
evacuation is an alternative. 

Annually 
(Twice 
annually in 
the case of 
the Civic 
Centre) 

 
Property Services Manager and Assistants 
 
Description of Duty Frequency 
Provide and fix fire notices as requested by building duty 
holders  

As necessary 

Ensure that information is provided for contractors who are 
specifically commissioned by the PSU and visiting Council 
premises (in conjunction with the Customer Services 

As necessary 
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Manager) on relevant aspects of fire and bomb safety. 
Inspect in detail physical fire provision structures such as fire 
doors and fire escapes and arrange for repairs as necessary. 

Annually 

Carry out and record competent persons inspections of fire 
alarm systems 

Annually 

Carry out and record competent persons inspections of 
emergency lighting systems 

Annually 

Provide and fix fire fighting equipment as necessary (as 
identified by survey and risk assessments). 

As necessary 

Carry out and record competent persons inspections of fire 
fighting equipment 

Annually 

Participate in the review of the Fire and Bomb Safety 
Provisions, and risk assessments 

Annually 

Carry out fixed wiring inspections of all buildings 5 yearly 
 
Corporate Fire Safety Officer (CFSO) 
 
Description of Duty Frequency 
Arrange, supervise, and record details of Civic Centre Fire 
and bomb drills.   

Twice 
Annually 

Provide guidance and assistance for building duty holders in 
arranging fire drills 

As necessary 

Set up a system, for the Civic Centre, to ensure that all staff 
within all Council buildings at the time of a fire emergency or 
drill, can be identified as being free from the building in 
question. In other words, that the building can be identified as 
being empty. 

Initially and 
ongoing 

Provide fire and bomb training as identified in Appendix N As spec in 
Appendix N 

Maintain list of current, trained Fire Marshals on SDC intranet Ongoing 
Participate in the review of the Fire and Bomb Safety 
Provisions, and risk assessments 

Annually 

 
Corporate Safety Adviser (CSA) 
 
Description of Duty Frequency 
Provide fire and bomb training as identified in Appendix N As spec in 

Appendix N 
Review Fire, Bomb and Suspicious Packages Policy Annually 
Audit management of Fire, Bomb and Suspicious Packages 
Policy and report findings to the Responsible Person for the 
Council 

Annually 

Provide advice on fire and bomb safety to those with 
responsibilities in this area. 

Ongoing 

Advise and organise training on fire and bomb safety for 
those who have responsibilities in this area. 

Ongoing 

Participate in the review of Bomb Safety Provisions, and risk 
assessments 

Annually 
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Customer Services Manager 
 
Description of Duty Frequency 
Co-ordinate keeping public areas of the Civic Centre, and the 
Tadcaster area office tidy, and being vigilant for suspicious 
objects. 

Daily 

Co-ordinate the dissemination of information to visitors on 
relevant aspects of fire and bomb safety. 

Daily 

Ensure that all unused rooms leading from public areas are 
kept locked when not in use 

Daily 

Co-ordinate access controls to the Civic Centre and 
Tadcaster Area Office for contractors and visitors.  

Daily 

Ensure mailroom staff are trained to identify suspicious 
packages using the guidance in Appendix H of this Policy. 

As necessary 

Provide fire and bomb training as identified in Appendix N As spec in 
Appendix N 

Participate in the review of Bomb Safety Provisions, and risk 
assessments 

Annually 

 
Leisure Services Manager  
 
Description of Duty Frequency 
Co-ordinate and monitor fire and bomb-safety arrangements 
in Leisure facilities 

Ongoing 

Ensure usability of all fire escape routes when building is in 
use. (Report any defects to Property Services [PS] as 
necessary). N.b This may include the removal of vegetation. 

Daily 

Ensure occupancy numbers do not exceed maximum fire 
numbers for building 

Daily 

Manage smoking in building (and grounds) in accordance 
with Council Policy 

Daily 

Monitor and remove (or arrange for the removal of) all 
significant ignition sources, having regard to arson risk 

Daily 

Manage waste collection locations such that they are clearly 
identifiable, by the use of easily recognisable bags or 
receptacles 

Daily 

Ensure plant rooms and air conduits are kept locked when 
not in use 

Daily 

Monitor and switch off (as appropriate) all unattended 
electrical equipment.  

Daily/Monthly 

Carry out and record fire alarm tests (general state of repair 
and operational status) 

Weekly 

Inspect, the state of repair and operational status of fire doors 
and fire escapes. Report any defects to PS. 

Monthly 

Carry out and record fire alarm tests for those who are not 
normally in building when alarm is tested 

Monthly 

Change batteries on domestic-type smoke detectors (where 
applicable) 

Monthly 

Carry out and record emergency lighting tests (general state Monthly 
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of repair and operational status) 
Carry out and record visual checks on the state of repair of 
fire-fighting equipment and report any defects to PS. 

Monthly 

Provide fire and bomb training as identified in Appendix N As spec in 
Appendix N 

Organise and record the results of a fire drill as necessary.  Annually  
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APPENDIX M: 
 

Fire drill and evacuation protocols for Civic Centre and other Council properties. 
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Emergency Procedures 
 
Protocol for Emergency Evacuations and Practice Evacuations of the Civic Centre 
(Fire Drills) 
 
 
1. 
 

The Nominated Fire Officer. 
 
The Council shall nominate a dedicated fire officer for the Civic Centre – the 
Corporate Fire Safety Officer (CFSO).  
 
The CFSO shall be responsible for: 
 

• appointing a Deputy and substitute who will take control should the CFSO be 
away from the site. 

 
• the safe and prompt evacuation of the Civic Centre, with the support of the Fire 

Marshals in the event of an emergency, 
 

• the appointment and recording of Fire Marshals and the continual monitoring of 
their areas of responsibility, 

 
• the co-ordinating and undertaking of an agreed number of Practice 

Evacuations of the Civic Centre (Fire Drills) in line with Council policy each 
year, 

 
• being the first point of contact for the Fire Service on arrival at the site and to -  

 
I. assure them that the site is clear and, 

 
II. to direct them to the location of the alarm source; 

 
• liaison with the Chief Executive, Head of Service – Housing (in his role as the 

Property Service Manager i.e. as the senior officer with responsibility for the 
Civic Centre) and the Health and Safety Officer as the Corporate Safety 
Adviser (CSA) to ensure the aspects of the H&S Policy and procedures are 
adhered to and the employment of good practices across the Authority. 

 
All later references to the CFSO will apply to his/her Deputy or Substitute acting on behalf of the CFSO 

on his/her absence. 
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2. Division of the Civic Centre – Areas of responsibility for Fire Marshals 

 
Civic Centre Plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The public concourse effectively divides the site into 2 administrative wings – East 
and West; both of which have two floors – Ground floor level and First floor level, 
providing 4 distinct office accommodation areas to be controlled by Fire Marshals. 
 
To make these areas manageable, each area is divided into 2 clear zones. Marshals 
will be appointed to each Zone and the areas of responsibility within their zone will be 
identified to them by the CFSO. Some may be given extra duties, identified later, 
while some will also be asked to ensure the concourse is clear before exiting the 
Centre. 
 
Zones: 
Ground 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

West Wing 
Side Fire Door 

Portholme Rd

Council Offices - Car Park

West Wing East Wing 

Playing Field –  Assembly Point 

C
o
n
c
o
u
r
s
e

East Wing 
Side Fire Door 

West Wing East Wing

Concourse

Housing Accounts

Civic 
Suite 

Finance

CX 

Zone 2 

Zone 1 

Zone 3 

Zone 4 

North

South
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First Floor 
 
 
 
 
 
 
 
 
 
 
 
 
 
Zone 1 – West Wing/Ground floor/South Corner, includes Housing Section, Interview 
Rooms, Directors Rooms, Groundwork team, Scanning team with Post Room & 
Computer Suite  
 
Zone 2 – West Wing/Ground floor/North Corner, includes Chief Exec’s area, Ground 
Floor of the Civic Suite’s Committee Rooms & sanitary accommodation opposite and 
Radio York Interview room 
 
Zone 3 – East Wing/Ground floor/North Corner, includes Department of Financial 
Services, Interview Rooms and Safe Room and sanitary accommodation on 
concourse, downstairs lift. Attach “Do not use” notice to lift. 
 
Zone 4 – East Wing/Ground floor/South Corner, includes Check Fire Locations Board 
Laboratories 1 and 2, PABX Room opposite laboratories and Copying/Print Room. 
 

Zone 5 – West Wing/First floor/South Corner, includes Environmental 
Health section, Policy & Performance Unit, Community Safety, E-
Government area, Reception area, Interview Rooms and First Floor Lift. 
Attach “Do not use” notice to lift. 

 
Zone 6 – West Wing/First floor/North Corner, includes Committee Services, HR, 
Head of Policy & Performance, Conservative Group Room, EDU Chairman’s Office, 
Members Lounge, Caretaker’s Office, Sanitary Accommodation, Labour Group room 
and Public Gallery. 
 
Zone 7 – East Wing/First floor/North Corner, includes Planning Sections, Elections 
Team, Legal, Land Charges, Heads of Service Support team, Pod’s & Plg Conf’ 
Room and First Floor sanitary accommodation 
 
Zone 8 – East Wing/First floor/South Corner, includes Computer Section, Internal 
Audit and Benefit Fraud. Also to assist with the evacuation by Evac Chair the disabled 
staff member. 
 
 
 
All Marshals will have an appointed Deputy.  

West Wing East Wing

Concourse 

Env 
Health IT

Members 
Room 

Legal 

HR 

P 
l 
a 
n 
n 
i 
n 
g 

DS 

Zone 7 Zone 6 

Zone 8 Zone 5 
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Marshals should assist the CFSO in the recruitment and appointment of their 
Deputies. 
 
They will have sole responsibility of identifying suitable substitutes who may step in 
and assist both the Marshal or Deputy if either or both are away 
 
Marshals must inform the CFSO of substitute Marshal appointments. 
 
As in the case of the CFSO further reference to Marshals could mean and/or their 
Deputies or appointed substitutes. 
 
 

3. Arranging Practice Evacuations of the Civic Centre (Fire Drills) 
 
The purpose of holding Fire Drills is to ensure that all staff are fully aware of the 
emergency procedures and their responsibilities in exiting the site promptly and safely 
in the event of an alarm sounding. 
 
The Council should hold, where possible, two drills a year – Spring and Autumn. 
 
These should be not conducted on set days or times, to ensure that all members of 
staff, especially those on restricted hours, job share, etc, are involved in turn. 
 
When considering a drill, the CFSO will consult with the Chief Executive for a suitable 
time and date.  
 
The CFSO will then arrange with the Civic Centre Hall-keeper for that drill to be 
undertaken on the selected day. 
 
Between the CFSO and Hall-keeper calls will be made to the appointed security 
contact that the alarm system should be taken off line, and of course re-instead after 
the completion of the drill.  A courtesy call will also be made to the Fire Service 
informing them that: 
 

• the alarms are off-line temporarily, and 
 

• that a drill is to take place (should they be informed by a third party who has 
witnessed an evacuation at the site). 

 
Again a call after the drill is complete should be made. 
 

It may be good practice on occasion for the Chief Executive to agree a drill appointment directly with 
the Hall-keeper, to test the CFSO’s procedures as much as the Marshal’s/Staff. 

 
 

4. 
 
 
 

Conducting Practice Evacuations of the Civic Centre (Fire Drills) 
 
On behalf of the CFSO the Hall-keeper will trigger the alarm. 
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4.1. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.2. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

It is good practice to alternate the venue of the triggering of the alarm – simulating 
alternating locations of the source of the alarm/emergency. 
 
On the sounding of the alarm – a continuous klaxon/siren; designated appointees and 
staff should: 
 
The CFSO  
 
Should move directly to the Contact Point, situated at the Police Station side of the 
entrance to the Civic Centre car park, where he will receive reports from his/her Fire 
Marshals. 
 
One Marshal (Zone 4) will also report the location of the alarm source. 
 
On the arrival of the emergency services, the CFSO will convey the reports from the 
Marshals that the site is clear and identify for the Fire Service the location of the 
source of the alarm. 
 
In the event of a drill, the CFSO will record with a stopwatch the time taken to 
evacuate the site. The stopwatch will be triggered once the alarm sounds and be 
stopped when the last Marshal reports in. 
 
The CFSO will appoint the first Marshal who reports in to proceed to the crossing 
point on Portholme Road to facilitate the safe crossing of the Highway. 
 
In the case of a drill it would be the task of the last Marshal to report in to be 
instructed to proceed to the Marshalling area, confirm with the Senior Officer present, 
probably the Chief Executive, and inform them of the safe completion of the drill and 
report that it is now safe to return to the Civic Centre. 
 
Fire Marshals 
 
Either individually or in conjunction with their deputies or substitutes proceed to clear 
their responsible areas. 
 
They should make sure staff do not delay evacuation to gather belongings, turn off 
pc’s and other apparatus, etc. 
 
They must then establish that their areas of responsibility are clear and that no one is 
left within their portion of the site. 
 
On exiting the building they should immediately report to the CFSO at the Contact 
Point and report that their area is clear. Marshals must also report any staff who failed 
to respond or reacted adversely to any evacuation to the CFSO. 
 
One appointed Marshal (Zone 4) has responsibility to check the alarm board and 
ascertain the location of the alarm and confirm that location with CFSO when 
reporting in. 
 
The first Marshal to report in should proceed as directed by the CFSO to the crossing 
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4.3. 
 
 
 
 
 
 
 
 
 
 
4.4. 

point on Portholme Road to assist with the safe crossing of the Highway. 
 
In the case of a drill, the last Marshal to report in will be instructed to proceed to the 
Marshalling area and confirm with the Senior Officer present, probably the Chief 
Executive, that the drill is complete and that it is safe to return to the Civic Centre. 
 
Reception Duty staff member 
 
It is the responsibility for the staff member on duty at the reception desk to collect the 
key for the automatic car park barriers and the Visitors Book. 
 
They should proceed to the barriers and open them for easy access for the 
emergency services. 
 
They should then proceed to the Contact Point and place the Visitors Book into the 
hands of the CFSO. 
 
Staff 
 
It is every member of staff’s duty to listen and to respond to the direct instructions of 
the Marshals. 
 
They should leave their desks immediately, or their current location if away from their 
desks.  
 
No staff member away from their desk should attempt to return to their workplace as 
they may restrict and hinder the evacuation process, while also placing themselves 
and other colleagues in danger. 
 
At the same time no staff member should hinder the progress or passage of Marshals 
in the performance of their duties as they proceed on their rounds. Should this occur 
the matter must be taken seriously and offenders reported to the CFSO at the post 
event de-brief meeting, see 6. 
 
Staff should seek to leave at their safest, convenient exit and proceed to the 
Marshalling Point on the playing fields opposite the Civic Centre on the other side of 
Portholme Road, taking care while crossing the highway. 
 
It is good practice to occasionally simulate an emergency event that obstructs one or 
more of the exits to the building. Again these simulated obstructions to the usual 
passage of staff can be alternated. 
 
 

 
5. 
 
5.1. 
 
 
 

 
Members of the Public 
 
Emergency Evacuation 
 
In the event of an emergency all non-staff within the building must leave immediately, 
abiding by the procedures in place for staff.  
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5.2. 
 
 

 
Visitors at meetings or a member of the public receiving attention at a reception area 
will be deemed the responsibility of their hosts and the staff attending to them, who 
must assist in guiding their guests or visitors out of the building. 
 
They should be instructed to proceed to the Marshalling Point at the park for their 
safety. They should be actively discouraged from returning to their vehicles to exit the 
site so as not to obstruct the emergency services. 
 
Any disabled visitors will not be able to use the lift and must be assisted to the ground 
floor by Marshals with the aid of the spare Evac Chair if needed. 
 
Members of the public seeking entry to the will be denied access. 
 
New arrivals by car to the Civic Centre car park will be denied access by the CFSO 
 
Practice Evacuations/Fire Drills 
 
Visitors to the Civic Centre must fully participate in a drill and it is the responsibility of 
the host to ensure this is achieved. Any non-compliance should be reported to the 
CFSO. 
 
It is difficult, however, to enforce the full participation of members of the public in the 
event of a drill, especially if a post-training hour drill when they may have been 
waiting some time for reception areas to open at 10:00. 
 
Although, Marshals with responsibility for the Concourse area will eject them, 
precedent has allowed them to gather at the back door where the deputy Marshal  for 
Zone 4 (or a substitute), will wait with them to ensure that they do not attempt to re-
enter the building, until it is cleared to do so. 
 
The CFSO will deny access to vehicles attempting to enter the site during the 
duration of the drill. 
 
 

6. Post Event Procedures 
 
Following an emergency evacuation or drill the CFSO will, within 24 hours, hold a de-
brief meeting with all Marshals, and interested parties such as: 
 

• Health & Safety Officer/Corporate Safety Adviser 
• Property Service Manager 
• Hall-keeper 
• Etc; 

 
where any matters arising from the event can be discussed. The CFSO can also raise 
any comments received from staff following the procedure. 
 
At that meeting the time taken for a drill should be recorded and minutes of the 
proceedings taken. 
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At this meeting reports of failure to take part in the drill or those incidents of 
obstruction that may be deemed a breach of protocol, should be raised and recorded. 
 
The printed receipt from the alarm box should be attached to the eventual agreed 
minutes of the de-brief meeting. 
 
The CFSO and other relevant officers may then meet to address any issues or 
concerns raised. Any breeches in protocol will be reviewed to decide whether any HR 
action may be needed under our disciplinary policy. 
 
The CFSO will report back to the Marshals and staff accordingly. 
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FIRE DRILL PROTOCOL FOR ST WILFRIDS AND LAURIE BACKHOUSE SHELTERED 
ACCOMMODATION 

 
 
Initial preparation: 
 

1. Ensure that there is a comprehensive register of residents on site, for the time of the 
drill, and residents are clear as to whether this need to evacuate or will be rescued 
from their rooms. 

2. Make a call to Selby Fire Station (01757 702453) to notify that it is a drill. Give them 
the option of attending, but in general fire tenders will not be required. 

3. Do not call your facilities managers (Tunstalls at present), as part of the point of the 
exercise is to test their efficiency. 

 
Main Drill Procedure: 
 

4. Set off the alarm on the premises, sticking to the time notified to the Fire brigade. 
Note the exact time, and set your stopwatch. 

5. Note any response on the intercom from Tunstalls, but do not respond. 
6. Direct the residents into a convenient internal area if possible. 
7. Wait until all residents known to be on site are in the designated area, stop the 

alarm, and stop the stopwatch. 
 
Debrief: 
 

8. Thank residents for their co-operation (or otherwise!) 
9. Remind them where the actual congregation point is. 
10.  Answer any questions. 

 
Post-drill: 
 

11.  Contact Fire Brigade and find out when and if they were contacted by Tunstalls. 
12. Provide any necessary feedback to Tunstalls. 
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Appendix N Training Schedules for Fire and Bomb Safety 

Fire Safety: 
 
Training type 
and target 
group 

Details of training When to be 
provided 

Who to Provide 

Fire Safety 
Induction 

Fire Action Notice information 
(Appendix K ) 

First Day HR or Line 
Manager 

Training in Fire 
Safety 
Management 
for Responsible 
and Competent 
Persons 

Background to fire safety 
legislation (i.e. RRO 2005), 
means of escape, fire risk 
assessment, fire drills, general 
management provisions. 

As required. External 
consultants 

Fire Safety 
training for 
building duty 
holders, line 
managers and 
fire marshals. 

Background to training 
requirements, record keeping, 
carrying out fire drills, 
housekeeping, action in the 
event of a fire, use of 
extinguishers (may be provided 
separately) and any special 
arrangements for the building. 

Minimum of every 
2 years (more 
frequently in the 
event of 
significant staff 
turnover or 
system/building 
changes) 

Corporate Safety 
Adviser (CSA) 
and/or Corporate 
Fire Safety 
Officer (CFSO). 

Fire safety 
training for all 
Staff 

Action in the event of a fire, fire 
drills and any special 
arrangements for the building 

Annually Building Duty 
Holders/Line 
Managers 

Fire safety 
training for non 
employees who 
use Council 
facilities in a 
non-supervised 
environment 
(e.g 
Community 
Centres and 
some economic 
units) 

Detail of the extent of their 
responsibilities, action in the 
event of a fire, and any special 
arrangements in the event of a 
fire. 

Annually  Building Duty 
Holders 
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Bomb and suspicious packages training: 
 
Training type 
and target 
group 

Details of training When to be 
provided 

Who to Provide 

Dealing with 
suspicious mail 
for mailroom 
staff 

Contents of Appendix H 
(suspicious mail) 

Annually Customer 
Services 
Manager or 
Assistant 

Identification of 
suspicious 
persons and 
packages, and 
dealing with 
telephoned 
bomb threats 
for all 
Customer 
Services Staff 

Contents of Appendix G 
(Identifying Suspicious Persons) 
and Appendix I (Suspicious 
Packages). Contents of Appendix 
J (Action in the event of a 
telephoned bomb threat) 

Annually or more 
frequently in the 
event of 
significant staff 
turnover or 
system/building 
changes 

Customer 
Services 
Manager or 
Assistant 

Dealing with 
telephoned 
bomb threats 
for all Council 
Admin Staff 

Contents of Appendix J (Action in 
the event of a telephoned bomb 
threat) 

Annually Line Managers 

Bomb 
awareness for 
all building duty 
holders, line 
managers and 
fire marshals. 

Short awareness briefing 
covering Appendix I (identifying 
suspicious Packages) and 
housekeeping  

Annually CSA or CFSO as 
part of general 
fire safety training
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Agenda Item No: 12
___________________________________________________________________ 
 
Title: Transformational Government: ICT Strategy 2007-2012 
  
To: Policy and Resources 
  
Date: 27 November 2007 
  
Service Area: Finance and Central Services 
  
Author: Gary Molnár, eGovernment Manager 
  
Presented by: Karen Iveson, Head of Service – Finance & Central Services 
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 To seek councillors' approval of the 'Transformational Government: ICT 

Strategy 2007-2012'. 
  
2 Recommendation 
  
2.1 That councillors approve 'Transformational Government: ICT Strategy 

2007-2012' for implementation at Selby District Council. 
  
3 Executive Summary 
  
3.1 The strategy sets the direction for the Council's approach to the use and 

development of Information and Communications Technology (ICT). 
  
3.2 It has been developed in consultation with councillors on the eGovernment 

Working Group, members of Strategic Management Team; Heads of 
Service; Access to Services Project Board; and key staff. 

  
3.3 The councillors on the Council's eGovernment Working Group have reviewed 

the strategy and recommend its approval. 
  
4 The Report 
  
4.1 The strategy documents the Council's vision for the use and development of 

ICT. It sets the direction and a framework for the development of detailed 
implementation plans. 

169



 

 
 
 

 
4.2 The attached document 'Transformational Government: ICT Strategy 2007-

2012' contains an executive summary that provides a concise overview of 
the strategy. 
 

4.3 The financial requirements will be established as implementation plans are 
developed. The existing computer development reserve will be reviewed as 
part of the implementation plan and the financial implications will be 
considered alongside the Council's long-term financial strategy. 
 

4.4 The strategy has been developed in consultation with councillors on the 
eGovernment Working Group, members of Strategic Management Team; 
Heads of Service; Access to Services Project Board; and key staff. 

  
4.5 The councillors on the Council's eGovernment Working Group have reviewed 

the strategy and recommend its approval. 
  
5 Financial Implications 
  
5.1 There are no financial implications at this stage. 

 
5.2 Further work will be undertaken as part of the implementation of this strategy 

and any associated costs will be identified and be subject to business case 
approval on a case-by-case basis. 
 

5.3 If costs are identified for which there is no budget provision, a request will 
need to be made to the Policy and Resources Committee for a 
supplementary estimate. 
 

6 Conclusion 
  
6.1 The 'Transformational Government: ICT Strategy 2007-2012' is a key 

document in setting the direction for the use and development of Information 
and Communications Technology at Selby District Council. 

170



 

 
 
 

 
7 Link to Corporate Plan 
  
7.1 The utilisation of effective ICT technologies supports all the Council's service 

areas in the delivery of services. 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 The strategy seeks to provide the technology required to contribute to the 

delivery of all the Council's priorities. 
  
9 Impact on Corporate Policies 
  
9.1 Service Improvement 

The strategy aims to improve the overall 
efficiency and effectiveness of the council’s 
service delivery. 

Impact 

  
9.2 Equalities 

 
No Impact 

  
9.3 Community Safety and Crime 

The provision of a robust ICT Strategy will 
enable more effective service delivery. 

Impact 

  
9.4 Procurement 

The strategy aims to harmonise systems with 
neighbouring councils and enable more cost 
effective procurement to be undertaken. 

Impact  

  
9.5 Risk Management 

The provision of a robust ICT Strategy will 
enable more effective service delivery. 

Impact 

  
9.6 Sustainability 

The strategy seeks to rationalise assets, 
reduce the Council's accommodation 
requirements and minimise the need for staff to 
make journeys travelling to the office. This will 
contribute towards minimising our carbon 
footprint. 

Impact  

  
9.7 Value for Money 

The strategy aims to improve the value for 
money of procurement and management of 
ICT systems and in service delivery generally. 

Impact 
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10 Background Papers 
  
10.1 Appendix 1 - 'Transformational Government: ICT Strategy 2007-2012' 
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SE L B Y  DI S T R I C T  CO U N C I L   ICT ST R AT E G Y  2007-2012 

Executive summary 

Our vision for the provision of ICT services reflects the overall 

ambitions of the Council. Over the next 5 years we will facilitate: 

� Delivery of quality services for our customers based on local need and 

value for money. 

� Moving towards being an Authority that commissions rather than 

directly provides services. 

� Improved efficiency, providing the same or better quality of service at 

reduced cost. 

� Reduction of the Council’s carbon footprint. 

We will achieve this by: 

� Harmonisation of ICT systems – we will continue to work with the 

other Councils in North Yorkshire and the wider region to move 

towards a greater harmonisation of ICT systems. 

� Improve networking infrastructure – we will further develop our 

network infrastructure to enable systems to be accessed from remote 

locations, support remote users and provide improved telephony 

facilities. 

� Mobile/Remote technologies – we will maintain an awareness of the 

latest developments and as part of the development of improved 

business processes we will introduce further mobile/remote 

technologies where appropriate to enable the provision of services 

from remote locations. 

� Business process improvement – we will develop improved business 

processes and introduce of new ways of working to take maximum 

advantage of the opportunities made available by technology to realise 

efficiency savings. All service areas will be involved in improving 

efficiencies and ICT Services will advise and facilitate the provision of 

the technologies and supporting infrastructure to enable this to 

happen. 
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� Rationalisation of assets – as part of our drive to improve overall 

efficiency we will work towards rationalising our ICT infrastructure and 

the amount of ICT equipment we use, and reducing our requirements 

for office accommodation. 

� Skills development – investment in skills development will be required 

to ensure our current systems are utilised to maximum effectiveness 

and staff and councillors are equipped with the necessary skills to 

enable them to use new technologies and work processes. 

� New policies – to address increased potential for breaches of security 

and to ensure systems and technology are being used as securely 

and effectively as possible. 

� Organising to deliver – we will investigate the potential for further 

partnership working; review our ICT staffing structure; and where 

appropriate, introduce structural changes with the aim of reducing the 

number of ICT staff we directly employ.  

� Maintaining our current systems – we will ensure that our ICT assets 

are secure, and maintained and upgraded in line with our business 

needs and suppliers’ recommendations. 

� Promoting take-up of electronic services – as this is the most cost 

effective method for our customers to deal with us. 

� National strategy – we will continue to maintain an awareness of 

national developments (e.g. Government Connect) and respond 

appropriately. 

� Budgets – implementation of the strategic developments identified in 

this document will require up-front investment with the potential to 

realise significant benefits, ongoing efficiencies and cost savings. A 

benefits realisation plan will be developed to ensure that the monies 

saved by the implementation of this ICT Strategy are secured. 
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1. Introduction 

Our vision for the provision of ICT services reflects the overall 

ambitions of the Council. Over the next 5 years we will facilitate: 

� Delivery of quality services for our customers based on local need and 

value for money. 

� Moving towards being an Authority that commissions rather than 

directly provides services. 

� Improved efficiency, providing the same or better quality of service at 

reduced cost. 

� Reduction of the Council’s carbon footprint. 

This strategy document provides an overarching framework in which ICT will 

be delivered across the council. It outlines the vision for the provision of ICT 

services and sets the direction for the implementation and use of ICT systems 

and supporting infrastructure. 

This is a strategy for the whole Council and whilst our ICT Section will have a 

key part to play in its implementation, it will require all service units to play 

their part to ensure its success. 

This strategy has been developed in consultation with councillors on the 

eGovernment Working Group, members of our Strategic Management Team; 

Heads of Service; Access to Services Project Board; and key staff. 
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2. Current Position 

We have undergone a period of significant transformation as a result of 

implementing our eGovernment Programme. We are now in a position where 

100% of services that can be accessed electronically are available online and 

numerous systems are in place to support service delivery. 

Website 

We have 100% of services available online for residents and businesses. 

Residents are able to request services or make payments as well as find 

information about every service we deliver.  

Since we made all services available online there has been well over 100% 

increase in the number of visitors to the website.  

As of September 2007 we are receiving 30,000 visits from 15,000 different 

people viewing over 150,000 pages per month. This equates to over 40% of 

all households in the Selby district. In 2006/07 we received over £300k in 

online payments. 

In April 2007 we launched our re-branded website with improved navigation 

structure to improve the accessibility of our information and services. This 

introduced our new MySelby page which offers people a simple way of finding 

out about a variety of local services and useful day-to-day information, 

meaning that the website is an even more effective local resource for the 

whole community. 

Our ‘Elections 2007 – Live Results!’ feature published live election results for 

the area’s town and parish council elections online as they were declared. 

The website data shows that the results page for the Selby District Council 

election was viewed nearly 6,500 times during the election count period and 

over 1,000 separate page views were recorded for the parish council results. 

This was recognised by a national publication as Selby District Council was 

one of a very few authorities to provide this service. 

Our website is a key element in the self-service journey, making it easier for 

our customers to be able to serve themselves. 
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Public Access to Planning Information 

The online planning application service has continued to improve since its 

introduction over 12 months ago. We are currently rated as one of the top 40 

authorities in the UK in the latest Pendleton national survey conducted by 

Central Government. The survey looked at a range of criteria, including being 

able to view planning applications on-line, access the Selby District Local 

Plan, see relevant reports, submit applications electronically and pay for 

applications via our Website. 

We are in the process of providing a similar service to enable building control 

applications to be available online. 

Intranet 

We have enabled access to the Intranet via the Web to facilitate remote 

access for Councillors and officers working outside the office. 

Remote Working 

We have enhanced the services to enable improved access to our systems 

remotely enabling more staff to work from home. 

Telephone System 

We are near the end of the process of implementing a new telephone system. 

Our current system has reached the end of its useful life and we need the 

enhanced facilities that a modern system can offer in order to provide a better 

service for customers in the Customer Contact Centre. The new system will 

also provide enhanced performance monitoring to help improve and ensure 

the consistency of service to our customers. 

Customer Contact Centre 

We have negotiated a lease for premises in Selby town to accommodate the 

Customer Contact Centre. The majority of staff have been recruited and are 

in the process of being trained to provide this new service.  

The introduction of the Customer Contact Centre will contribute to the 

reduction in our office accommodation requirements enabling the potential to 

rationalise our assets. 
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This is supported by our CRM System which links the customer service 

advisors working in the front-office dealing with customers, with the specialist 

staff working in the back-office. 

Partnership working 

We have made significant progress with working in partnership with East 

Riding of Yorkshire (ERYC) who host a number of systems on our behalf: 

� Council Tax 

� Benefits 

� Intranet 

� Customer Relationship Management System 

In addition ERYC manage our Firewall installation. The result of working in 

partnership with ERYC is that we have been able to: 

� reduce the number of ICT staff directly employed by the Council; 

� reduce the overall cost of providing the service; 

� gain access to specialist expertise; and 

� improve resilience. 

Following the outcome of the Unitary Bid for North Yorkshire, we will work 

towards the implementation of an enhanced two-tier structure. This will mean 

working more closely with North Yorkshire County Council and the other 

Councils in North Yorkshire to deliver services in partnership. 

SMS Pilot 

We have implemented the use of SMS messaging for customers to report 

graffiti, fly-tipping and abandoned vehicles. 
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3. Looking to the future… 

3.1 Harmonisation of ICT systems 
The harmonisation of systems with our neighbouring councils will be a key 

element in facilitating partnership working.  

Harmonisation of systems will open up the possibility of hosting ICT systems 

at a reduced number of locations in the region. For example, if all councils in 

the area were using the same systems the potential would exist to combine 

systems on a reduced number of servers and licences covering a larger area 

with overall reduced support and running costs. This also has the potential to 

reduce our accommodation requirements (See 3.5 Rationalisation of assets). 

It is expected that there will be procurement benefits if we are in a position 

where we all buy and maintain the same systems. Having the same systems 

in place will also enable working practices to be re-engineered more easily to 

a common standard and for these to be shared amongst a number of 

councils.  

The ICT Managers from the Councils in North Yorkshire meet regularly to 

discuss developments and share best practice. As systems are replaced 

there has been a migration towards the harmonisation of ICT systems. 

We will embrace the potential for enhanced two-tier working and work with 

North Yorkshire County Council and the other Councils in North Yorkshire 

and the wider region towards a greater harmonisation of ICT systems.  

Actions that we will take towards this goal will include: 

� maintaining and reviewing records of ICT systems in place in the 

region; 

� establishing preferred systems and suppliers; 

� working to harmonise system replacement dates; and 
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� investigating the potential for joint procurement, including the 

possibility to jointly procure fewer larger systems to cater for more 

than one council. 

We will reinforce this by introducing new procurement and authorisation 

processes (See 3.4 Business process improvement) to ensure that when ICT 

Systems are procured, where possible and appropriate, these are 

harmonised with the systems implemented by councils in the region. 

3.2 Improve networking infrastructure 
Historically there has been the requirement for ICT systems and the users of 

those systems to be in close proximity to each other, typically in the same 

building, with network cabling installed within the building used to connect the 

two. 

With the advent of improved communications technologies it is possible to 

decouple the system from the user. This enables: 

� users to work away from the immediate vicinity of the computer 

network; and 

� ICT systems to be hosted remotely. 

Once the users and the systems do not have to be in close proximity, the 

potential for introducing new working practices arises.  

For example it would enable the possibility for all the processing relating to a 

particular service to be undertaken at a central location in North Yorkshire. Or 

it could be possible for this processing to be distributed throughout the region 

with the ICT system centrally hosted - or a combination of both. 

There has been a significant increase in the connection speeds available over 

the Internet and more recently, wireless networking technologies that provide 

broadband speeds have become available. In addition, North Yorkshire 

County Council is developing a high speed wide area network (WAN) 

covering the whole of North Yorkshire. 

  6 182



SE L B Y  DI S T R I C T  CO U N C I L   ICT ST R AT E G Y  2007-2012 

We will further develop our network infrastructure to enable our systems to be 

accessed from remote locations, support remote users, facilitate improved 

partnership working and provide improved telephony facilities. 

To achieve this we will review our network infrastructure requirements with 

regard to the other elements in this strategy and where appropriate we will; 

� increase our utilisation of the County WAN; 

� improve our Internet connectivity; 

� implement wireless networking to support mobile/remote technologies; 

and 

� implement software that enables access to systems from remote 

locations. 

This has the potential to facilitate increased partnership working to improve 

efficiency in service delivery (See 3.4 Business process improvement) and 

could potentially mean better utilisation of office space across North Yorkshire 

(See 3.5 Rationalisation of assets). 

3.3 Mobile/Remote technologies 
There have been significant improvements in the mobile/remote technologies 

available, the key improvements being: 

� smaller, more robust devices enabling increased portability; 

� longer battery life and reduced power consumption allowing users to 

work remotely, away from immediate sources of mains power; and 

� introduction of wireless networking capabilities allowing users to 

connect to computer systems from remote locations. 

In effect, the latest technology now allows the potential (with appropriate 

security measures in place) for authorised users to access any of our ICT 

systems from virtually any location. Examples include working: 

� from home 

� on the road 
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� whilst visiting customers 

� at a remote office location 

Enabling more staff to work remotely: 

� opens up the possibility of delivering services at the customer’s 

location (e.g. their home, business or other organisation); 

� enables officers to work more closely with our customers; 

� offers the potential to provide a better service at reduced cost; and 

� will contribute to the reduction in the our accommodation 

requirements. 

The Council currently uses mobile/remote technologies to support: 

� Rent Collection  

� Housing Repairs 

� Car Parking; and  

� Markets. 

In addition, all frontline services have been issued with mobile telephones so 

that staff can communicate with and gain access to information whilst away 

from the office. 

We will maintain an awareness of the latest developments and trends in 

mobile/remote technologies and wireless networking (See 3.2 Improve 

networking infrastructure). As part of the development of improved business 

processes (See 3.4 Business process improvement) we will introduce further 

mobile/remote technologies where appropriate to enable the provision of 

services from remote locations.  

3.4 Business process improvement 
Developments in technology now make possible new, more efficient ways of 

delivering services that have yet to be fully realised. Officers no longer need 
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to be tied to their desks or work in a fixed location, so services can more 

easily be designed around the customer and their requirements.  

Improvements to our networking infrastructure (See 3.2 Improve networking 

infrastructure) and the introduction of further mobile/remote technologies (See 

3.3 Mobile/Remote technologies) will enable new more efficient ways of 

working.  

We will develop improved business processes and introduce new ways of 

working to take maximum advantage of the opportunities made available by 

technology to realise efficiency savings. All service areas will be involved in 

improving efficiencies and ICT Services will advise and facilitate the provision 

of the technologies and supporting infrastructure to enable this to happen. 

Examples of where potential improvements to business processes can be 

made include: 

� Enabling more staff to work remotely will contribute to the reduction in 

our accommodation requirements. 

� Maximising the use of our document image processing system will 

reduce our storage and accommodation requirements and utilising 

features such as automated workflow will improve the speed and 

accuracy of communication. 

� Improving the use of our Intranet and the introduction of internal 

eForms will facilitate improved internal communication and efficiency. 

� Improving the use and take-up of online consultation will reduce 

paper, printing and postage requirements. 

� Introducing networked printers will lead to a reduction in the number of 

desktop printers required and the ongoing cost of maintenance and 

consumables and replacements.  

� Improving our procurement processes to ensure that ICT facilities are 

not duplicated. For example this could prevent the purchase of a 

desktop printer when a suitable networked printer was already 

available in the area. 

� Introducing new procurement and authorisation processes to ensure 

that when ICT Systems are procured, where possible and appropriate, 
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these are harmonised with the systems implemented by the other 

councils in the region. 

It is expected that the benefit of these elements together will also lead to a 

reduction in the Council’s carbon footprint, both reducing costs and being of 

benefit to the environment. 

3.5 Rationalisation of assets 
Plans are in development to relocate to a new civic centre at some point in 

the future. If we can reduce our demand on office accommodation then the 

potential exists to occupy less office space than we currently require. This 

provides possibly the single biggest potential to realise significant cashable 

efficiency savings. 

Advances in technology have made available more powerful ICT equipment. 

We presently have ICT systems installed on separate servers to provide the 

level of power required. With the introduction of more powerful systems the 

possibility exists to combine a number of currently separate systems onto a 

single system (See 3.1 Harmonisation of ICT systems). This has the potential 

both to reduce overall costs and the amount of space required to house the 

equipment. 

By making use of networking technologies it is possible to utilise fewer higher 

capacity networked printers with lower running costs. This has the potential to 

reduce the amount of individual desktop printers and the amount we spend on 

consumables and replacement equipment (See 3.4 Business process 

improvement). 

The use of mobile/remote technologies (See 3.3 Mobile/Remote 

technologies) mean that staff are able to work outside the office thereby 

reducing the demand on office accommodation. With improved business 

processes (See 3.4 Business process improvement) together with the 

introduction of changes to the way our accommodation is used, we can 

potentially make a significant reduction in our requirement for office space. 

We can also make better use of our existing systems to reduce our storage 

and printing requirements. For example maximising the use of our document 
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image processing system will reduce our storage and accommodation 

requirements and utilising features such as automated workflow will improve 

the speed and accuracy of communication (See 3.4 Business process 

improvement). 

By working in partnership the potential exists to further increase the number 

of systems hosted remotely (See 3.1 Harmonisation of ICT systems). This will 

have the effect of further reducing our accommodation demands. 

Improving take-up of the website (See 3.10 Promoting take-up of electronic 

services) will lead to a reduction over time of the number of customers who 

need to call in to the office or use the telephone. This will in turn lead to the 

possibility to reduce the requirement to provide face-to-face services and 

therefore reduce the demand for office space used to provide these services. 

As part of our drive to rationalise our assets and improve overall efficiency, 

where appropriate we will: 

� take advantage of the advances in technology to rationalise our ICT 

infrastructure and reduce the amount of ICT equipment we use; 

� introduce mobile/remote technologies and improved business 

processes to reduce our accommodation requirements (See 3.3 

Mobile/Remote technologies); 

� maximise the use of our current systems to reduce printing and 

storage costs (See 3.4 Business process improvement); 

� work in partnership and seek to host ICT systems externally (See 3.1 

Harmonisation of ICT systems); 

� promote the take-up of electronic services as this is the most cost 

effective way to provide services (See 3.10 Promoting take-up of 

electronic services); 

3.6 Skills development 
With the introduction of new technologies (See 3.3 Mobile/Remote 

technologies) and improved business processes (See 3.4 Business process 

improvement), investment in skills development will be required to ensure that 
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staff (end-users and specialist ICT staff) and councillors are equipped with the 

capability to make full use of the systems available. 

As part of the redesign of our business processes we will: 

� undertake an assessment of training needs; and  

� develop a training plan in line with our workforce strategy to address 

the training needs identified. 

Where possible we will seek to utilise skills already existing within the 

organisation and take advantage of ‘train the trainer’ training to reduce costs. 

3.7 New policies 
This ICT strategy introduces a number of changes that need to work together 

if these are to be successfully implemented and the resulting benefits 

realised. 

The introduction of remote and mobile technologies (See 3.3 Mobile/Remote 

technologies) to enable new ways of working outside of the office 

environment increases the potential for breaches of security to occur. 

Examples could be where: 

� a laptop containing sensitive data gets stolen; or  

� someone external to the Authority obtains usernames/passwords to 

gain access to our systems. 

The successful introduction of new business processes (See 3.4 Business 

process improvement) is dependent on those concerned following the correct 

procedures. If processes and procedures are not followed correctly there 

would potentially be a risk of a security breach occurring or failure of a 

business process. 

There is also the potential to reduce our carbon footprint by ensuring 

everyone uses power-saving features on their desktop ICT equipment. 

To address these issues and to ensure systems and technology are being 

used as effectively as possible we will identify the areas where policies are 
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required and introduce new policies or amend existing policies as appropriate 

with the aim of ensuring a high level of security, efficient working practices 

and the reduction in our carbon footprint. 

3.8 Organising to deliver 
The advent of improved communications technologies together with the 

implementation of improved networking infrastructure (See 3.2 Improve 

networking infrastructure) offers the potential for ICT systems to be hosted at 

locations outside the Council’s office accommodation. 

We currently have a number of systems hosted externally: 

� our website is hosted by our website supplier; 

� our Council Tax, Benefits, Intranet and CRM systems are hosted by 

East Riding of Yorkshire Council (ERYC); and 

� ERYC also manage our Firewall installation. 

The result is that: 

� we are able to access a level of skills that would not be practical to 

maintain in-house; 

� we have reduced the pressure on our office accommodation; and 

� we have been able to reduce the number of ICT staff we directly 

employ. 

We recognise that being a relatively small organisation it is not practical or 

cost effective for us to maintain the required level of specialist ICT skills to 

support all our systems and infrastructure.  

We will investigate the potential for further partnership working in order to: 

� reduce our dependence on highly skilled ICT specialists within the 

organisation, moving towards accessing specialist skills as required 

from outside the organisation; and 
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� move towards the external hosting of all our systems if appropriate 

and cost effective to do so (Also see 3.1 Harmonisation of ICT 

systems and 3.5 Rationalisation of assets). 

We will pursue this together with a review of our ICT staffing structure and 

where appropriate introduce structural changes with the aim of reducing the 

number of ICT staff we directly employ. 

3.9 Maintaining our current systems 
We will keep track of all upgrade and maintenance requirements and their 

associated costs and keep our systems up to date in line with our business 

needs and suppliers’ recommendations. 

We will ensure that our systems are secure as far as is reasonably practical 

and introduce or amend policies as appropriate to ensure that this level of 

security is maintained. 

Where legislative changes require systems to be updated we will ensure that 

these are implemented within the timescales required. 

We will ensure adequate budget provision (See 3.12 Budgets) to enable 

systems to be upgraded and maintained in line with our requirements. 

3.10 Promoting take-up of electronic services 
We want our customers to use our electronic channels for communication as 

this is the most cost effective method to deal with us. 

We have been running a highly effective take-up campaign to promote the 

take-up of electronic services by citizens, the business community, and other 

organisations, achieving over 300% increase in take-up since all services 

were first made available electronically in December 2005. 

Our website is advertised on the sides of refuse collection vehicles, recycling 

vehicles, and property services vehicles. We also developed a campaign of 
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media-releases devising original ideas and twists on stories to ensure they 

were published in the local press. 

We will continue to promote the availability of electronic services to 

encourage their take-up. We will continue to issue media-releases, ensure the 

website is advertised on the council’s vehicles, and ensure the website is kept 

up to date with timely and relevant information. 

3.11 National strategy 
We have responded to developments in national strategy and emerging 

requirements from central government as appropriate. Officers are members 

of numerous networks through which information is disseminated so we have 

access to the latest information, best practice and thinking. 

We will continue to maintain an awareness of national developments and 

emerging requirements. Where there is a need to respond, plans will be 

developed and actioned accordingly. 

3.12 Budgets 
We are under pressure to reduce our overall spend and realise year-on-year 

efficiency savings. Implementation of the strategic developments identified in 

this document will require up-front investment with the potential to realise 

significant benefits, ongoing efficiencies and cost savings. 

To support the implementation process we will ensure that: 

� the financial requirements are established as implementation plans 

are developed, and any associated costs are identified and subject to 

business case approval on a case-by-case basis; 

� services currently funded by the eGovernment capital fund are 

incorporated into the mainstream budget through the medium-term 

financial plan; 
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� the existing computer development reserve is reviewed as part of the 

implementation plan and the financial implications considered 

alongside the Council’s long-term financial strategy; 

� provision is made to ensure the long-term sustainability of our ICT 

infrastructure; and  

� a benefits realisation plan is developed to ensure that the monies 

saved by the implementation of this ICT Strategy are secured. 
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4. Glossary of Terms 

 
BPR, Business Process 
Improvement 

The general term used to describe the redesign and 
re-engineering of services for improved access, 
economy and efficiency. 

Broadband High speed computer network allowing quick access to 
information throughout all offices. 

Contact Centre The general term used to describe a place where 
citizens can access council services by talking face-to-
face with staff and that provides the capability to handle 
enquiries, requests for information, payments, and 
complaints relating to the Council’s services and those of 
its partner organisations. 

CRM, Customer 
Relationship 
Management, Citizen 
Relationship Management 

CRM is the general term used to describe software that 
is used to manage interactions between customers, 
(citizens, businesses and organisations), and an 
organisation, (the Authority). 

Customers The citizens, businesses and organisations for whom the 
Council provides services. 

Document image 
processing system 

A system that stores in electronic format scanned 
images of documents. This reduces the need for paper 
to be in circulation and also the amount of storage space 
required. 

Electronic Government, 
eGovernment 

The overall term used to describe the use of Information 
& Communications Technology, (ICT), in the 
modernisation of public services. 

eGovernment Programme The programme of work to implement ICT systems and 
supporting infrastructure to enable electronic delivery of 
services. 

Electronic Payments, 
ePayments 

The provision of automated payment services for goods 
and services using the Internet. Also the internal use of 
electronic methods of payment within an organisation. 

Electronic Procurement, 
eProcurement 

The use of technology to automate and improve the 
process of buying goods and services from suppliers. 

Electronic Services The use of technology to either deliver or support the 
delivery of services. 

Firewall The technology that separates our internal network from 
the internet to help prevent unauthorised access to our 
systems. 

Government Connect A national programme to connect local and central 
government together with access for citizens. 

ICT, Information and 
Communications 
Technology 

The general term used to include all aspects of modern 
technology, including Personal Computers, large-scale 
computers, computer networks, telephones, mobile 
devices the Internet and Web technology etc
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devices, the Internet, and Web technology etc. 

Intranet A network of information identical to the Internet in the 
way it works but that is available only to staff within an 
organisation. 

IT Information Technology. See ICT. 

Mobile/Remote 
Technologies 

Portable technologies that enable information to be 
accessed and systems to be updated on the move or 
from remote locations. 

MySelby A personalised section of our website that provides 
localised information for our customers. 

Networking infrastructure The technology, both wired and wireless that enables 
electronic communication between separate systems 
and users. 

SMS Messaging Short Message Service or text messaging as used on 
mobile phones. 

WAN Wide Area Network. North Yorkshire County Council is 
developing a WAN to cover the whole of North Yorkshire. 
This will enable better communication within the region. 

 

 

  18 194



SE L B Y  DI S T R I C T  CO U N C I L   ICT ST R AT E G Y  2007-2012 

5. Appendix 1 – Links to Corporate Policy 

This document outlines our ICT Strategy for the next 5 years, setting the 

direction for the development of plans to realise our vision.  

It ties in with our Seven Strategic Themes: 

� Putting customers first 

� Protecting the environment 

� Healthier communities 

� Promoting prosperity 

� Community safety 

� Making better use of resources 

� Organising to deliver 

And our priorities for 2007/08: 

� A clean, green and healthy environment. To assist residents to recycle 

more of their waste and so reduce landfill 

� Safer and stronger communities 

� Improving facilities for adults and older people, particularly in rural 

areas 

� Delivering an improving housing service 

� Meeting the needs of children and young people 

� Championing the reduction in greenhouse gases and leading by 

example 

It has been developed in consultation with councillors on the eGovernment 

Working Group, members of our Strategic Management Team; Heads of 

Service; Access to Services Project Board; and key staff. 
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Agenda Item No:13 
___________________________________________________________________ 
 
Title: Council Tax Base and Classification of 

Expenditure 2008/9 
  
To: Policy and Resources Committee 

 
  
Date: 27 November 2007 
  
Service Area: Finance and Central Services  
  
Author: Peter Anderson, Revenues Manager 
  
Presented by: Karen Iveson, Head of Finance and Central 

Services 
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 To provide councillors with details of the proposed Council Tax Base for        

 2008/9 and also information relating to the classification of expenditure. 

2 Recommendations 
  
2.1 i)  that councillors formally approve the amounts calculated for the 

District Council’s and the Parish Councils’ tax bases for 2008/9 
shown in Appendices 1 and 2. 

  
 ii) that councillors confirm that all Council expenditure, including 

Land Drainage Board precepts, shall be treated as general 
expenses for the purpose of setting the Council Tax. 
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3 Executive Summary 
  
3.1 Each year the Council has to calculate the Council Tax Base which is used to 

set the Council Tax. 
 
The Tax Base for 2008/9 is 29,036 which is an increase of 2.58%. 

  
  
4 The Report 
  
4.1 The calculation of the Council Tax Base is to be made in accordance with the 

Local Authorities (Calculation of Council Tax Base) Regulations 1992 as 
amended by the Local Authorities (Calculation of Council Tax Base) 
(Amendment) (England) Regulations 2003 (SI 2003/3012). The formula 
shown in the Regulations is:  

    
  (A x B) + D  
  

where A is the total of the relevant amounts (Band D equivalents), 
 
B is the estimated collection rate (including the effect of any appeals) 
 

and D is the contributions in lieu payable by the Ministry of Defence (Band D 
equivalents). 

  
4.2 The relevant amounts take account of estimated additions/reductions to the 

number of dwellings on the valuation list, estimated exemptions, disabled 
relief and discounts. 

  
4.3 It is suggested that a collection rate of 99% continues to be used for 2008/9. 
  
4.4 As in previous years, it is suggested that all Council expenditure, including 

Land Drainage Boards’ precepts, is classed as general expenses. If this is 
not approved, then there is an automatic requirement to make separate 
levies on each part of the District area for identified special expenses which 
would include Land Drainage Boards’ precepts or any expenses on 
concurrent functions. 

  
  
5 Financial Implications 
  
5.1 There are no financial implications. 
  
  
6 Conclusions 
  
6.1 The resultant Council Tax Base for 2008/9 is 29,036 and the detailed 

calculation is shown in Appendix 1. A similar exercise has been carried out 
so as to establish a Council Tax Base for each Parish Council and these are 
shown in Appendix 2.  
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7 Link to Corporate Plan 
  
7.1 The collection and recovery of Council Tax in accordance with legislation 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 Linked to all Council Priorities through the collection and recovery of Council 

Tax 
  
9 Impact on Corporate Policies 
  
  
9.1 Service Improvement 

 
No Impact 

  
9.2 Equalities 

 
No Impact 

  
9.3 Community Safety and Crime 

 
No Impact 

  
9.4 Procurement 

 
No Impact 

  
9.5 Risk Management 

 
No Impact 

  
9.6 Sustainability 

 
No Impact 

  
9.7 Value for Money 

 
No Impact 

  
10 
 
10.1 
 

Background Papers 
 
District Valuation Office Banding List 
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Calculation Of Relevant Amount - 2008/09 Appendix 1

Bands

A Minus A B C D E F G H Total

Number of dwellings on Valuation List 8,243 7,251 7,149 5,093 3,878 2,246 863 56 34,779

Less:
Estimated Exemptions 316 173 153 100 52 40 19 1 854
Disabled Relief (net adj) -22 -14 -6 -1 9 15 2 14 3 0
Discounts 1 995 659 488 258 146 80 32 2 2,661

Total 21 6,946 6,425 6,509 4,726 3,665 2,124 798 50 31,264

Ratios 5 6 7 8 9 11 13 15 18

12 4631 4997 5786 4726 4479 3068 1330 100 29129

Plus Net additional properties 200

Relevant Amount 29329

Collection Rate 99% 29036

Council Tax Base 29036
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Council Tax Base - Parish Councils - 2008/09 Appendix 2

Appleton Roebuck & Acaster Selby (Joint PC) 347
Balne 94
Barkston Ash 217
Barlby 1577
Barlow 261
Beal 262
Biggin 57
Bilborough 167
Birkin 57
Bolton Percy, Colton & Steeton (Joint PC) 231
Brayton 1795
Brotherton 232
Burn 197
Burton Salmon 194
Byram cum Sutton 486
Camblesforth 499
Carlton 668
Cawood 630
Chapel Haddlesey 91
Church Fenton 475
Cliffe 461
Cridling Stubbs 67
Drax 140
Eggborough 642
Escrick 460
Fairburn 320
Gateforth 106
Hambleton 644
Healaugh & Catterton (Joint PC) 98
Heck 87
Hemingbrough 703
Hensall 304
Hillam 327
Hirst Courtney 106
Huddlestone with Newthorpe 28
Kelfield 159
Kellington 309
Kirk Smeaton 194
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Council Tax Base - Parish Councils - 2008/09 Appendix 2

Little Fenton 45
Little Smeaton 132
Long Drax 39
Monk Fryston 427
Newland 78
Newton Kyme cum Toulston 119
North Duffield 468
Oxton 10
Riccall 858
Ryther cum Ossedyke 99
Saxton Cum Scarthingwell & Lead (Joint PC) 227
Selby Town Council 4295
Sherburn in Elmet 2115
Skipwith 125
South Milford 823
Stapleton 26
Stillingfleet 177
Stutton with Hazelwood 387
Tadcaster Town Council 2161
Temple Hirst 43
Thorganby 143
Thorpe Willoughby 927
Towton (Joint PC - Grimston, Kirby Wharfe & Towton) 172
Ulleskelf 326
Walden Stubbs 31
West Haddlessey 90
Whitley 348
Wistow 482
Womersley 171

29036
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Agenda Item No: 14 
___________________________________________________________________ 
 
Title: Selby District Local Plan: Saved Policies 
  
To: Policy and Resources Committee 
  
Date: 27 November 2007 
  
Service Area: Planning and Economic Development 
  
Author: Terry Heselton, Planning Policy Manager 
  
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 To assess the suitability of extending individual Selby District Local Plan 

policies beyond the three year ‘saved’ period. (Councillors may find it helpful 
to view the current Local Plan policies prior to the meeting.  For those 
councillors without a copy of the Local Plan please visit the web site or 
contact planning policy team.) 

  
2 Recommendation(s) 
  
2.1 That the policies identified in the attached schedule be endorsed as the 

basis for application to the Secretary of State to extend beyond the 
three year ‘saved’ period. 

  
3 Executive Summary 
  
3.1 Under current legislation, policies in the adopted Selby District Local Plan are 

automatically ‘saved’ until 7th February 2008. The Council may apply to the 
Secretary of State to extend policies which meet prescribed criteria, beyond 
that date, otherwise the Local Plan will cease to be the development plan for 
the area. The results of an assessment of individual policies are presented 
for councillors’ consideration. 
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4 The Report 
  
4.1 The Planning and Compulsory Purchase Act 2004 provides for policies in 

adopted Local Plans to be automatically ‘saved’ for three years from 
commencement of the Act or the adoption of the Local Plan, whichever is the 
later. This means that policies in the Selby District Local Plan remain in force 
until 7th February 2008.  
 

4.2 Where policies have not been replaced by new LDF policies, it is 
acknowledged that local authorities may wish to extend those policies that 
remain relevant, and compliant with national and regional policy, beyond the 
three year period. Formal application must be made to the Secretary of State 
identifying policies the Council wishes to continue beyond the three year 
saved period, with reasons. Justification must also be provided for those 
policies no longer required to be saved. 
 

4.3 At the end of the three year period the Selby District Local Plan will cease 
being the development plan unless policies have been extended by Direction 
of the Secretary of State. 

  
4.4 In order to be extended beyond the three year ‘saved’ period policies must 

satisfy the following criteria: 
 

(i) where appropriate there is a clear central strategy (taken to mean 
that the policy makes a positive contribution to the Council’s 
Corporate Strategy); 

(ii) policies have regard to the Community Strategy for the area; 
(iii) policies are in general conformity with the regional spatial strategy; 
(iv) policies are in general conformity with the core strategy 

development plan document (where the Core Strategy has been 
adopted); 

(v) there are effective policies for any parts of the authority’s area 
where significant change in the use or development of land or 
conservation of the area is envisaged (taken to mean that the policy 
will continue to provide effective guidance); and 

(vi) policies are necessary and do not merely repeat national or regional 
policy. 
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4.5 In addition, in scrutinising applications on behalf of the Secretary of State, 
the Government Office will also have particular regard to; 
 

•     policies that support the delivery of housing, including   
         unimplemented site allocations; up to date affordable housing   
         policies; and policies relating to the infrastructure necessary to  
         support  housing; 
•     policies on Green Belt general extent in structure plans and   
         detailed boundaries in local plans; 
•     policies that support economic development and regeneration,  
         including  policies for retailing and town centres; 
•     policies for waste management, including unimplemented site  
         allocations; and 
•     policies  that promote renewable energy; reduce impact on climate  
         change; and safeguard water resources. 
 

4.6 An assessment of suitability for extending saved policies and proposals has 
been carried out in consultation with the development control and economic 
development sections. The results are set out in the attached schedule which 
councillors are requested to consider as the basis for formal submission to 
Government Office. 

  
4.7 Saving policies, as recommended, will also enable the continuation of 

supplementary planning  guidance approved under the old system, such as 
development briefs for individual sites, as well as the developer contributions 
supplementary planning document which is linked with SDLP Policy CS6. 

  
4.8 Councillors should be aware that it is not the Local Plan which is saved but 

the policies in the Plan, and saved policies are expected to be progressively 
replaced by policies in emerging LDFs. 

  
5 Financial Implications 
  
5.1 There are no financial implications  
  
  
6 Conclusions 
  
6.1 A significant number of current Local plan policies are considered suitable to 

be extended beyond the three year saved period as identified on the 
attached schedule. 
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7 Link to Corporate Plan 
  
7.1 The Local Plan policies contribute significantly to the Corporate Plan 

strategic themes of protecting the environment, creating healthier 
environments and promoting prosperity 

  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 The Local Plan policies contribute to all of the current six priorities. 
  
9 Impact on Corporate Policies 
  
 
9.1 Service Improvement 

 
No Impact 

9.2 Equalities 
 

Impact  
 Local plan policies assist in addressing social inclusion objectives in relation 

to housing , jobs and access to services 
 

9.3 Community Safety and Crime 
 

Impact 

 Local Plan policies assist in achieving community safety objectives and 
designing out crime particularly in relation to housing proposals 
 

9.4 Procurement 
 

No Impact  
9.5 Risk Management 

 
Impact  

 Failure to extend policies beyond the three year saved period will result in a 
policy void after 7th February 2008 until replacement policies can be adopted 
through the LDF. 
 

9.6 Sustainability 
 

Impact  
 Local plan policies contribute to the creation of sustainable communities  

 
9.7 Value for Money 

 
No Impact  

 
 
10 Background Papers 
  
10.1 Correspondence with GOYH held in planning policy team (File Ref FP/L38) 

Current Local Plan policies may be viewed on the Councils web site or by 
contacting the planning policy team. 
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PART ONE : GENERAL POLICIES 

 
CHAPTER THREE: GREEN BELT AND CONTROL OF DEVELOPMENT IN THE COUNTRYSIDE 
Policies to be saved 

GB1 Extent of the Green 
Belt 

Y Y Y N/A Y Y N Y N N/A Y Defines  Green Belt boundaries  in 
accordance with PPG2 

GB3 Major Developed 
Sites in the green 
Belt 

Y Y Y N/A Y Y N N/A Y N/A N Supplements national guidance in 
PPG2, Positively discriminates in 
favour of commercial re-use rather 
than residential. PPG2 silent on 
this issue. Limited applicability 
because affects only six sites. 

GB4 Character and 
Visual Amenity of 
the Green Belt 

Y Y Y N/A Y Y N N/A N N/A N Duplicates elements of PPG2 

Selby District Local Plan: Schedule of Policies to be ‘saved’ beyond 7th February 2008 and those not to be saved
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SL1 Safeguarded Land Y Y Y N/A Y Y Y Y N N/A N Local definition of land consistent 
with PPG2 

DL1 Control of 
Development in the 
Countryside 
(Development 
Limits) 

Y Y Y N/A Y Y N N/A N N/A Y Local definition of boundaries. 
Frequently used policy. 

SG1 Strategic 
Countryside Gaps 

Y Y Y N/A Y Y N N/A N N/A N Local definition of boundaries 

 
Policies not to be saved 

GB2 Control of 
Development in the 
Green belt 

Y Y Y N/A  Y N N/A N N/A Y Duplicates PPG2 in part. Criteria 5 
is more flexible than national 
guidance regarding extension/ 
redevelopment/conversion of 
commercial premises although 
there have been problems with 
consistent interpretation. DC 
teams rely on PPG2 for first 
principles regarding  definition of 
’appropriate’ development. 

 
CHAPTER FOUR : ENVIRONMENT 
Policies to be saved 

ENV1 Control of 
Development 

Y Y Y N/A Y Y N N/A N N/A N Repeats elements of national and 
regional guidance, but provides a 
local context for considering 
development proposals. 

ENV2 Environmental 
pollution and 
Contaminated land 

Y Y Y N/A Y Y N N/A N N/A Y Repeats elements of national 
(PPS23) and regional guidance, 
but provides a local context for 
considering development 
proposals. 

ENV3 Light pollution Y Y Y N/A Y Y N N/A N N/A Y Repeats elements of national and 
regional guidance, but provides a 
local context for considering 
development proposals. 
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ENV4 Hazardous 
Substances 

Y Y Y N/A Y Y N N/A N  Y Little used policy.  

ENV6 Renewable Energy Y Y Y N/A Y Y N N/A N  Y Repeats elements of national and 
regional guidance, but provides a 
local context for considering 
development proposals 

ENV7 International 
Wildlife Sites 

Y Y Y N/A Y Y N N/A N N/A Y Some repetition of PPS9. Defines 
boundaries in accordance with 
PPS9 to provide a local context 
for considering development 
proposals 

ENV8 National Wildlife 
Sites 

Y Y Y N/A Y Y N N/A N N/A Y Some repetition of PPS9. Defines 
boundaries in accordance with 
PPS9 to provide a local context 
for considering development 
proposals 

ENV9 Sites of Importance 
for Nature 
Conservation 

Y Y Y N/A Y Y N N/A N N/A Y Some repetition of PPS9. Defines 
boundaries in accordance with 
PPS9 to provide a local context 
for considering development 
proposals 

ENV10 General Nature 
Conservation 
Considerations 

Y Y Y N/A Y Y N N/A N N/A Y Some repetition of PPS9. 
Provides a local context for 
considering development 
proposals 

ENV11 Ancient Woodland Y Y Y N/A Y Y N N/A N N/A Y Some repetition of PPS9. 
Provides a local context for 
considering development 
proposals 

ENV12 River and Stream 
Corridors 

Y Y Y N/A Y Y N N/A N N/A N Some repetition of PPS9. 
Provides a local context for 
considering development 
proposals 

ENV13 Development 
Affecting Ponds 

Y Y Y N/A Y Y N N/A N N/A N Some repetition of PPS9. 
Provides a local context for 
considering development 
proposals 

ENV15 Conservation and 
Enhancement of  
Locally Important 
Landscape Areas 

Y Y Y N/A Y Y N N/A N N/A N Policy promotes high quality 
design within locally defined 
landscape areas It does not 
restrict development and is 
therefore consistent with PPS7 
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ENV16 Development 
Affecting Historic 
Parks and Gardens 

Y Y Y N/A Y y N N/A N N/A N Some repetition of PPG15. 
Provides a local context for 
considering development 
proposals 

ENV17 Historic Battlefields Y Y Y N/A Y Y N N/A N N/A N Some repetition of PPG15. 
Provides a local context for 
considering development 
proposals 

ENV20 Landscaping 
Requirements 

Y Y Y N/A Y Y N N/A N N/A Y Supports climate change 
objectives. Provides a local design 
context consistent with PPS1 

ENV21 Landscaping 
Requirements 

Y Y Y N/A Y Y N N/A N N/A Y Supports climate change 
objectives. Provides a local design 
context consistent with PPS1. 
Second part of policy duplicates 
legislative framework. 

ENV24 Alterations to 
Listed Buildings 

Y Y Y N/A Y Y N N/A N N/A N Slightly different emphasis but in 
accordance with PPG15 
guidance. Regularly used policy  

ENV25 Control of 
Development in 
Conservation areas 

Y Y Y N/A Y Y N N/A N N/A N Amplifies national guidance and 
establishes local interpretation of 
guidance in with PPG15 

ENV27 Scheduled 
Monuments and 
Important 
Archaeological 
Sites 

Y Y Y N/A Y Y N N/A N N/A N Establishes local context for 
considering development 
proposals in accordance with 
PPG16 

ENV28 Other 
Archaeological 
Remains 

Y Y Y N/A Y Y N N/A N N/A N Establishes local context for 
considering development 
proposals in accordance with 
PPG16 

 ENV29 Protection of Local 
Amenity Space 

Y Y Y N/A Y Y N N/A N N/A N Defines locally important areas to 
be protected consistent with new 
RSS policy (ENV15) on Green 
Infrastructure 

ENV30 Shopfronts Y Y Y N/A Y Y N N/A Y N/A N Frequently used policy which 
amplifies/extends PPG15 
guidance which is restricted to 
listed building shop fronts 
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ENV31 Advertisements in 
Conservation 
Areas 

Y Y Y N/A Y Y N N/A N N/A N PPG15 advocates adoption of 
local policies 

ENV32 Advertisements 
and Listed 
Buildings 

Y Y  N/A Y  N N/A N N/A N PPG15 advocates adoption of 
local policies 

 
Policies not to be saved 

ENV5 Development in 
Flood Risk Areas 
 

Y Y N N/A N Y N N/A N N/A Y Superseded by PPS25.  SFRA in 
progress. 

ENV14 Protected Species Y Y Y N/A Y N N N/A N N/A N Covered by national legislation 

ENV18 Tree Preservation 
Orders 

Y Y Y N/A Y N N N/A N N/A Y Covered by national legislation 

ENV22 Protection of Listed 
Buildings 

Y Y Y N/A Y N N N/A N N/A N Frequently used policy but which 
duplicates PPS15 guidance and 
national legislation 

ENV23 Demolition of 
Listed Buildings 

Y Y Y N/A N N N N/A N N/A N Duplicates elements of PPG15 
guidance, but overall weakens 
PPG15 approach 

ENV26 Demolition in 
Conservation areas 

Y Y Y N/A N N N N/A N N/A N Duplicates elements of PPG15 
guidance but weakens PPG15 
approach 

 
CHAPTER FIVE : HOUSING 
Policies to be saved 
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H1 Housing Land 
Requirement 

Y Y Y N/A Y Y Y N/A N N/A N Duplicates RSS guidance in part  
but establishes basis for 
controlling the release of housing 
land in conjunction with Policy 
H2A 
To be replaced with interim policy 
and  new policy in Core Strategy 
DPD  

H2A Managing the 
Release of Housing 
Land 

Y Y Y N/A Y Y Y N/A Y N/A Y To be replaced with interim policy 
and  new  policy in Core Strategy 
DPD in order to place more 
emphasis on planned growth 
rather than reliance on windfall 
sites in accordance with PPS3.  
Second part of policy is required 
to be saved to give a context for 
policy H2 and individual housing 
allocations in Part two of the plan 

H2 Location of New 
Housing 
Development 

Y Y N N/A Y Y Y N/A N N/A Y Proposals are not fully compliant 
with RSS strategy and will need to 
be reviewed as part of emerging 
DPD’s. Helps satisfy a potential 
15 year supply of land in the short 
term. 

H2B Housing Density Y Y Y N/A Y Y Y N/A N N/A Y PPS3 requires local authorities to 
develop housing density policies. 

H5 Retention of the 
Existing Housing 
Stock 

Y Y Y N/A Y Y Y N/A N N/A Y Consistent with PPS3 advice to 
ensure efficient use of land and 
minimise green field development 

H6 Housing 
Development in the 
Market Towns and 
Villages that are 
Capable of 
Accommodating 
Additional growth 

Y Y Y N/A Y Y Y N/A N N/A Y Required to be saved to give a 
context for policy H2A. To be 
replaced with interim policy and  
new  policy in Core Strategy DPD 
in order to place more emphasis 
on planned growth rather than 
reliance on windfall sites in 
accordance with PPS3.   
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H7 Housing 
Development in 
Villages that are 
Capable of 
Accommodating 
Only Limited 
Growth 

Y Y N N/A Y Y Y N/A N N/A Y Required to be saved to give a 
context for policy H2A. To be 
replaced with interim policy and  
new  policy in Core Strategy DPD 
in order to place more emphasis 
on planned growth rather than 
reliance on windfall sites in 
accordance with PPS3.   

H8 Re-use of Upper 
Floors for 
Residential Use 

Y Y Y N/A Y Y Y N/A N N/A Y Consistent with PPS3 advice to 
ensure efficient use of land and 
minimise green field development 

H11 
 

Rural Affordable 
Housing 

Y Y Y N/A Y Y Y N/A N N/A N Consistent with PPS3 advice to 
support the provision of affordable 
housing in rural communities. 

H12 Conversion to 
Residential use in 
the Countryside 

Y Y Y N/A Y Y Y N/A N N/A N Establishes a local interpretation 
of broad guidance in PPS3 and 
PPS7 

H13 Replacement 
Dwellings  in the 
Countryside 

Y Y Y N/A Y Y Y N/A N N/A N Establishes a local interpretation 
of broad guidance in PPS3 and 
PPS7 

H14 Extensions to 
Dwellings in the 
Countryside 

Y Y Y N/A Y Y Y N/A N N/A N Frequently used policy with no 
equivalent national/regional 
guidance 

H15 Extensions to 
Curtilages in the 
Countryside 

Y Y Y N/A Y Y N N/A N N/A N No equivalent national/regional 
guidance 

H16 Gypsy Site 
Provision 

Y Y Y N/A Y Y Y N/A N N/A N To be replaced with new policy in 
Core Strategy DPD 

 
Policies not to be saved 

H4 Affordable Housing Y Y  N/A N N Y N/A N N/A N Superseded by PPS3 and RSS 
policy H3. 
Policy CS6 provides continuing 
context for adopted 
supplementary planning document 
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H4A Mixed Housing 
Schemes 

Y Y Y N/A Y Y N N/A N N/A Y Superseded by guidance in 
guidance in PPS3 and RSS policy 
H4 

H9 Control of Housing 
Development in the 
Countryside 

Y Y N N/A N N Y N/A N N/A Y Criteria 6) ‘infilling in the 
countryside’ conflicts with PPS7 
advice . other considerations are 
dealt with in separate policies. 

H10 Agricultural, 
Horticultural and 
Forestry Workers 
Dwellings in the 
Countryside 

Y Y Y N/A Y N Y N/A N N/A N Superseded by detailed  PPS3 
advice  

 
CHAPTER SIX: ECONOMIC DEVELOPMENT 
Policies to be saved 

EMP2 Location of 
Economic 
Development 

Y Y N N/A Y N N N/A Y N/A Y Proposals are not fully compliant 
with RSS strategy and will need to 
be reviewed as part of emerging 
DPD’s. 

EMP3 Renewal of 
Industrial and 
Business 
Commitments 

Y Y Y N/A Y Y N N/A Y N/A Y Supports broad principles in 
PPG4,PPS7 and RSS to foster 
rural diversification and support 
the growth of the economy 

EMP4 Retention of 
Established 
Employment Areas 

Y Y Y N/A Y Y N N/A Y N/A Y Supports broad principles in 
PPG4 and RSS to support 
existing businesses  the growth of 
the economy 

EMP5 Non-Conforming 
Uses 

Y Y Y N/A Y Y N N/A Y N/A N Establishes a local interpretation 
of broad guidance in PPG4 

EMP6 Employment 
Development within 
Development 
Limits and 
Established 
Employment Areas 

Y Y Y N/A Y Y N N/A Y N/A Y Supports broad principles in 
PPG4,PPS7 and RSS to foster 
rural diversification and support 
the growth of the economy 
although may not be fully 
compliant with RSS. To be 
replaced with new policy in Core 
Strategy DPD 
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EMP7 Employment 
Development in the 
Countryside 

Y Y Y N/A Y Y N N/A Y N/A N Supports broad principles in 
PPG4,PPS7 and RSS to foster 
rural diversification and support 
the growth of the economy 
although may not be fully 
compliant with RSS. To be 
replaced with new policy in Core 
Strategy DPD 

EMP8 Conversions to 
Employment use in 
the Countryside 

Y Y Y N/A Y Y N N/A Y N/A N Supports broad principles in 
PPG4,PPS7 and RSS to foster 
rural diversification and support 
the growth of the economy 

EMP9 Expansion of 
Existing 
Employment Uses 
in the Countryside 

Y Y Y N/A Y Y N N/A Y N/A N Supports broad principles in 
PPG4,PPS7 and RSS to foster 
rural diversification and support 
the growth of the economy 
although may not be fully 
compliant with RSS. To be 
replaced with new policy in Core 
Strategy DPD 

EMP10 Additional Industrial 
Development at 
Drax and 
Eggborough Power 
Stations 

Y Y Y N/A Y Y N N/A Y N/A Y Locally distinctive policy which 
supports broad principles in 
PPG4,PPS7 and RSS to foster 
rural diversification, support the 
growth of the economy and 
promote sustainable development. 

EMP11 Exceptional Major 
Industrial and 
Business 
Development 

Y Y N N/A Y Y N N/A Y N/A N Locally distinctive policy which 
may not be fully compliant with 
RSS but which has been used to 
supports the St Gobain 
glassworks and  the European 
Spallation Source proposal at 
Burn. 

EMP13 Control of 
Agricultural 
Development 

Y Y  N/A Y  N N/A N N/A Y Supports broad principles in PPS7 
and RSS to foster rural 
diversification  

EMP14 Intensive Livestock 
Units 

Y Y  N/A Y  N N/A N N/A Y Locally distinctive policy which 
supports broad principles in PPS7 
and RSS to support the rural 
economy and agriculture and 
PPS1 to protect amenity 
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EMP14A Redevelopment of 
Intensive Livestock 
Units 

Y Y  N/A Y  Y N/A N N/A Y Locally distinctive policy which 
supports broad principles in PPS7 
and RSS to support the rural 
economy and PPS1 to protect 
amenity 

 
Policies not to be saved 

EMP1 Employment Land 
Requirement 

Y Y N N/A N N N N/A Y N/A N Policy is out of time 

EMP9A Home- 
working 

Y Y Y N/A N N N N/A Y N/A Y Policy is ineffective and adds 
nothing to normal development 
control criteria. Also capable of 
negative interpretation 

EMP12 Protection of 
Agricultural Land 

Y Y Y N/A Y N N N/A N N/A Y Duplicates national guidance  

 
CHAPTER SEVEN: TRANSPORT AND VEHICLE PARKING 
Policies to be saved 

T1 Development in 
Relation to the 
Highway network 

Y Y Y N/A Y Y N N/A N N/A N Frequently used policy which 
amplifies national guidance.  

T2 Access to Roads Y Y Y N/A Y Y N N/A N N/A N Frequently used policy which 
amplifies national guidance. 

T5 Safeguarding of 
A63 Hambleton/  
Monk Fryston 
Bypass Corridor 

Y Y N N/A Y Y N N/A N N/A N There remains no formal decision 
to abandon the safeguarding of 
this route 

 
T5A 

Safeguarding of 
A63 Osgodby 
Bypass 

Y Y N N/A Y Y N N/A N N/A N There remains no formal decision 
to abandon the safeguarding of 
this route 

T6 Public Transport Y Y Y N/A Y Y N N/A N N/A Y Locally distinctive policy 
consistent with broad principles in 
PPS13 and RSS 
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T7 Provision for 
Cyclists 

Y Y Y N/A Y Y N N/A N N/A Y Locally distinctive policy 
consistent with broad principles in 
PPS13 and RSS 

T8 Public Rights of 
Way 

Y Y Y N/A Y Y N N/A N N/A Y Locally distinctive policy 
consistent with broad principles in 
PPS13 and RSS 

T9 Roadside Facilities 
for the Travelling 
Public 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy 
consistent with broad principles in 
PPS13 and RSS 

T10 Motorway Service 
Areas 

Y Y N/A N/A Y Y N N/A N N/A N Locally distinctive policy 

VP1 Vehicle Parking 
Standards 

Y Y N N/A Y Y N N/A N N/A Y Broadly conforms with RSS and 
national guidance promoting a 
lesser standard of parking 
provision in the market towns than 
rural areas. Provides local 
standards for development below 
RSS thresholds and for additional 
categories eg cycle spaces and  
residential development. 

VP2 Retention of 
Existing Off-Street 
Car parking 

Y Y Y N/A Y Y N N/A N N/A Y Local interpretation of 
national/regional guidance 

VP4 Parking for People 
with Disabilities 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy 

Policies not to be saved 

T3 Safeguarding of 
Preferred A1 
Motorway Route 

Y Y N N/A N N N N/A N N/A N Scheme implemented 

T4 Safeguarding of 
Approved A63 
Selby Bypass 
Route 

Y Y N N/A N N N N/A N N/A N Scheme implemented 
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CHAPTER EIGHT: RECREATION AND TOURISM 
Policies to be saved 

RT1 Protection of 
Existing recreation 
Open Space and 
Allotments 
 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the maintenance of 
recreation open space and 
community health in  accordance 
with  PPG17 and RSS (policy 
ENV11) 

RT2 Open Space 
Requirements for 
New residential 
Development 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the  provision of essential 
recreation facilities and 
community health in accordance 
with PPG17 and RSS (policy 
ENV11) 

RT3 Formal Sport and 
Recreation 
Facilities 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the  provision of essential 
recreation/sport facilities and 
community health in accordance 
with PPG17 and RSS (policy 
ENV11) 

RT4 Golf Course and 
Golf Driving Range 
Development  

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the  provision of 
recreation/sport facilities and 
community health in accordance 
with PPG17 and RSS (policy 
ENV11) 

RT5 Informal Recreation 
and Access in the 
Countryside 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the  provision of informal 
recreation facilities and 
community health in accordance 
with PPG17 and RSS (policy 
ENV11) 

RT6 
 

Control of 
Recreational 
Development in the 
Lower Derwent 
Valley 

Y Y Y N/A Y Y N N/A N N/A Y Locally distinctive policy to 
support the  provision of informal 
recreation facilities and 
community health in accordance 
with PPG17 and RSS (policy 
ENV11). Also compliant with 
PPS9 to safeguard nature 
conservation interests 
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RT7 Control of 
Riverside 
Recreational 
Facilities in Selby/ 
Barlby Bridge 

Y Y  N/A Y  N N/A N N/A N Locally distinctive policy to 
support the  provision of 
recreation facilities and 
community health in accordance 
with PPG17 and RSS (policy 
ENV11). Also compliant with 
PPS9 to safeguard nature 
conservation interests 

RT8 The Trans-Pennine 
Trail 

Y Y  N/A Y  N N/A N N/A Y Locally distinctive policy to 
support the  provision of informal 
recreation facilities and 
community health in accordance 
with PPG17 and RSS (policy 
ENV11) 

RT9 Horse related 
Development 

Y Y  N/A Y  N N/A N N/A N Locally distinctive policy to 
support the  provision of informal 
recreation facilities and 
community health in accordance 
with PPG17 and RSS (policy 
ENV11) 

RT10 Tourism Related 
Development 

Y Y  N/A Y  N N/A Y N/A N Locally distinctive policy to 
support the provision of tourism 
and rural diversification in 
accordance with PPS7 and RSS 
(policy E6) 

T11 Tourist 
Accommodation 

Y Y  N/A Y  N N/A Y N/A N Locally distinctive policy to 
support the provision of tourism 
and rural diversification in 
accordance with PPS7 and RSS 
(policy E6) 

RT12 Touring Caravan 
and Camping 
Facilities 

Y Y  N/A Y  N N/A N N/A N Locally distinctive policy to 
support the provision of tourism 
and rural diversification in 
accordance with PPS7 and RSS 
(policy E6) 

RT13 Signposting of 
Tourist Facilities 

Y Y  N/A Y  N N/A Y N/A N Locally distinctive policy to 
support the provision of tourism 
and rural diversification in 
accordance with PPS7 and RSS 
(policy E6) 

 
Policies not to be saved 
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CHAPTER NINE: SHOPPING 
Policies to be saved 

S1 Existing Shopping 
Centres 

Y Y Y N/A Y Y N N/A Y N/A Y Defines shopping/commercial 
centre boundaries in accordance 
with PPS6 

S2 Edge-of-Centre 
and Out-of centre 
Retail Development 

Y Y Y N/A Y Y N N/A Y N/A Y Establishes local context for 
considering development 
proposals consistent with PPS6 

S3 Local Shops Y Y Y N/A Y Y N N/A Y N/A Y Locally distinctive policy which 
supports broad principles in 
PPS6, PPS7 and RSS to support 
the rural economy  

S4 Retail Development 
in the Countryside 

Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which 
supports broad principles in 
PPS6, PPS7 and RSS (policies 
E6 and E7)  to support the rural 
economy/tourism  

S5 Garden Centres Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which 
supports broad principles in 
PPS6, PPS7 and RSS to support 
the rural economy/tourism  

 
Policies not to be saved 

     N/A         

 
CHAPTER TEN : COMMUNITY SERVICES 
Policies to be saved 

CS1 Health Care 
Facilities 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the growth of healthy, 
sustainable communities. Also 
consistent with RSS policy ENV11  
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CS2 Educational 
Establishments 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the growth of sustainable 
communities 

CS3 Children’s 
Nurseries 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the growth of sustainable 
communities 

CS4 Community Centre, 
Places of Worship 
and Church Halls 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the growth of sustainable 
communities 

CS5 Telecommunication
s 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy to 
support the provision of essential 
infrastructure 

CS6    Development 
Contributions to 
Infrastructure and 
Community 
Facilities 

Y Y Y N/A Y Y Y N/A Y N/A Y Locally distinctive policy to 
support the growth of sustainable 
communities and the provision of 
essential services and 
infrastructure. Also consistent with 
RSS policy ENV11. 

 
Policies not to be saved 

              

 
PART TWO : DETAILED POLICIES AND PROPOSALS 

 
CHAPTER ELEVEN : BARLBY 
Policies to be saved 

BAR/1 Land for 
employment 
development at 
Magazine Rd, 
Barlby 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation  
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BAR/1A Land for 
employment 
development rear 
of BOCM, Barlby 
Rd 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation 

BAR/2 Land reserved for 
freight 
transhipment 
facilities, rear of 
Olympia Mills, 
Barlby Bridge 
 

Y Y Y N/A Y N N N/A Y N/A Y Locally distinctive policy 

 
Policies not to be saved 

              

 
CHAPTER TWELVE : BRAYTON 
Policies to be saved 

BRAY/1 Land for 
employment 
development, 
Selby Business  
Park, Brayton 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation 

BRAY/2 Land for 
employment 
development 
adjacent to Bawtry 
Rd / Selby Bypass, 
Brayton 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation 

 
Policies not to be saved 
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CHAPTER THIRTEEN : BYRAM 
Policies to be saved 

BRY/1 Land for housing 
development at 
East Acres, Byram 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

 
Policies not to be saved 

              

 
CHAPTER FOURTEEN : CAMBLESFORTH 
Policies to be saved 

CAM/1 Land for housing 
development 
adjacent to A645 
(Drax Rd) / A1041 
(T) (Snaith Rd) 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

 
Policies not to be saved 

              

 
CHAPTER FIFTEEN : CARLTON 
Policies to be saved 

CAR/1 Land for housing 
development west 
of High St, Carlton 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 
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CAR/2 Land for housing 
development west 
of Low St, Carlton 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

 
Policies not to be saved 

              

 
CHAPTER SIXTEEN : CHURCH FENTON 
Policies to be saved 

CHF/2 Land for recreation 
open space to the 
rear of Main St, 
Church Fenton 
 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy 

 
Policies not to be saved 

CHF/1 Land for housing 
development south 
of Main St, Church 
Fenton 
 

Y Y N/A N/A N Y Y N/A N N/A N/A Site developed 

 
CHAPTER SEVENTEEN : CHURCH FENTON AIRBASE 
Policies to be saved 

CFA/1 Church Fenton 
airbase Special 
Policy area 

Y Y Y N/A Y Y N N/A Y N/A N/A Locally distinctive policy 

 
Policies not to be saved 
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CHAPTER EIGHTEEN : CLIFFE 
Policies to be saved 

CLF/1 Land for 
employment 
development at 
Cliffe Common 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation 

 
Policies not to be saved 

              

 
CHAPTER NINETEEN : EGGBOROUGH 
Policies to be saved 

EGG/2 Land for housing 
development east 
of High 
Eggborough Rd 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

EGG/3 Land for housing 
development 
between A19 / 
Selby Rd, 
Eggborough 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

EGG/5 Land for 
employment 
development 
between old A19 / 
A19 bypass, 
Eggborough 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation 
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EGG/7 Land for 
employment 
development at 
Northside Industrial 
Estate, 
Eggborough 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation 

 
Policies not to be saved 

EGG/1 Land for housing 
development north 
of Weeland Rd, 
Eggborough 
 

Y Y N/A N/A N Y Y N/A N N/A N/A Site developed 

 
CHAPTER TWENTY : HAMBLETON 
Policies to be saved 

HAM/1 Land for housing 
development east 
of Cherwell Croft, 
Hambleton 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

HAM/2 Land for housing 
development west 
of Station Rd, 
Hambleton 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

 
Policies not to be saved 

              

 
CHAPTER TWENTY ONE : HEMINGBROUGH 
Policies to be saved 
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Policies not to be saved 

HEM/1 Land for housing 
development east 
of Back Lane, 
Hemingbrough 
 

Y Y N/A N/A N Y Y N/A N N/A N/A Site developed 

HEM/2 Land for housing 
development 
between Mill 
Lane/Landing 
Lane, 
Hemingbrough 
 

Y Y N/A N/A N Y Y N/A N N/A N/A Site developed 

 
CHAPTER TWENTY TWO : KELLINGTON 
Policies to be saved 

 KEL/1 Land for 
Recreation Open 
Space east of 
Manor Garth, 
Kellington 
 

Y Y Y N/A Y Y N N/A N N/A N Locally distinctive policy 

 
Policies not to be saved 

              

 
CHAPTER TWENTY THREE : MONK FRYSTON 
Policies to be saved 
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Policies not to be saved 

MONK/1 Land for housing 
development east 
of the cemetery, 
Main Street, Monk 
Fryston 
 

Y Y N/A N/A N Y Y N/A N N/A N/A Site developed 

 
CHAPTER TWENTY FOUR : NORTH DUFFIELD 
Policies to be saved 

              

 
Policies not to be saved 

 NRD/1 Land for housing 
development 
between York 
Rd/A163, North 
Duffield 
 

Y Y N/A N/A N Y Y N/A N N/A N/A Site deveioped 

  
CHAPTER TWENTY FIVE : OSGODBY 
Policies to be saved 

OSG/1 Land for housing 
development to 
North of Tindalls 
Farm, Osgodby 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

 
Policies not to be saved 
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CHAPTER TWENTY SIX : RICCALL 
Policies to be saved 

RIC/1 Land for storage 
and distribution use 
at former airfield, 
Riccall Common 
 

Y Y Y N/A Y Y N N/A Y N/A N/A Locally distinctive policy 

 
Policies not to be saved 

              

 
CHAPTER TWENTY SEVEN : SELBY 
Policies to be saved 

SEL/1 Land for housing 
development 
between Cross 
Hills Lane and 
Leeds rd, Selby 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

SEL/2 Land for housing 
development 
between Abbots 
Road/Selby 
Bypass, Selby 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

SEL/2A Land for housing 
development north 
of Garden House, 
New Millgate, 
Selby 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

SEL/4 Land for 
employment 
development 
between Denison 
Road/Selby Bypass 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation 
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SEL/5 Development of 
additional wharves 
or wharf related 
activities, Selby 
 

Y Y Y N/A Y Y N N/A Y N/A Y Amplifies RSS and national policy 

SEL/6 New Street/ 
Ousegate/Station 
Road Special 
Policy Area 
 

Y Y Y N/A Y Y Y N/A Y N/A N/A Locally distinctive policy to be 
reviewed through Selby Area 
Action Plan 

SEL/7 Ousegate/Shipyard 
Road/Canal Road 
Special Policy Area 

Y Y Y N/A Y Y N N/A Y N/A N/A Locally distinctive policy to be 
reviewed through Selby Area 
Action Plan 

SEL/7A The Holmes 
Special Policy Area 

Y Y Y N/A Y Y Y N/A Y N/A N/A Locally distinctive policy to be 
reviewed through Selby Area 
Action Plan 

SEL/8 Additional Retail 
Floorspace in 
Selby Shopping 
and Commercial 
Centre 
 

Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which is 
consistent with PPS6 and PPS3 
guidance 

SEL/10 Services and 
commercial uses in 
the Town centre 

Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which is 
consistent with PPS6 and RSS 

SEL/11 Office uses in the 
Town Centre 

Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which is 
consistent with PPS6 and RSS 

SEL/12 Housing in the 
Town Centre 

Y Y Y N/A Y Y Y N/A Y N/A Y Locally distinctive policy which is 
consistent with PPS£ and PPS6 

SEL/13 Townscape Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which is 
consistent with, but does not 
repeat PPG15 guidance  

SEL/14 Pedestrian 
Environment 

Y Y Y N/A Y Y N N/A Y N/A Y Locally distinctive policy which is 
consistent with, but does not 
repeat PPG15 guidance 
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SEL/16 Bawtry Road/Selby 
Canal Special 
Poilcy Area 

Y Y Y N/A Y Y N N/A Y N/A N/A Locally distinctive policy to be 
reviewed through Selby Area 
Action Plan. Part developed for 
retail park and boatyard  

 
Policies not to be saved 

SEL/3 Land for 
employment 
development 
between Bawtry 
Road/ Selby Canal 
 

Y Y  N/A N Y N N/A Y N/A N/A Site developed for retail park 

SEL/15 Landscaped Linear 
Canal-side Park 

Y Y Y N/A N Y N N/A Y N/A N Scheme complete 

 
CHAPTER TWENTY EIGHT : SHERBURN IN ELMET 
Policies to be saved 

SHB/1A Land for housing 
development off 
Moor Lane, 
Sherburn in Elmet 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

SHB/1B Land for housing 
development off 
Low Street, 
Sherburn in Elmet 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

SHB/2 Land for 
employment 
development at 
Sherburn 
Enterprise Park 
(North) 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation 

SHB/5 Additional Retail 
Floorspace and 
service/commercial 
uses in Sherburn 
Local Centre 
 

Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which is 
consistent with PPS6 and PPS3 
guidance 
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Policies not to be saved 

SHB/3 Land for 
employment 
development at 
Sherburn 
Enterprise Park 
(east) 
 

Y Y N/A N/A N Y N N/A Y N/A N/A Site developed  

SHB/4 Land for 
employment 
development at 
Sherburn 
Enterprise Park 
(South-East) 
 

Y Y N/A N/A N Y N N/A Y N/A N/A Site developed  

 
CHAPTER TWENTY NINE: SOUTH MILFORD 
Policies to be saved 

STM/1A Land for housing 
development 
between Low 
Street and 
Common lane 
(North), South 
Milford 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

STM/1B Land for housing 
development 
between Low 
Street and 
Common Lane 
(South), South 
Milford 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

 
Policies not to be saved 
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CHAPTER THIRTY : TADCASTER 
Policies to be saved 

TAD/2 Land for housing 
development north 
of Station Road, 
Tadcaster 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

TAD/3 Land for 
employment 
development at 
London Road, 
Tadcaster 
 

Y Y N/A N/A Y Y N N/A Y N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy EMP2 allocation 

TAD/4 Environmental 
Improvements 

Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which is 
consistent with, but does not 
repeat PPG15 guidance 

TAD/5 Additional Retail 
Floorspace and 
services/ 
commercial uses in 
Tadcaster 
Shopping and 
Commercial Centre 
 

Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which is 
consistent with PPS6 and PPS3 
guidance 

TAD/6 Office Uses in the 
Town Centre 

Y Y Y N/A Y Y N N/A Y N/A N Locally distinctive policy which is 
consistent with PPS6 and RSS 

TAD/7 Housing in the 
Town centre 

Y Y Y N/A Y Y Y N/A Y N/A Y Locally distinctive policy which is 
consistent with PPS£ and PPS6 

 
Policies not to be saved 
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TAD/8 Townscape Y Y Y N/A N N N N/A Y N/A N Conflicts with PPG15 guidance 
and preservation of townscape 
adequately covered by ENV25 

 
CHAPTER THIRTY ONE : THORPE WILLOUGHBY 
Policies to be saved 

THW/2 Land for housing 
development south 
of Leeds Road, 
Thorpe Willoughby 
 

Y Y N/A N/A Y Y Y N/A N N/A N/A Policy sets out the Councils 
requirements for the development 
of a Policy H2 allocation 

 
Policies not to be saved 

              

 
CHAPTER THIRTY TWO : WHITLEY 
Policies to be saved 

              

 
Policies not to be saved 

WHIT/1 Land for housing 
development south 
of Lea Lane, 
Whitley 
 

Y Y N/A N/A N Y Y N/A N N/A N/A Site developed 
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Agenda Item No: 15 
___________________________________________________________________ 
 
Title: PARISH/TOWN COUNCIL REPRESENTATION 
  
To: POLICY AND RESOURCES COMMITTEE 
  
Date: 27 NOVEMBER 2007 
  
Service Area: ELECTORAL SERVICES 
  
Author: RICHARD BESLEY, ELECTORAL SERVICES 

OFFICER 
  
Presented by: HEAD OF LEGAL & DEMOCRATIC SERVICES 
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 To seek approval to reduce the number of seats on Tadcaster Town Council 

in compliance with their request. 
  
  
2 Recommendation(s) 
  
2.1 To reduce the number of seats on Tadcaster Town Council – East Ward 

by one from nine seats to eight. 
  
  
3 Executive Summary 
  
3.1 The Chief Executive, as Returning Officer, has been asked by Tadcaster 

Town Council for permission to reduce the number of seats on their Council. 
 
The Council found they were unable to fill the seats at last May’s election 
and feels it more manageable to remove the seat than to leave it vacant. 

  
 
 
 
4 The Report 
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4.1 Tadcaster Town Council failed to receive their full allocation of candidates at 
the May 2007 elections. 
 
All members were elected unopposed and some seats remained vacant for 
the Town Council to fill by co-option. 
 
There is an imbalance of voters in proportion to the ward compared to 
number of seats per ward. 
 
Reducing the number of seats in east Ward by one, reduces the imbalance. 

  
  
5 Financial Implications 
  
5.1 There are no financial implications. 
  
  
6 Conclusions 
  
6.1 In the past Council has always supported similar requests and ask that this 

be approved to benefit Tadcaster Town Council. 
  
  
7 Link to Corporate Plan 
  
7.1 The work of the Electoral Services team provides statutory functions for the 

Council on behalf of the Chief Executive, as both Returning Officer and 
Registration Officer by ensuring those who live in the District are able to 
exercise their democratic rights. 
 

  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 The work of the Electoral Services team is linked to all Council priorities. 

 
  
9 Impact on Corporate Policies 
  
9.1 Service Improvement No Impact 
  
9.2 Equalities No Impact  
  
9.3 Community Safety and Crime No Impact 
  
9.4 Procurement No Impact  
  
9.5 Risk Management No Impact  
  
9.6 Sustainability No Impact  
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9.7 Value for Money No Impact  
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Licensing Committee – 5 November 2007 
 
Minute 423 – Licensing Policy 
 
Councillors received the report of the Licensing Enforcement Officer with 
regard to the Licensing Policy, which was originally drafted by the Licensing 
Department in 2004 in accordance with the Licensing Act 2003. 
 
The policy was approved by the Licensing Committee at a meeting held on 29 

November 2004 and subsequently adopted by full Council on the 14 

December 2004. 
 
The Licensing Act 2003 required the Policy to undergo a review after it had 
been in force for three years. The review had been carried out and minor 
amendments implemented.   
 
Councillors would inform the Licensing Enforcement Officer if they felt any 
further amendments were required before the Council meeting to be held on 
11 December 2007. 
  
Recommendation: 
 
That the Licensing Policy prepared under the Authority of the Licensing 
Act 2003 and reviewed in 2007 be recommended to Council on 11 
December 2007. 
 
 
NOTE: 
 
The attached report refers to representations and a copy of the previous 
policy. These are available to inspect at www.selby.gov.uk or contact 
Democratic Services. The revised policy is enclosed with this agenda. 
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Public Session 
 

Agenda Item No:      
___________________________________________________________________ 
 
Title: Licensing Policy 
  
To: Licensing Committee 
  
Date: 5 November 2007 
  
Service Area: Legal and Democratic Services 
  
Author: Tim Grogan 
  
Presented by: Tim Grogan 
__________________________________________________________________ 
 
1. Purpose of Report  
 
1.1 To consider Selby District Council’s Licensing Policy and approve its content 

prior to consideration by full Council. 
 
2. Recommendation(s) 
 
2.1 That the Licensing Policy prepared under the authority of the Licensing 

Act 2003 and reviewed in 2007 be recommended for approval by full 
Council. 

 
3. Executive Summary 
 
3.1 The Licensing Policy was originally drafted by the Licensing Department in 

2004 in accordance with the Licensing Act 2003. It was approved by the 
Licensing Committee at a meeting held on 29th November 2004 and 
subsequently adopted by full Council on the 14th December 2004. The Policy 
has remained in force for three years after which it now requires to be 
reviewed. A review has deemed the Policy requires only minor amendment 
and copies of the original document and the amended version are attached to 
this report for consideration. 

 
4. The Report  
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4.1 The history of this matter is that Selby District Council in common with all 
Local Authorities responsible for licensing the supply of alcohol, entertainment 
and late night refreshment under the Licensing Act 2003 was required to draft 
a Licensing Policy to come into force in January 2005. Essentially this policy 
impacts upon the manner the District Council conducts its Licensing business, 
which includes the operation of its Licensing Committee.  

 
4.2 The Policy was duly drafted and consultation with regards to its content was 

wide and varied. This consultation included the relevant statutory bodies. 
Under the Act it is a statutory requirement to review the Policy every three 
years. 

 
4.3 The Licensing Department has reviewed the policy and decided it required no 

alteration. Accordingly it consulted in the manner previously described. 
 
4.4 As a consequence of the consultation only the British Beer and Pub 

Association responded and following their letter it has been decided to slightly 
amend the policy in line with some of the comments made. These are minor 
changes but seen as necessary. They relate to items involving the following 
sections: 3.4(g), 3.4(h), 5.6 and 7.2. The appendices remain unaltered. Other 
changes requested by the Association have been resisted. 

 
  
 
5. Financial Implications  
 
5.1 There are no financial implications. 
 
6. Link to Corporate Plan 
 
6.1 It is the Corporate Policy of the Council to promote the health and safety of 

those who live and work in the District. 
 
7      How Does This Report Link to Council’s Priorities? 
 
7.0 It is a Council priority to promote the health and safety of those who live and 

work in the District. 
 
8         Impact on Corporate Policies 
 
8.1 Service Improvement No Impact 

 
8.2 Equalities                                                               

The Licensing Policy shows in broad terms the 
expectations of the Council’s requirement in respect 
of licensing issues.  

Impact 
 

8.3 Community Safety and Crime 
The Licensing Policy shows in broad terms the 
expectations of the Council’s requirement in respect 
of licensing issues 

Impact 
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8.4 Procurement No Impact 
 

8.5 Risk Management No Impact 
 

8.6 Sustainability No Impact 
 

8.7 Value for Money No Impact 
 
9   Background Papers 
 
9.1 Copy of the original letter sent out from the Licensing Department to consultees 
   
9.2 Copy of email and letter from the Beer and Pub Association 
 
9.3 Copy of email in response to above letter from the Licensing Department 
 
9.4 Copy of email in response to above response 
 
9.5 The District Council’s original Licensing Policy. 
 
9.6 The District Council’s amended Licensing Policy. 
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PREFACE 
 
The new Licensing Act 2003 is designed to simplify the current complex regulatory 
framework covering the sale of alcohol, the provision of entertainment and the sale 
of hot food at night. 
 
It is the first substantial change to the licensing laws in 90 years. It will affect pubs 
and nightclubs, cinemas, theatres, off-licences, restaurants, hotels, guest houses 
and shops selling alcohol and businesses selling hot food and/or drink between 
11.00 p.m. and 5.00 a.m. 
 
The Act has four fundamental objectives: the prevention of crime and disorder; 
public safety; prevention of public nuisance and the protection of children 
from harm. 
 
Responsibility for licensing premises and individuals will move from magistrates to 
the council. The council will review its licensing policy every three years to meet the 
changing needs of the district. 
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1. PROFILE OF SELBY DISTRICT 
 

1.1 Selby District Council covers an area of 227 square miles situated to the 
south of York. It is the most southerly District Council in North Yorkshire and it 
is primarily rural in character and aspect with a dispersed settlement pattern.  

 
1.2 The District’s population is approximately 76,500 and the principal towns are 

Selby, Sherburn and Tadcaster. There are 59 Parish Councils as well as 
various Parish and Community Meetings. Selby in particular is of historical 
importance built as it is around Selby Abbey. As a consequence tourism and 
leisure are important industries.  

 
1.3 There is a diverse residential population which we have a duty to protect in 

line with the aims and objectives of the Licensing Act 2003. It is an aim of 
Selby District Council to secure the safety and amenity of the residential 
communities, whilst facilitating sustained entertainment for the benefit for the 
benefit of the residents of the district. 

 
1.4 There are presently approximately 400 licences issued in respect of licensed 

premises and these cover a wide spectrum including public houses, licensed 
clubs, night clubs, restaurants and late night food establishments.  

 
1.5 The Council welcomes the modernisation of licensing legislation and believes 

a balanced application of the Act offers a range of opportunities to progress 
the objectives of the Council by: 

 
• improving the quality of life for local residents, through a reduction in 

alcohol related crime and disorder, nuisance and anti-social behaviour; 
 
• improving the quality of life by bringing greater choice to residents, 

consumers, tourists and businesses about how they spend their leisure 
time; 

 
• encouraging more family friendly premises where younger children can be 

free to go with the family; 
 
• further developing a rich culture of live music, dancing and theatre in the 

area. 
 

2 INTRODUCTION 
 

2.1 Selby District Council is responsible under the Licensing Act 2003 for the 
licensing of ‘licensable activities within its area. The licensable activities 
required to be licensed under the act are as follows: 

 
• the sale by retail of alcohol (including via the internet or mail order); 

 
• the wholesale of alcohol to members of the public; 

 
• the supply of alcohol to members of qualifying clubs; 
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• the provision of regulated entertainment in the presence of an audience 
including the performance of a play, film exhibitions, indoor sporting 
events, boxing or wrestling events, performance of live music and playing 
of recorded music (except incidental music), dance performances and 
entertainment of similar descriptions; 

 
• the provision of late night refreshment including the supply of hot food or 

hot drinks between 11pm and 5am; 
 

• the permitting of licensable activities on an occasional basis to be known 
as Temporary Event Notices; 
 

• the licensing of individuals for the retail sale of alcohol (Personal Licences 
see Appendix C); 

 
• authorising of Premises Supervisors in premises supplying alcohol 

(Designated Premises Supervisors must also hold a Personal Licence). 
 
2.2 The Licensing Act 2003 imposes a duty on the council to produce, develop 

and review a Statement of Licensing Policy that sets out what the council will 
generally apply in considering its responsibilities in promoting the licensing 
objectives when making decisions under the Act. The Council will actively 
seek to promote the four statutory licensing objectives that are set out in 
Section 5 of the Licensing Act 2003 which are as follows: 

 
• the prevention of crime and disorder 
 
• public safety 
 
• the prevention of public nuisance 
 
• the protection of children from harm. 

 
Each objective is of equal importance and the Council’s policy relating to each 
of them is given in the Licensing Policy. The Council will where it believes 
necessary, consider attaching conditions to licences to promote these 
objectives. 

 
2.3 This Licensing Policy has been prepared in accordance with provisions of the 

licensing Act 2003 and the Guidance issued by the Secretary of State under 
Section 182 of the Act. The Policy will take effect on 7th February 2005 and 
will remain in force not more than 3 years. The statement of Licensing Policy 
is a live document subject to continuous review to meet the changing needs of 
the community and legislation. A formal review of the Policy will be made in 
January 2008. Any amendments to the Policy will be made with those parties 
shown in paragraph 2.4. 

 
2.4 There are a number of groups who have an interest in the licensing of 

premises under the Act, including the trade, customers, residents and 
enforcement agencies. These parties each have views that require 
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consideration. Before publishing the Licensing Policy the Council will have full 
consultation with the following statutory consultees; 

 
(a) the Chief Officer of Police for the area (North Yorkshire); 
(b) the Fire Authority for the area (North Yorkshire); 
(c) persons/bodies representative of local holders of premises licences; 
(d) persons/bodies representative of local holders of club premises 

certificates; 
(e) persons/bodies representative of local holders of personal licences; 
(f) persons/bodies representative of business and residents in the area. 
 
In addition, the Council may also consult with other agencies as appropriate. 
The views of all those listed will be given appropriate weight when Policy is 
determined. 

 
2.5 The aim of the Policy is to strike a balances between: 

 
• securing the safety and amenity of residential communities, 

members of the public living, working or engaged in normal activity 
in and around the district; 

 
• encouraging a sustainable entertainment and cultural industry. 

 
2.6 Licensing is about control of licensed premises, qualifying clubs and 

temporary events within the terms of the Act. The terms and conditions 
will be focussed therefore on matters within the control of the licensees 
and others granted relevant permissions. Accordingly these matters will 
centre on the premises and places being used for licensable activities 
and the vicinity of those premises and places. 

 
2.7 When considering conditions the Council will focus on the direct impact 

that activities planned or taking place at licensed premises, qualifying 
clubs and temporary events may have on members of the public 
attending, living, working or engaged in normal activity in and around 
the area concerned. 

 
2.8 The Council accepts that licensing law is not legislation controlling anti-social 

behaviour when it is divorced from licensed premises or individuals. This is 
the province of the Police. However, the Council expects licence and 
certificate holders to be responsible for minimising the impact of anti-
social behaviour by their patrons within the immediate vicinity of their 
premises. 

 
2.9 The Policy is intended to ensure that the provision of additional 

opportunities for licensable activities are matched by appropriate and 
proportional measures enabling the police and licensing authorities to 
act promptly to maintain public order and safety. 

 
2.10 The Policy sets out a general approach to making licensing decisions 

that underpins the provisions of the Act and its associated guidance. It 
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is not intended to undermine the rights of any individual to apply for 
various permissions and each case will be considered upon its own 
merits. 

 
2.11 The Policy does not override the right of an individual to make 

representations on an application or seek a review of a licence or 
certificate, where provision has been made for them to do so under the 
Act. However, frivolous, vexatious or repetitive representations will be 
disregarded. All appropriate representations will be weighted 
accordingly. 

 
2.12 The Council will avoid duplication of existing legislation that already 

places obligations upon employers and operators. Conditions in respect 
of public safety will only be attached to licences for the promotion of 
licensing objectives. 

 
2.13 In considering applications the Council will apply all definitions imposed 

not merely by the Act but by associated guidance and secondary 
regulations. 

 
2.14 In pursuance of the Act the Council intends to work in partnership with 

statutory bodies and agencies located in Selby District to ensure a 
consistent approach is taken on licensing matters having regard also to 
individual community needs. 

 
2.15 The Council will not require that access to licensed premises is given to 

children all times or limit such access unless it is necessary for 
promotion of the licensing objectives particularly in relation to 
preventing harm to children, for example: 

 
• where entertainment of an adult or sexual nature are commonly 

provided; 
 
• where there have been convictions of members of staff for under 

age alcohol sales; 
 
• where the premises has a known reputation for under age drinking; 
 
• where premises have a known association with the use of illegal 

drugs; 
 
• where there is strong element of gambling on the premises. 

However, this would not include the presence of small numbers of 
cash prize gaming machines; 

 
where the supply of alcohol for consumption on the premises is the 
exclusive purpose of that premises. 
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2.16 The Council expects to balance the needs of the wider and local 
communities, businesses against the needs of those who may be 
adversely affected by the applicant’s activities. 

 
2.17 Should the Council require to depart from the guidance provided a clear 

and sound reason for doing so will be published. 
 
2.18 The Council may establish a Licensing forum made up of 

representatives from licensed premises, personal licensees, 
businesses, residents and other interested parties to meet periodically 
to discuss matters relating to the Policy. 

 
2.19 The Licensing Committee will receive reports from those service 

departments and committees with responsibility for transport, tourism, 
the District’s economy, cultural strategy and local employment at 
recognised intervals to ensure that issues can receive appropriate 
consideration. 

 
2.20 The Licensing Committee may provide reports to the Planning 

Committee regarding Licensed Premises within the District. Such 
reports may include numbers and types of licensed applications 
received per ward. 

 
2.21 The Licensing Committee will seek to impose only those conditions 

appropriate when licensing cultural events in order to promote the 
objectives of the Act. 

 
2.22 The Council will monitor the impact of licensing on both regulated 

entertainment and the sale and supply of alcohol within the community 
and react accordingly. 

 
GAMING MACHINES 
 
2.23 Permits under Section 34 of the Gaming Act 1968, currently granted by 

the Licensing Justices for Amusements With Prizes Machines (AWPs) in 
premises that provide alcohol are now within the remit of the Licensing 
Act 2003 and therefore the Licensing Committee. 

 
2.24 Despite the Gaming Act requiring that all machines be sited within view 

of the bar, this condition cannot be applied by the Council. The 
Licensing Committee can merely limit the number of machines. The 
Council will grant permits authorising up to two machines but any 
increase will necessitate the applicant attending a hearing. 

 
2.25 This hearing will consider the size and layout of the premises and 

evidence of usage and further demand. 
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HUMAN RIGHTS 
 
2.26 The Human Rights Act 1998 makes it unlawful for a Council to act in a way 

that is incompatible with a convention right. 
 
2.27 In conducting its business as the Licensing Authority for Selby District, 

the Council will have regard to the following provisions of the First 
Protocol of the European Convention on Human Rights: 

 
• Article 1 

Every person is entitled to the peaceful enjoyment of his or her 
possessions 

 
• Article 6 

In the determination of civil rights and obligations everyone is 
entitled to a fair and public hearing within a reasonable time by an 
independent and impartial tribunal established by law. 

 
• Article 8 

Everyone has a right of respect for his/her home and private life. 
      
                                       LICENSING POLICY OBJECTIVES 
       
3. PREVENTION OF CRIME AND DISORDER 

 
3.1 Licensed premises, particularly those offering late night entertainment, alcohol 

and refreshment, can sometimes become the source of public nuisance or 
crime and disorder problems. The Council expect licensees to develop 
Operating Schedules that satisfactorily address those issues from the 
design of the premises through to the daily operation of the business. 

 
3.2 In developing Operating Schedules applicants should take notice of this 

Policy and should seek advice where appropriate from the Council’s 
Licensing Officer or the North Yorkshire Police Licensing Officer based 
at Selby Police Office. 

 
3.3 Quite separate from the Licensing Act the Council has a duty under Section 

17 of the Crime and Disorder Act 1998 to prevent crime and disorder in the 
district. The Council expects applicants to consider what action they can 
take in the management of their premises that will contribute to the 
reduction of crime and disorder. 

 
3.4 When considering all licence applications the Council will take into account 

the measures proposed to deal with the prevention of crime and disorder. 
Applicants should include how they intend to address these issues 
within their Operating Schedule. The Council would normally expect that 
other than in unforeseen and avoidable circumstances a holder of a 
Personal Licence will be on the licensed premises when the premises 
are open for the sale of alcohol. The Council will consider the actions the 
applicant has taken or intends to take in respect of the following: 
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(a) The ability of the person in day to day charge to monitor the premises at 
all times it is open. The Council wish that the Designated Premises 
Supervisor would be in attendance at the premises at all times when the 
premises is open to licensing activities after 11pm and prior to closing; 

 
(b) The training given to staff regarding the prevention of crime (this would 

relate to public safety, conflict management, alcohol and drug issues); 
 

(c) Where necessary the use of CCTV; 
 

(d) Any appropriate security features relating to the storage of alcohol and 
the location of cash registers etc; 

 
(e) The measures employed to prevent the illegal use of drugs and offensive 

weapons; 
 

(f) That in the case of door staff being required the number be determined 
by the Designated Premises Supervisor having regard to the Licensing 
objectives; 

 
(g) Any other measure that may be appropriate in supporting the aim of the 

Act. (for example membership of pubwatch or shopwatch);where entry to 
premises is subject to age restriction that a recognised procedure is in 
place to conduct age verification checks. The Council would expect this 
to include the production of a Driving Licence or Passport; 

 
(h) The Operating Schedule shall specify how long customers are expected 

to finish their drinks, once the sale of alcohol has ceased. This is known 
as ‘drinking up time’ and the Council recommend this time not to 
exceed 30 minutes; 

 
(i) Shops and supermarkets wishing to sell alcohol by retail will 

normally be expected to match their permitted hours to their normal 
trading hours unless there are compelling reasons relating to the 
prevention of crime and disorder to restrict these hours. 

3.5 Applicants wishing to apply for a premises licence involving the provision of 
entertainment and the sale of alcohol late at night may also have to show that 
they comply with the Home Office guidance on ‘safer clubbing’. In addition 
they should agree a protocol with the Council and the Police on the handling 
of illegal drugs. 

3.6 The Council will review orders made under the Police and Criminal Justice Act 
2001 regarding the consumption of alcohol in designated areas. 

3.7 The Council will consider where necessary though not as a standard 
procedure to impose one or more conditions to licences and club certificates 
to prevent crime and disorder. These conditions are detailed in Appendix A. 

 

 9 250



DOOR SUPERVISORS 

3.8 Door supervisors are important to ensure that premises are secure from 
disorder. Illegal access, occupation or damage. From the 13th December 
2004 all staff acting or Door Supervisors on licensed premises will be 
required to be licensed by the Security Industry Authority. 

4. CUMULATIVE EFFECT OF LICENCES ON THE AMENITY OF 
PARTICULAR AREAS 

4.1 The Council will not take ‘need’ into account when considering applications. 
This is a matter for planning control in conjunction with normal market forces. 
However, the Council understands the cumulative impact of the number, type 
and density of licensed premises in areas, such as Selby, Tadcaster and 
Sherburn, may lead to problems of nuisance and disorder. 

4.2 Representations may be received from any responsible authority or interested 
party that an area has become saturated with premises making it a focal point 
for individuals to gather and therefore create the conditions likely to promote 
disorder and crime. 

4.3 In these circumstances, the Council may consider the imposition of 
conditions as unlikely to rectify matters and therefore may consider the 
adoption of a special policy of refusing new premises licences or club 
premises certificates on the grounds of saturation and therefore 
undermining the licensing objectives. 

4.4 The Council will take the following steps when considering whether to 
adopt a special saturation policy: 

• the identification of serious and chronic concern from a responsible 
authority or representative of residents about nuisance and disorder; 

• where it is demonstrated that disorder and nuisance is arising as a 
result of customers from licensed premises, identifying the area from 
which problems are arising and the boundaries of that area; 

• assessing the cause; 

• adopting a policy about further licence applications from that area. 

4.5 The Council will consider representations based on the impact on the 
promotion of the licensing objectives in the district. 

4.6 The onus, however, will be upon the objectors to provide evidence to 
support that addition of new premises would create a cumulative effect. 

4.7 The Council will review any special saturation policies every three years. 

4.8 The Council will not use policies solely; 

 10 251



• as the grounds for removing a licence when representations are 
received about problems with existing licensed premises; 

• to refuse modifications to a licence, except where the modification is 
directly relevant to the policy. 

4.9 The Council recognises that the diversity of premises providing alcohol, 
food and entertainment covers a wide range of contrasting styles and 
will have full regard to those differences and their impact upon local 
communities. 

5. PUBLIC SAFETY 

5.1 Each of the type of premises covered by the Act present a mixture of risk to 
public safety. Some may be of a general nature whilst others may be 
premises or location specific. 

5.2 It is essential that premises are operated in order that occupants are kept 
safe. The premises will also need to have obtained the relevant planning 
permission. A key issue will be safe occupancy levels, particularly where a 
current fire certificate does not take into account the licensable activity. Safe 
occupancy levels will be imposed where considered necessary. 

5.3 The Council will expect Operating Schedules to satisfactorily address 
the relevant fire and health and safety legislation issues and applicants 
are advised to seek advice from the Council’s Licensing Officer and 
North Yorkshire Fire and Rescue Service. 

5.4 Where an inspection is required for premises, the Council’s Licensing Officer 
will promote consistency by co-ordinating inspections with the fire authority, 
police, building control and environmental health officers as appropriate. 

5.5 The purpose of imposing occupancy levels is to ensure the safety of 
occupants. These levels will normally be set in conjunction with North 
Yorkshire Fire and Rescue Service and the Council’s appropriate 
officers. In accordance with the Secretary of State’s guidance it should 
be noted that where a fire certificate has been issued under the Fire 
Protection Act 1971, premises will not have an occupancy level imposed 
under the Act unless the fire authority recommends a change. 

5.6 Licence applications should normally be accompanied by: 

• a scaled plan of the premises, denoting the areas to be licensed including 
beer gardens where appropriate and all existing and proposed fire safety 
features, including seating arrangements; 

• a plan detailing how the premises will be managed and maintained to 
ensure public safety; 

• maximum occupancy levels. 
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5.7 The Council will consider attaching conditions to licences and 
certificates to promote public safety. Any conditions will be premises 
specific and not imposed as standard procedure. 

6. PREVENTION OF NUISANCE 

6.1 Licensed premises by their very nature can sometimes create a range of 
nuisance which impacts negatively upon local communities. 

6.2 The Council understands the importance of the licensing trade to the local 
economy and the leisure and cultural aspirations of the district. It will therefore 
work together with all interested parties, statutory agencies and licensed 
businesses to ensure mutual co-existence. 

6.3 In considering all licence applications the Council will take into account the 
adequacy of measures proposed to deal with the potential for nuisance 
in the premises Operating Schedule. As a consequence the Council will 
consider the action taken by the applicant with regard to the following: 

(a) Preventing inappropriate noise and vibration escaping from the premises 
including music, noise from ventilation equipment and human voices; 

(b) Preventing disturbance by customers arriving at or leaving premises; 

(c) Ensuring that in the event of queuing that the queues are managed to 
prevent disturbance and obstruction; 

(d) Ensuring that the arrival and departure of patrons and staff are managed 
in a manner not likely to disturb residents; 

(e) Consideration of CCTV where appropriate; 

(f) Preventing the illegal possession and supply of drugs; 

(g) Preventing nuisance caused by refuse, vomit, urine or litter; 

(h) Any other measures that will contribute to reducing likelihood of nuisance 
by use of communication (use of pubwatch, shopwatch, radios etc). 

6.4 The Council will consider imposing conditions to licences and 
permissions to prevent public nuisance but these will be premises 
specific and not to be attached as a standard procedure. 

6.5 The Council is aware that there are a number of instruments available to 
combat unruly behaviour that occurs away from licensed premises: 

• planning control 

• powers to designate parts of the district as no alcohol areas 

• police and the Council enforcement of the law with regard to anti-social 
behaviour 
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• the power of authorised and interested parties to request a review of a 
licence 

• enforcement action against those selling alcohol to persons who are 
drunk. 

7. PROTECTION OF CHILDREN FROM HARM 

7.1 The Council understands that there are a range of activities and premises for 
which licences may be sought where children can be expected to visit for food 
or entertainment either alone or in company with adults. The Licensing Act 
2003 does not prohibit the free access of children to any licensed premises. 
The Council accepts that limitations may have to be considered where it is 
necessary to protect children from harm. The following are examples of 
premises that may raise concerns: 

• where there have been convictions for serving alcohol to minors, or with a 
reputation for underage drinking; 

• with a known association with drug taking or dealing; 

• where there is a strong element of gambling on the premises; 

• where entertainment of an adult or sexual nature is provided; 

• where there is a presumption that children under 18 should not be 
allowed. 

7.2 The Council expects Personal Licence holders to contribute by not 
serving alcohol to children under the age of 18. The Council 
recommends that the preferred way to verify a person’s age is with 
reference to the following; 

• A passport; 

• A photocard driving licence; 

• Proof of Age Standards Scheme (PASS) card or a Citizen Card 
supported by the Home Office; 

7.3 When deciding whether to limit the access of children to premises the 
Council will judge each application on its own merits before deciding 
whether or not to impose conditions limiting the access of children to 
individual premises. To assist in the process the Council will consult with 
North Yorkshire Police, the body responsible for child protection within North 
Yorkshire County Council and any other agencies as appropriate. Where 
concerns have been identified in respect of individual premises and it is felt 
that access to the premises by children should be restricted. The options 
available would include: 

• limitations on the hours when children can be present; 
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• age limitations for persons under 18 

• limitations or exclusion when certain activities are taking place; 

• full exclusion of persons under 18 when certain licensable activities 
are taking place; 

• limitations of access to certain parts of the premises for persons 
under 18; 

• a requirement for an accompanying adult to be present. 

This list is not meant to be exhaustive but gives applicants examples of the 
conditions the Council may seek to impose in meeting its obligations towards 
the protection of children from harm. 

7.4 The Council will impose no conditions requiring that children be 
admitted to any premises and where no limitation is imposed this will be 
left to the discretion of the individual licensee. 

7.5 The Act provides a number of offences designed to protect children in 
licensed premises and the Council will work closely with the police to ensure 
the appropriate enforcement of the law. 

ACCESS TO CINEMAS 

7.6 Films cover a vast range of subjects some of which deal with adult themes 
unsuitable for children. In order to prevent children from seeing such films 
the Council will impose conditions requiring licensees restrict access 
only to those individuals who meet the required age limit in line with any 
certificate granted by the British Board of Film Classification. 

7.7 The Council expects licensees to ensure that age restrictions for film 
exhibitions are properly complied with and when considering 
applications, the Council will take into account any evidence that age 
restrictions for film exhibitions are not being properly observed. 

CHILDREN AND PUBLIC ENTERTAINMENT 

7.8 Many children both view and take part in entertainment arranged specifically 
for them. As a consequence it is essential they are kept safe throughout such 
performances. 

7.9 Conditions will be imposed requiring that responsible adult staff are available 
to control the access and egress of children to ensure their safety.  The 
Council expects the premises to provide one member of staff for every 
fifty children present to ensure their safety and to control their access 
and egress at premises. 

7.10 The Council understands that licensees may wish to hold functions targeted 
specifically towards children. The Council expects the Operating Schedule 
to address issues relating to preventing harm to children. 
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7.11 The Council will consider imposing conditions to licences and 
permissions   to prevent harm to children but these will be premises 
specific and not to be attached as standard procedure. 

8. LINKS TO PLANNING OTHER LEGISLATION, POLICIES AND 
STRATEGIES 

8.1 The use of premises for the sale or supply of alcohol, provision of 
entertainment or late night refreshment, is subject to planning control. Such 
use will require planning permission or must otherwise be lawful, having a 
lawful development certificate under planning legislation. Planning permission 
is usually required for the establishment of a new premises or change of use 
of premises. 

8.2 In general, all premises to which an application is subject must have 
authorised planning permission and comply with all conditions of any 
planning permission, or be deemed permitted development. The Council 
may not consider a new licence application or variation of conditions if 
the activity authorised by the licence would constitute unlawful planning 
use or the hours of operation sought exceed those authorised by any 
planning permission. Additionally, when considering applications and 
applications for provisional statement reference will be made to Selby 
District Council’s Local Development Plan. 

8.3 If an applicant wishes the Council to determine an application for an 
activity for which lawful planning use cannot be demonstrated, it will be 
for the applicant to demonstrate special circumstances justifying a 
departure from the policy. 

8.4 The Policy shall avoid unnecessary duplication or inefficiencies by properly 
separating the planning and licensing regimes in operation. Licensing 
decisions will take into account any relevant planning decision either by 
the Planning Committee or following appeals against decisions taken by 
that Committee and will not normally cut across such decisions. 

8.5 There are several key differences between licensing and planning control, the 
most significant of which is that planning is concerned with how land is used, 
whereas licensing is concerned with ensuring that public safety in its widest 
sense is protected. 

8.6 When planning permission is attached to the premises, a new occupier is not 
required to obtain new permission when taking over premises (unless they are 
planning to alter the premises). They are however, required to apply to 
transfer the premises licence. 

8.7 Licensing is concerned with the fitness of the operator and detailed issues 
concerning the operator and management of the premises that are not 
addressed through planning concerns. For example it is not the function of the 
planning authority to impose occupancy levels or to require CCTV to be 
installed in premises whereas this may be imposed by way of licence 
conditions where it is reasonable to do so. 
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8.8 Planning permissions for existing premises do not generally expire. However, 
licensed premises can be inspected on a regular basis to ensure that licence 
conditions are being maintained. This process allows the Council to look 
afresh at the terms and conditions of the licence depending on the nature and 
history of the operation. In extreme cases where an application has been 
made for a licence to be reviewed, this may lead to the licence conditions 
being amended or, at worst, the licence being revoked. 

8.9 Partnership working and integration with other relevant legislation and 
strategies is a key part of this policy. The Council will aim to ensure that it 
will integrate its various strategies to achieve the licensing objectives in 
the interests of clarity for applicants and effective determination. Regard 
will be given to the obligations and objectives of other legislation and 
incentives: 

• Section 17 of the Crime and Disorder Act 1998 requires a Local 
Authority to do all that is reasonably practicable to prevent crime 
and disorder.  The Council will take in to account matters contained 
in the Selby Community Safety Strategy relating to t he four main 
licensing objectives; 

• European Convention on Human Rights and specifically Articles 1, 6 
and 8; 

• Planning Acts and Local Plan; 

• Enforcement Concordat; 

• Section 17 of the Criminal Justice and Police Act 2001 (in relation to 
Police powers to close without notice for up to 24 hours licensed 
premises that are disorderly, likely to become disorderly or 
excessively noisy); 

• Selby District Council’s Community Strategy.  The Local 
Government Act of 2002 requires all Local Authorities to produce a 
Community Strategy within the frame work of the UK Sustainable 
Development Strategy “A Better Quality of Life” and relevant 
regional strategies.  Local strategic partnerships, typically involving 
Police, Local Authorities, Primary Health Care Trusts, representative 
from business and the voluntary sector organisations are 
responsible for the achievement of locally set objectives; 

• The Disability Discrimination Act 1995 introduced measures to 
tackle discrimination encountered by disabled people. For service 
providers such as Licensees the following should be noted: 

(a) It is unlawful to treat disabled people less favourably than other 
people for reasons related to their disability; 

• Enforcement Concordat; 
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(b) Licensees must make reasonable adjustments for disabled 
people such as providing extra help or making changes to the 
way they provide their services 

(c) Licensees will now have to make reasonable adjustments to the 
physical features of their premises to overcome physical 
barriers to access. 

• The Council will have regard to the likely impact of licensing on 
disability discrimination when considering the operation and 
management of all proposed licence applications, renewals and 
variations of conditions; 

• Race Relations and Equalities. Licences for any form of regulated 
entertainment will be subject to conditions to prohibit entertainment 
which are likely to lead to disorder, or stir up hatred or incite 
violence towards any section of the public on the grounds of colour, 
race, ethnic or national origin, disability, religious beliefs, sexual 
orientation or gender; 

• Health and Safety at Work Legislation. This imposes duties on 
employers and persons in control of premises to prevent where 
possible or minimise the risk of injury or ill health to people affected 
by work activities or the condition of the premises. Councils are the 
enforcing authority for the majority of premises on which licensable 
activities are carried on, in other cases the Health and Safety 
Executive is responsible; 

• Licensing objectives overlap with health and safety requirements in 
so far as foreseeable risk is concerned. However, these general 
duties, for example risk assessment under the Management of 
Health and Safety at Work regulations, may not adequately cover 
specific issues, which arise from licensable activities. In these cases 
it may be more prudent to use conditions to ensure that an 
appropriate degree of control exists at all times during the operation 
of the licensable activities; 

• Building Control. Building regulations govern a variety of issues 
which will directly contribute to the licensing objectives, including 
means of escape, structural integrity, accessibility and public safety. 
“Approved Inspectors” offer a private sector alternative to local 
authority ‘Building Control Services’. Building regulation approval 
and completion certificates will be required prior to the use of 
premises for licensable activities; 

• Environmental Protection Legislation. This places a duty on the 
Council to investigate complaints of nuisance which includes noise 
and take enforcement action where a statutory nuisance exists. The 
Licensing Act provides the power for the police to close licensed 
premises to prevent nuisance to the public as a result of noise 
coming from the premises. Joint working procedures or protocols 
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between environmental health officers, police and licensing staff will 
ensure that these control measures are properly used to protect the 
local environment; 

• Fire Precautions. Where a fire certificate is in force and deals with or 
could have dealt with matters relating to fire safety and the fire 
certificate was issued for the use of the premises for licensable 
activities, the Council need not attach conditions to any licence or 
certificate. However, where the activities carried out on premises 
have changed to include those covered by the licensing regime it 
may be necessary to attach conditions relating to fire safety. Close 
cooperation between licensing and fire authorities will be required to 
ensure that the public is properly protected. 

9. LICENSING HOURS 

9.1 The Act introduces flexible hours for premises with the potential for 24 hour 
opening, seven days a week. As a result of this change the Council 
understands that operators of licensed premises might wish to seek variations 
to their present permissions so as to extend their current licensing hours. 

9.2 The Council understands the variety of premises for which licences will be 
sought and that fixed and artificially early closing times in certain areas can 
lead to peaks of disorder and disturbance when people leave licensed 
premises. When dealing with licensing hours, each application will be 
dealt with on its own merits. 

9.3 The Act provides opportunities for applicants to increase the potential of their 
business by applying for licensing activities or extending operating hours that 
they do not realistically propose to provide as part of their current operation. 
Understanding that the Act allows operators to apply at any time to the 
licensing authority for a variation in their licensing activity and hours of 
operation the Council encourages and expects all applicants to take a 
responsible view of these opportunities and only make applications for 
those licensable activities and operating hours that they intend to 
provide as part of their intended normal business operation. 

9.4 The Council will consider licensing shops and supermarkets to sell 
alcohol for consumption off the premises during the hours they are 
open for shopping purposes. However, there may be occasions where it 
is considered that there are good reasons for restricting those hours. 

9.5 The Council will have a flexible approach to opening hours and will deal 
with the issue of licensing hours having regard to the individual merits 
of each application, taking into account requests for terminal hours in 
the light of the following: 

• environmental quality; 

• residential amenity; 
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• character or function of a particular area; 

• nature of the proposed activities to be provided at the premises. 

9.6 Consideration may be given to imposing stricter controls on noise and 
disturbance from licensed premises particularly those located in mainly 
residential areas or served by common thoroughfares. 

9.7 The Council will not normally set fixed trading hours within a designated 
area as this could lead to significant movements of people across boundaries 
at particular times with the attendant concentration of disturbance and noise. 
This would treat residents less favourably than those in another. Stricter 
conditions with regard to noise control may be required in areas that 
have denser residential accommodation, but this will not normally be 
considered as a reason to limit opening hours without regard to the 
individual merits of any application. 

9.8 Subject to representations the Licensing Committee will have regard to 
the closing times of other premises in the area when considering the 
terminal hour of premises. The operation of such premises should not 
attract persons into an otherwise quiet area if it has a potential to cause 
disturbance to residents. 

10. PROMOTION OF EQUALITY 

10.1 The Council recognises that the Race Relations legislation places an 
obligation on public authorities to have regard to the need to eliminate 
unlawful discrimination and to promote equality of opportunity and good 
relations. 

10.2 In seeking support a community in which diversity is encouraged the Council 
will expect applicants where appropriate to take steps that ensure no 
person is treated differently on the grounds of race, colour, religion, 
ethnic or national origins, age, sex, sexual orientation or disability and 
that the management and operating practices of licensed premises 
within the district comply with all race relations, equal opportunities and 
anti-discrimination legislation. 

10.3 Disabled people have the right to access services and there are now legal 
responsibilities under the Disability Discrimination Act requiring all service 
providers to make reasonable adjustments to enable disabled people due 
access. 

10.4 The Council will have regard to disability discrimination when 
considering licence applications, renewals and variations and expect 
that there should be reasonable facilities and access for people with 
disabilities. The Council therefore expects the needs of disabled people 
to be addressed in the operating Schedule. 

10.5 The Council will expect all Operating Schedules to include physical and 
managerial methods for the safe evacuation of disabled people. 
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11. CULTURAL STRATEGIES 

11.1 In its role of implementing Local Authority cultural strategies, the Council 
understands the need to encourage and promote live music, dance and 
theatre for the wider benefits of the community, especially children. The 
Council accepts that licensed premises in the district are a major contributor 
to the promotion of these activities, which attract tourists and visitors and 
contribute to the local economy. 

11.2 When considering applications for such events and the imposition of 
conditions on licences and certificates the Council will balance the cultural 
needs with the necessity of promoting the licensing objectives. 

12. DETERMINATIONS 

12.1 When determining applications the Council will work within the framework 
of this policy which has been prepared having regard to guidance 
issued by the Department of Culture, Media and Sport. 

12.2 The provisions for the determination of Club Premises Certificates will 
be the same as those used for a Premises Licence. 

12.3 The policy shall apply to all new consents, renewals, transfers and 
variations to the following: 

• Premises Licences 

• Club Premises Certificates 

• Personal Licences 

• Temporary Event Notices 

12.4 Premises must be constructed or adapted so as to be safe and 
appropriate to the nature of the activities to be licensed. In the course of 
construction, alteration, extension a Premises can be granted a 
provisional statement, pending completion to the required standard and 
compliance with all other requirements. 

12.5 Applicants will be expected to undertake a thorough and appropriate 
risk assessment of their business having regard to the licensing 
objectives. 

12.6 Applicants should be aware of any local crime reduction; tourism and 
cultural strategies adopted by the Council and where appropriate to take 
account of these when formulating their Operating Schedules. 

12.7 In considering all licence applications the Council will take account of 
the measures proposed to promote the four licensing objectives. The 
Council will expect the Operating Schedule to address these issues 
from the design through to the daily operation of the business. 
Particular attention will be paid to the following: 
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• Internal safety arrangements 

• All means of escape 

• Steps the applicant has taken to prevent public nuisance both in and 
around the premises 

• Measures to prevent disorder and secure public safety in and 
around the premises 

• Measures to prevent the illegal use of drugs 

• Measures to prevent age-related offences in and around premises  

12.8 If the police object to any application on the grounds of crime 
prevention the applicant is entitled to a hearing before the Licensing 
Committee according to the scheme of delegation. 

12.9 Each application will be considered on its individual merits and 
decisions made in relation to licensing applications will be made entirely 
separately from any decision in relation to planning. 

12.10 If there is a language difficulty with either the applicant or any objector 
the services of an interpreter will be necessary. Relatives of applicants 
or objectors will be regarded as independent. The Council will be 
prepared to organise an interpretation service but the applicant or 
objector will be responsible for any fees. 

13. CONDITIONS 

13.1 Licensing is about the appropriate control of licensed premises, qualifying 
clubs, temporary licences and the people who hold Personal Licences within 
the terms of the Act. Where relevant representations are made the Council 
will seek to make judgements as to whether conditions needs to be 
attached to a licence, certificate or permission to secure the 
achievement of the licensing objectives. 

13.2 Conditions attached to licences and certificates will be tailored to the 
specific style and character of the premises and events concerned. They 
will relate to matters within the control of the licensee, the premises 
themselves and the immediate vicinity in order to meet the licensing 
objectives. 

13.3 Upon grant of the licence the Act sets out mandatory conditions, which 
will be attached in certain circumstances. In addition to these, special 
conditions may also be attached. These conditions will be appropriate to 
the nature of the activities specified in the Operating Schedule and shall 
reflect the four licensing objectives. Any special conditions will be 
drawn from the pool of conditions set out in Appendix A. 
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13.4 A suitable individual who is also a Personal Licence holder must be 
nominated as a Designated Premises Supervisor responsible for the day 
to day management of the premises at any time when it is open for the 
sale of alcohol. 

13.5 The Council may set maximum occupancy levels in consultation with 
North Yorkshire Fire and Rescue Service for licensed premises. 
Premises where a fire certificate has been issued which imposes an 
occupancy level will not have an occupancy level imposed under the 
Premises Licence, unless the Fire Authority recommends a change. 

13.6 Whenever any persons are employed at licensed premises to carry out 
door security such persons must be licensed with the Security Industry 
Authority and this requirement will be imposed as a condition. The 
Council may also consider that certain premises require stricter control 
for the purposes of promoting the reduction of crime and disorder. In 
such cases the Council may impose a condition that licensed door 
supervisors must be present at the premises either at all times or at 
such times as certain licensable activities are being carried out. 

13.7 Licensees will be expected to keep a record clearly identifying all door 
security personnel employed at the premises together with an incident 
book. Both registers shall be available for inspection by an authorised 
officer of the council or a Police Officer. 

14. FILMS 

14.1 No film shall be exhibited at licensed premises which is likely to lead to 
disorder. If the Council believes that a particular film falls into this 
category it will not be shown. 

14.2 In connection with a film exhibition, conditions will specify that 
immediately before each showing a film passed by the British Board of 
Classification there shall be exhibited on screen for at least five seconds 
in such a manner as to be easily read by all persons in the auditorium, a 
reproduction of a certificate of the Board, or as regards a trailer 
advertising a film, a statement approved by the Board indicating the 
category of the film. 

14.3 No film shall be available to the public without being classified. If it is 
unclassified it must be made available to the Council 28 days prior to 
screening. 

14.4 Where videos are shown on licensed premises they should be suitable 
for children where the entry of children is permitted within the Operating 
Schedule. 

14.5 The admission of children to any film shall be restricted in accordance 
with the recommendations given to films by the above Board or the 
Council. 
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14.6 If the Council do not agree with the category in which the films have 
been passed by the Board they shall be at liberty to alter such category 
and, on notice of such alteration being given to the licensee, the film 
shall be treated as having been placed in the altered category and 
conditions appertaining to the altered classification shall be complied 
with. 

14.7 The licensee shall maintain good order and decent behaviour in such 
licensed premises. In addition the licensee shall immediately inform 
North Yorkshire Police in the event of any indecent conduct occurring 
on the premises. 

14.8 The nature of any certificate received in respect of a film shall be clearly 
indicated by the letters U, PG, 12, 12A, 15 or 18. 

14.9 No advertisement, displayed at the premises relating to a film to be 
exhibited at the premises, shall depict a scene that is not included in 
that film as certified by the British Board of Classification or the Council. 

14.10 Where the Council have given notice in writing to the licensee of the 
premises objecting to any advertisement on the grounds that, if 
displayed it would offend against good taste or decency or be likely to 
encourage crime or lead to disorder, that advertisement shall not be 
displayed without the written consent of the Council and any conditions 
of such permissions shall be complied with. 

14.11 If the Council request that the licensee show them a film, this will be 
shown at a reasonable time as directed by the Council in writing. 

14.12 For the purposes of this licence “film exhibition” means any exhibition of 
moving pictures other than the simultaneous exhibition of television 
programmes, programmes included in a cable programming service, or 
programmes received via a satellite or similar receiver. 

15. PREMISES LICENCE 

15.1 The application of a Premises Licence is open to any person aged over 
18 years, any business or partnership. The application must be 
accompanied by the following: 

• Application form 

• Required fee 

• Operating Schedule 

• A scale plan of the premises to which the application relates in the 
prescribed form 
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• If the premises involve the supply of alcohol, a form of consent from 
the individual who is to be specified as the Designated Premises 
Supervisor 

• Application to be advertised in the prescribed manner 

15.2 The Operating Schedule should include  information to enable the 
Council, responsible authorities or any interested parties to assess the 
steps taken by the applicant to promote the licensing objectives. For the 
premises where alcohol is to be sold for consumption on the premises, 
it would be valuable to know the extent of seating, the type of activities 
available and whether licensable under the Licensing Act 2003 or not. If 
there is to be dancing on the premises the Schedule should describe the 
type of dancing, if striptease or lap dancing is involved and the 
circumstances of this form of entertainment. 

Other examples of information required in the Operating Schedule are 
as follows: 

• relevant licensable activities to be conducted on the premises; 

• times/days including holiday periods or different times of the year 
the activities will take place; 

• any other times the premises will be open to the public; 

• where the licence is required for a limited period the period indicated 

• if the activities include the supply of alcohol, the name and address 
of the Designated Premises Supervisor; 

• if the alcohol is to be supplied, whether it is to be consumed on or 
off the premises; 

• the steps the applicant proposes to promote the licensing 
objectives; 

• the applicant will be expected to undertake a through risk 
assessment with regard to the licensing objectives when preparing 
the application. 

15.3 Small Venues Providing Dancing and Amplified or Non Amplified Music. 
These include the following: 

• a Premises Licence or Club Premises Certificate which authorises 
the supply of alcohol for consumption on the premises and the 
provision of music entertainment; 

• the relevant premises are used primarily for the consumption of 
alcohol on the premises; 
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• the premises have a capacity for up to 200 persons. 

Any condition relating to the provision of music entertainment imposed 
on the licence by the Council other than those set out by the licence or 
Certificate which are consistent with Operating Schedule, will be 
suspended except where they are imposed as being necessary for 
public safety or the prevention of crime and disorder. 

In addition where: 

• a Premises Licence or Club Premises Certificate authorises the 
provision of musical entertainment; 

• the premises have a capacity limit of 200. 

then during the hours between 8am and midnight, if the premises are 
being used for unamplified  music or the facilities to enable people to 
take part in such entertainment but no other description of regulated 
entertainment, then no conditions except those included in the licensee 
to comply with the operating schedule will apply. The provisions of this 
section can be dis-applied in the event of a review of the licence. 

15.4 Wholesale of alcohol. The wholesale of alcohol to the public is now a 
licensable activity under the Act. There will therefore be the need for a 
Premises Licence and a Designated Premises Supervisor. 

15.5 Internet and mail order sales. A Premises Licence will be required for 
the warehouse storage of the alcohol. 

15.6 Regulated entertainment. This will require a Premises Licence. 

15.7 Late night entertainment. The provision of hot food and hot drink for 
consumption either on or off premises between 11.00 p.m. and 5.00 a.m. 
is licensable under the Act. The exception to this requirement includes: 

• Clubs, serving to their members only 

• Hotels or comparable premises serving to customers 

• Premises serving to their own employees 

• Premises serving to guests of any individuals falling into any of the 
above categories. 

15.8 Restaurants and cafes.  These will require a premises licence in respect 
of hot food. For the sale of alcohol both a Premises Licence and 
Personal Licence will be required. 

15.9 Casinos and Bingo Clubs. Where activities are licensable under the Act 
the conditions imposed will apply alongside those imposed under the 
Gaming Act. 
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15.10 Garages. Normally the sale of alcohol from a garage is prohibited, but 
each case will be judged upon its own merits considering the main 
function of the premises. 

15.11 Vehicles. The sale of alcohol or the provision of other licensable activity 
from vehicles or other moveable structures may only be carried out from 
a premises or site holding a Premises Licence. It should be noted that 
performances taking place when the vehicle is in motion is exempt. 

15.12 Vessels and ships.  These are licensable where they are moored. 

15.13 Sports grounds. Premises subject to the Safety of Sports Grounds Act 
shall have safety taking precedence over conditions imposed or 
activities authorised by the Licensing Act 2003 during the time the 
Safety Certificate applies. 

15.14 Vending machines. Premises selling hot food or drink between 11pm 
and 5am will need to apply for a Premises Licence unless exempted. See 
14.7 above. 

15.15 Amusement with Prize Machines. Please refer to paragraphs 1.23, 1.24 
and 1.25. 

16. CLUB PREMISES CERTIFICATE 

16.1 A Club Premises Certificate is required in order that qualifying clubs can 
supply alcohol or provide other licensable activities on Club premises. 
However such premises do not require either a Personal Licence or a 
Designated Premises Supervisor. 

16.2 Club Premises Certificates will be issued to Clubs formerly known as   
Registered Members Clubs. To be eligible for a Club Premises 
Certificate the club the members must have joined together for a 
particular social, sporting or political purpose and then have combined 
to purchase the alcohol in bulk for supply to members and guests. 
Qualifying conditions are specified in Section 61 of the Act and the 
Council must be satisfied that these conditions have been met. In 
particular the Club must be non-profit making and there must be a 48 
hour delay between application and acceptance of new members. 

16.3 The Club must be established and conducted in ‘good faith’. 

16.4 Any member of a club can apply for a Club Premises Certificate 
provided they are over 18 years of age. However, an application is 
required to be accompanied by the following: 

• the required fee; 

• the operating schedule; 

• a scale plan of the premises in the prescribed form; 
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• a copy of the Club rules; 

• a copy of the notice to be advertised in the prescribed form. 

16.5 Operating Schedule The Council will require the Club to produce an 
Operating schedule which should include the following detail: 

The qualifying club activities to which the application relates; 

• The proposed hours of those activities and any other times during 
which it is proposed that the premises are to be open to the public; 

• Where the relevant qualifying club’s activities include the supply of 
alcohol, whether the supplies are for consumption on or off the 
premises; 

• Information to enable either the Council, other responsible authority 
or interested party to assess the steps taken by the applicant to 
promote the licensing objectives. 

16.6 Where a club intends to admit the general public to Regulated 
Entertainment then a Premises Licence or a Temporary Event Notice is 
required. Where alcohol is sold and there is a Premises Licence then 
there will also be a requirement to obtain a Personal Licence. 

16.7 If an applicant wishes to vary a Club Premises Certificate, the Council 
require the application to be processed in the same manner as a 
Premises Licence. 

16.8 The Council will require the club secretary’s contact details to be readily 
available. 

17.  PERSONAL LICENCES 

17.1 The Council will grant Personal Licence applications providing the 
following criteria are met: 

(a) the applicant is over 18; 

(b) contains the required fee; 

(c) the applicant possesses a relevant licensing qualification; 

(d) the applicant has not forfeited a Personal Licence in the previous 
five years from the day the application is made; 

(e) the applicant has not been convicted of any relevant offence which 
is defined in the Act; 

(f) the Police have not given an objection notice about the grant of a 
Personal Licence following notification of any unspent relevant 
offences; 
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(g) the application has been submitted correctly. 

17.2 Applicants will be required to produce a current Criminal Record Bureau 
Certificate which should be copied to the Police along with the 
application. The Council will consult with the Police regarding any 
relevant offences. 

17.3 Applications will generally be granted unless there are good reasons for 
not doing so. For an applicant who has relevant convictions the refusal 
of the application will be the normal course unless there are in the 
opinion of the Council exceptional and compelling circumstances that 
justify granting the application. 

17.4 If a representation is made by the Police to an application the matter will 
be referred to the Licensing Committee. 

17.5 Where an applicant for a Personal Licence has an unspent criminal 
conviction for a relevant offence, the Police and Council may interview 
the applicant should the Police decide to object to the grant of the 
Licence. 

17.6 The Personal Licence holder has a duty to inform the Council of any 
new relevant convictions. 

17.7 The Council will require one of the Personal Licence holders to be a 
Designated Premises Supervisor who is in charge of the day to day 
running of the business. 

17.8 Where the Designated Premises Supervisor is not available at the premises 
the Council will expect an individual to be nominated as a point of 
contact who will have details where the Designated Supervisor can be 
contacted. 

17.9 The Premises Licence will specify the name of the Designated Premises 
Supervisor. It is the responsible of the Premises Licence holder to notify 
the Council immediately of any change of Designated Premises 
Supervisor. 

17.10 Where a Personal Licence holder is convicted of a relevant offence, the 
Court will advise the Council accordingly. On receipt of such 
notification, the Council will contact the holder within 14 days 
requesting return of the licence so that the necessary action can be 
taken. Licensees are advised to let the Council know of any relevant 
convictions. 

18 TEMPORARY EVENT NOTICES 

18.1 The Act provides for certain occasions when regulated entertainment at small 
scale events (events for not more than 499 people at a time and lasting for no 
more than 96 hours) do not need a licence but do need to provide advance 
notice to the Police and Council. The Police can only object to a Temporary 
Event Notice if the event is likely to undermine the crime prevention objective. 
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18.2 Where a Premises Licence would normally be required for a short period of 
time a Temporary Event Notice may be a better and easier alternative. 
Temporary Event Notices are subject to various conditions and limitations 
which concern the following: 

(a) the duration is limited for a period up to 96 hours; 

(b) they cannot involve the presence of more than 499 people at any 
one time; 

(c) the same premises can be used for up to 12 occasions in a calendar 
year but the aggregate number of days must not exceed 15; 

(d) a Personal Licence holder is limited to 50 per year 

(e) a person not holding a Personal Licence is limited to 5 per year. 

18.3 If the above conditions are not fulfilled, an event at which licensable 
activities are to take place would require a Personal Licence. 

18.4 The law states that 10 working days notice must be given to the Police 
and the Council prior to the date of the event, the less time that is given 
may increase the likelihood of the Police objecting. The Council would 
recommend that at least 28 days notice be given to hold such events to 
allow consideration of the application or full guidance to be given to 
organisers to run their event in a proper manner. The Council would 
also expect applicants to adequately inform local residents of such 
intended events. 

18.5 In the event of a representation from the Police, the Council will hold a 
hearing not less than 24 hours before the event is due to take place. 

18.6 It should be noted that for events concerning more than 499 people a 
Premises Licence will be required for a limited period and where the sale 
of alcohol is involved there must be a Designated Premises Supervisor 
specified on the application who must be a Personal Licence holder. 

18.7 Much larger crowds may attend large scale temporary events and the risk to 
public safety, nuisance, crime and disorder is therefore increased. The 
Council should be given early notice of such major events to discuss 
Operating Schedules with the organiser prior to a formal application 
being submitted. It will be required that public safety, nuisance, crime 
and disorder be taken into account and for that reason organisers 
should refer to the following documents: 

• The Event Safety Guide – a guide to health, safety and welfare at 
music and similar events (HSE 1999) (“The Purple Book”) ISBN 
07176 24536;HSG 195-7; 

• Managing Crowd Safety (HSE 2000) ISBN 07176 15804; 
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• Five Steps to Risk Assessment – case studies (HSE 1998) ISBN 
07176  15804; 

• The Guide to Safety at Sports Grounds (The Stationary Office 1997) 
(“The Green Guide”) ISBN 011 3000952; 

• Safety Guidance for Street Acts, Carnivals, Processions and Large 
Scale Performances published by the Independent Street Arts 
Network. 

18.8 In general Temporary Event Notices do not require the Council’s permission. 
However, the Police may object on the grounds of disorder at the event. The 
Council would normally only intervene if the limit on the number of Notices 
that may be given in various circumstances would be exceeded or the event 
does not conform to the requirements of the Act. 

18.9 Many premises users giving temporary event notices will not have commercial 
backgrounds or ready access to legal advice. The Council will ensure that 
guidance about temporary permitted activities is clear and 
understandable and will strive to keep arrangements manageable and 
user-friendly for these groups. 

18.10 In giving notification of a Temporary Event the following information 
must be available to the Council and the Police: 

(a) Location of the event; 

(b) the licensable activities to take place at the event; 

(c) the period during which it is proposed to use the premises for 
licensable activities; 

(d) the times of the event the premises user proposes that the 
licensable activities shall take place; 

(e) the maximum number of persons it is proposed be allowed on the 
premises; 

(f) where the licensable activities include the supply of alcohol, 
whether the supplies are proposed to be for consumption on or off 
the premises; 

(g) any other matters that may be prescribed in pursuance of the 
licensing objectives. 

18.11 The Council will not seek to attach any restrictions on such events other than 
those set down in the legislation. However, the Council will provide advice 
about respecting the concerns of residents; other legislation 
requirements regarding health and safety, noise pollution and the 
building of temporary structures; or other necessary permissions or 
considerations. The Council will also remind notice givers of relevant 
offences under licensing law. 
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18.12 The purpose of the notification is to enable the Council to check that all the 
limitations set down in the Act are being observed and to intervene if they are 
not.  Where the application is not within the parameters described above 
the Council will issue a counter notice to the person giving notice. 
Where the notice is in order, the fee paid, the event falls within the Act 
and there has been no Police intervention, the Council will record the 
notice in its register and send an acknowledgement to the premises 
user. 

19. PROVISIONAL STATEMENT 

19.1 If premises are being constructed for the purpose of being used for one or 
more of the licensable activities or are being extended or otherwise altered for 
that purpose a person may apply for a Provisional Statement if that person 
is interested in the premises and provided that an individual is aged over 18 or 
over. Regulations can be made regarding advertising of the application. 

19.2 Any application for a Provisional Statement must be accompanied by a 
schedule of works. This will include details of the licensable activities, a 
plan of the premises and other information as may be prescribed. 

19.3 If an application is made for a Provisional Statement and the Council is 
satisfied that the applicant has complied with all necessary 
requirements and no relevant representation have been received then 
the Council will issue a Provisional Statement. 

19.4 Where relevant representations are made and not withdrawn the Council 
must arrange a hearing. After listening to the representations at this 
hearing the Council can decide to grant the Provisional Statement 
subject to conditions or exclude from the scope of the provisional grant 
any of the licensable activities mentioned in the application, or refuse to 
specify a person on the Licence as the Designated Premises Supervisor 
or reject the application. 

19.5 If a Provisional Statement has been issued and the person subsequently 
applies for a Premises Licence in respect of the premises, a part of them 
or premises that are substantially the same as the relevant premises; 
and the application for the Provisional Statement; and the work 
described in the schedule of works accompanying the application for 
that statement has been satisfactorily completed; then any 
representations shall not be taken into account if: 

(a) given the information in the application for the Provisional 
Statement the person objecting could have made the same or 
substantially the same representation about the application but 
failed to do so without reasonable excuse; and 

(b) there has been no material changes in circumstances relating 
either to the relevant premises or to the area in the vicinity of 
those premises. 
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20. CONSULTATION 

20.1 This section of the policy outlines the licensing consultation process. The aim 
of consultation is to provide the opportunity for all parts of the community to 
be involved in the licensing process. The consultation process shall apply in 
respect of all applications for new consents and variations to Premises 
Licences and Club Premises Certificates. 

20.2 Applicants will be required by regulations to: 

• advertise the application within a prescribed period in a prescribed 
form and in a manner which will be prescribed and that is likely to 
bring it to the attention of interested parties; 

• give notice of the application to each responsible Authority and 
such other persons as may be prescribed within the prescribed 
period; 

• regulations will prescribe the period during which interested parties 
and responsible authorities may make representatives to the 
licensing authority about the application. 

20.3 If relevant representations are made and not withdrawn the Council will hold a 
hearing and at that hearing the Council may: 

(a) modify the conditions of the licence/certificate; or 

(b) reject the whole or part of the application 

20.4 The licence/certificate will not be varied so as to:  

(a) extend the period for which the licence has effect; or 

(b) to vary substantially the premises to which it relates. 

20.5 The Council may vary a Premises Licence/Certificate so that it has effect 
subject to different conditions in respect of; 

(a) different parts of the premises concerned; and  

(b) different licensable activities. 

20.6 Interim Authority Notices. Generally a licence will remain in force for as long 
as the licensee continues to operate the business. However, if the holder or a 
Premises Licence dies, becomes mentally incapable or becomes insolvent 
then the Premises Licence will lapse. 

20.7 If, within a seven day period a person who had an interest in the 
premises concerned or is connected to the person who held the 
Premises Licence immediately before it lapsed gives the Council an 
‘Interim Authority Notice’, the licence will be reinstated for a two month 
period. 
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20.8 At the end of the two months it will lapse unless an application for a 
transfer of the licence is received. 

20.9 A person is connected to the former holder of a Premises Licence if, and 
only if: 

(a) the person is the personal representative in the event of the 
holder’s death; 

(b) in respect of someone who has become mentally incapable the 
person is acting under Section 6 of the Power of Attorney Act 1985; 
or 

(c) in the event of insolvency the person is acting as an Insolvency 
Practitioner. 

20.10 Interim Authority Notices must also be served on the Police. If the Police 
consider that the grant of an Interim Authority Notice would undermine 
the prevention of the crime objective, the Council will arrange a hearing 
to consider the Notice. 

20.11 Transfer of Premises Licences. The following persons may apply for the 
transfer to them of a Premises Licence; 

(a) any person who conducts a business which involves the use of a 
premises for licensable for activities, authorised by the Premises 
Licence; 

(b) any person who makes the application in pursuance of one or more 
of its statutory functions which relate to those licensable activities; 

(c) a relevant Club within the meaning of the Act; 

(d) a charity; 

(e) an educational institution; 

(f) a hospital; 

(g) any person of such other description as may be prescribed. 

20.12 Notice of the application must be given to the Police. 

20.13 If the Police consider the granting of the application would undermine the 
crime prevention objective they must give notice within 14 days to the Council 
giving reasons for that decision. In such circumstances, unless the objection 
is withdrawn, the Council must arrange a hearing and must reject the 
application if they consider it necessary for the promotion of the crime 
prevention objective to do so. 

20.14 An application for a transfer of a licence can contain a request that the 
transfer has immediate effect. Such a request can only be made with the 
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consent of the holder of the Premises Licence unless the applicant has 
taken all reasonable steps to obtain that consent and would be in a 
position to use the premises whilst the application is pending for the 
licensable activities authorised by the Premises Licence. 

20.15 A full transfer of the Licence can only be made with the consent of the 
Premises Licence holder unless identical circumstances apply. 

In the event of a death, incapacity or insolvency of a Premises Licence 
holder and where no Interim Authority Notice has been given, provided 
that an application is made within 7 days after the licence lapsed, a 
person can make an application for the transfer of the licence. 

20.16 Review of Premises Licences. Reviews of Premises Licences represent a 
key protection for the community where problems associated with disorder, 
public safety or disturbance are occurring. 

If relevant representations are made about a current licence, the Council 
will hold a hearing to consider them unless the Council, the applicant 
and everyone who has made representations agreed that the hearing is 
not necessary. 

20.17 A licence review will normally follow any action by the Police to close 
down the premises for up to 24 hours on grounds of disorder or public 
nuisance. 

APPEALS 

20.18 Entitlement to appeal for parties aggrieved by the decisions of the Council are 
set out in Schedule 5 of the Act. 

20.19 Other than in the case of Personal Licences, an appeal against a decision 
by the Council has to be made to the Magistrates Court. 

20.20 In cases of Personal Licences the appeal must be made to the Magistrates 
Court in the area in which the Personal Licence was issued. 

20.21 Where an applicant is aggrieved by a condition, decision or relevant 
representation from a responsible authority or relevant person, there is 
a right to appeal. This appeal must be lodged within a period of 21 days 
from the day on which the applicant was notified by the Council of the 
decision and must be made to the Magistrates Court. 

20.22 In determining an appeal the Court may: 

(a) dismiss the appeal; 

(b) substitute for the decision appealed against any other decision, which 
could have been made by the Council; 

(c) remit the case to the Council to dispose of it in accordance with the 
discretion of the Court. 
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20.23 Upon notification of the Court’s decision the Council will seek to action 
that determination without undue delay, unless ordered by a higher 
Court to suspend such action. The Act provides for no further appeal 
against the determination of the Magistrates Court. 

20.24 The Court may make such orders as to costs as it thinks fit. 

20.25 The Council will maintain comprehensive records recording the reasons 
for the decisions. 

20.26 The Council will also address the extent to which the decision has been 
made with regard to its statement of licensing policy and its associated 
Guidance. 

21. COMPLAINTS AGAINST LICENSED PREMISES. 

21.1 Complaints relating to the activities carried out at licensed premises of any 
description will be referred to the Council’s Licensing Section. In the first 
instance, complainants will be encouraged to raise the complaint 
directly with the licensee or business concerned. 

21.2 The Council where practicable will seek to facilitate mediation between 
applicants, relevant statutory agencies and occupiers of nearby 
premises, local residents groups, communities or interested groups 
where significant issues have arisen relating to a licence application. 
The Council, where possible will facilitate mediation through: 

• identification of potential issues for other relevant statutory 
agencies particularly regarding the safety and amenity of residents; 

• negotiation of potential conditions to reflect resolutions of mediation 
forums. 

21.3 This process will not override the right of any interested party to ask 
that the Council consider their valid objections or for any licence holder 
to decline to participate in a mediation meeting. 

21.4 The Council will disregard any representations which are irrelevant, 
frivolous or vexatious. 

21.5 A senior Police Officer may under the Act close premises in the interest of 
public safety for up to 24 hours on the grounds of likely or imminent disorder 
on or in the vicinity of the premises. 

21.6 Additionally a review of the licence will take place within 28 days of any 
action by the Police to close down the premises for up to 24 hours or 
longer if so granted by the Magistrates Court on the grounds of 
disorder or public nuisance. 

22. ENFORCEMENT 
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22.1 Where necessary, enforcement action will be taken in accordance with the 
principles of the Enforcement Concordat and the Licensing Authority’s 
Enforcement Policy. Effective enforcement is necessary to meet the licensing 
objectives and to support local residents and businesses. 

22.2 The Council will have regard to the principles recommended by the 
‘Better Regulation Task Force’ for good enforcement and in particular 
to: 

Targeting. This will focus upon the activities that give rise to the 
most serious risks. Risk rating of premises will be based on the 
LACORS document for assessing inspection frequency for premises 
falling within the provisions of the Act. 

Consistency. Each situation within the district will be met with a 
consistent approach. 

Transparency. This will involve assisting duty holders to understand 
what is expected both by the Council and the Act. 

Proportionality. Any action taken will be proportionate to the 
challenge posed. 

22.3 The Council understands that the effectiveness of its licensing policy 
will be determined by the enforcement action it undertakes. As a 
consequence it will undertake routine monitoring of licence conditions 
on a risk based programme. 

UNDERAGE DRINKING 

22.4 Selby District Council is anxious to reduce alcohol induced problems 
within the district and in particular where it concerns persons under 18 
years of age. As a consequence it commends the Portman group code 
of practice on the naming, packaging and promotion of alcoholic drinks 
and will support the enforcement of underage purchase of alcohol. To 
this end the Council will work closely with our partner agencies. 

 

23. ADMINISTRATION, EXERCISE AND DELEGATION 

23.1 The Council has established a Licensing Committee of 10 members to 
administer licensing issues. This Committee in turn can create Licensing Sub-
Committee’s 

23.2 Many of the decisions and functions are largely administrative in nature and 
where no representations have been made it is anticipated these functions will 
be delegated to appropriate Council Officers. 

23.3 Applications where there are relevant representations will be dealt with 
by the Licensing Sub-Committee unless there are prescribed reasons 
for not doing so. 
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23.4 Unless there are compelling reasons to the contrary, the Council will 
require the Licensing Committee or its Sub-Committee to meet in public. 
However, this will not prejudice members meeting in private session to 
consider their decision. 

23.5 “Relevant representations” are defined by the Act as those 
representations which are: 

(a) about the likely effect of the Premises Licence on the promotion 
of the Licensing objectives 

(b) made by an interested party or a responsible authority, have not 
been withdrawn and, in the case of representations made by an 
interested party they are not in the Council’s opinion irrelevant, 
frivolous or vexatious. 

23.6 An ‘Interested Party’ means any of the following: 

(a) a person living in the vicinity of the premises; 

(b) a body representing persons who live in that vicinity; 

(c) a person involved in a business in that vicinity; 

(d) a body representing persons involved in such business. 

23.7 Schedule of Delegated Functions 
 
 
Matter to be dealt with Full Committee Sub-Committee Officers 

Application for Premises 
Licence/Club Premises 
Certificate 

 If a relevant 
representation is 
made 

If a relevant 
representation is 
made 

Application for 
Provisional Statement 

 If a relevant 
representation is 
made 

If a relevant 
representation is 
made 

Application to vary 
Premises Licence/Club 
Premises Certificate 

 If a relevant 
representation is 
made 

If a relevant 
representation is 
made 

Application to vary 
Designated Personal 
Licence Holder 

 If a relevant 
representation is 
made 

If a relevant 
representation is 
made 

Request to be removed 
as Designated Personal 
Licence Holder 

 If a Police objection All cases 

Application for transfer 
of Premises Licence 

  All other cases 

Application for Interim 
Authorities 

 If a Police objection All other cases 
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Matter to be dealt with 
 

Full Committee 
 

Sub Committee 
 

Officers 
 

Application to review 
Premises Licence/Club 
Premises Certificate 

 If a Police objection  

Decision of whether a 
complaint is irrelevant, 
frivolous or vexations 
etc. 

 All cases  

Decision to object when 
Local Authority is a 
Consultee and not the 
relevant Authority 
considering the 
application 

  All cases 

Determination of a 
Police representative to 
a Temporary Event 
Notice 

 All cases  

24. POLICY CONSULTATION REVIEW 

24.1 The policy came into effect on 7th February 2005 and will remain in force 
for 3 years. During this period the policy will be subject to periodic 
review and further consultation. 

24.2 In developing this policy the Counci has consulted widely to ascertain 
an appropriate licensing framework for its area.  The bodies consulted 
have included those bodies specified under the Act and include: 

The Police 

The Fire Authority 

Current Licence holders 

Representatives of the local licensing trade 

Representatives of local businesses and residents. 

25.3 In addition the Council has consulted: 

Representatives of the local strategic partnerships 

The health care trust 

Solicitors 

Schools and Colleges 

CAMRA   
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Social Board – 13 November 2007 
 
Minute 453 – General Fund – Budget Management to 30 September 
2007 
 
The Head of Service – Housing informed councillors of variations between 
budgeted and actual expenditure and income for the financial year to 30 
September 2007.  
 
Resolved: 
 

(i) That the report be noted; and 
 
(ii) Councillors endorsed the actions of officers. 

 
Recommendation to Policy and Resources Committee that: 
 

(i) The £50,000 budget for Private Sector Grant, identified as a 
Gershon cashable saving in error, be reinstated; and 

 
(ii) The £20,950 supplementary estimate supporting the 

Concessionary Fares budget be approved. 
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Agenda Item No:  
___________________________________________________________________ 
 
Title: General Fund - Budget Management to 30 

September 2007 
  
To: Social Board 
  
Date: 13 November 2007 
  
Service Area: Housing Services (GF), Environment & Leisure 

Services, Policy & Performance and  
Finance & Central Services 

  
Author: Operational Management Team 
  
Presented by: Mark Steward, Head of Housing Services 
  
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 To present councillors with details of major variations between budgeted and 

actual expenditure and income for the Board for the 2007/08 financial year to 
30 September 2007. 

  
2 Recommendations: 
  
2.1 i. Councillors endorse the actions of officers and note the contents 

of the report. 
ii. Councillors approve the reinstatement of the £50,000 budget for 

Private Sector Grant, identified as a Gershon cashable saving in 
error. 

iii. Councillors approve the £20,950 supplementary estimate to 
support the Concessionary Fares budget. 

  
  
3 Executive Summary 
  
3.1 
 
 

This report provides details of Social Board expenditure and income 
variations for the financial year 2007/08, and recommends appropriate action 
where required. 
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3.2 The total underspend on Social Board budgets to the end of September is 

£215,105 and budget officers are predicting that this will increase to a £3,830 
overspend by the end of the financial year.  Approved changes to the budget 
in the first six months of 2007/08 are £400,200 which includes cashable 
Gershon efficiencies of £50,680.  Further investigations have shown that the 
£50,000 cashable saving for Private Sector Grants is in fact not a Gershon 
efficiency, but a base budget saving which has already been taken in to 
account for 2007/08. The budget requires reinstatement of the approved 
£50,000 budget reduction. The comments from budget officers are shown in 
the main body of the report. 

  
4 The Report 
  
4.1 As part of the Key Lines of Enquiry (KLOE) use of resources assessments 

and improvements councillors must be kept informed on a regular basis of 
the financial well-being of the budgets for which the Board is responsible.   

  
4.2 Budgetary control is the responsibility of the relevant head of service.  Each 

head of service ensures that there is an accountable budget manager or 
budget officer for each item of expenditure and income under their control. 

  
4.3 Accountancy officers liaise with each budget officer and head of service to 

ensure that sufficient information is provided to monitor and manage budgets 
on a regular basis.  The information in this report is derived from information 
supplied by budget officers and heads of service. 

  
4.4 The table in Appendix A shows details of all variances within Social Board 

budgets for the 2007/08 financial year to 30 September 2007, summarised at 
service level. 

  
4.5 This report will comment on any major variances to date and forecasted 

variances and where necessary recommend a course of action.  A major 
variance is one greater than or equal to £5,000 and 10% of profiled budget, 
or less than or equal to -£5,000 and –10% of profiled budget.  In addition, 
budget variances exceeding £25,000 and -£25,000 will be discussed if they 
do not meet the +/- 10% criteria, as these are considered material.  

  
4.6 This report has been produced on an exception basis.  Any variances that do 

not exceed the criteria in paragraph 4.5 will not be discussed.   
  
 Budget Adjustments 
  
4.7 
 

During the second quarter there have been adjustments to the budget, the 
value of which are summarised in Table 1. 
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4.8 Table 1: Changes to budget to date 
  
  Approved 

Changes 
Quarter 1

Approved 
Changes 
Quarter 2

Approved 
Changes 
Quarter 3 

Approved 
Changes 
Quarter 4

 £ £ £ £
Approved Bids 5,000  
Carry Forward Budgets 108,550  
Contingency Drawdown 7,530  
Deferred Charges 370,000  
Virements – Permanent (177,880) 137,680  
Gershon Efficiencies (50,680)  
Total Adjustments 305,670 94,530   

  
 

 Budget Variances 
  
4.9 This report has identified several actual and forecasted major variances 

within Social Board: -  
  
 General Fund Housing 

Actual Underspend to Date (£157,820) and 80% 
Forecast budget on track 

  
4.10 The PFI scheme is £48,976 underspent.  The variance relates to 

contributions made under the scheme which are underspent according to the 
profile as payments to South Yorkshire Housing for August & September 
have not been made, however the estimated budget is accurate and will be 
re-profiled. 

  
4.11 Supporting People Grant payments and income are exceeding budget by 

£103,515. The grant iawarded is to contribute to the full year costs of the 
warden service within the HRA. At year end this grant income is transferred 
to the HRA and has a cost neutral effect on the General Fund. Any costs not 
covered by the grant are borne within the HRA. 
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 Social GF Miscellaneous 
Actual Underspend to Date (£45,155) and (10%) 
Forecast Overspend £20,950 and 3% 

  
4.12 The concessionary fares budget was increased to take account of the new 

scheme which changed from half fare bus travel to free bus travel in North 
Yorkshire & the City of York in 2006. 
The budget has not been easy to profile due the new scheme and 
uncertainty about what the take-up would be. The underspend is due to 
several factors – payments such as re-imbursements to taxi firms, 
consumables, such as cards and ribbons are based on demand for the 
scheme and therefore make it difficult to profile accurately. Also there is an 
additional reimbursement payment due to Arriva who have experienced a 
higher than expected level of growth across all services in the current year. 
The payment to Arriva from Selby District Council is expected to be £84,000. 
 A supplementary estimate of £20,950 based on projections to date will need 
to be submitted for the shortfall between the budget of £563,050 and the 
projected outturn of £584,000. 

  
 Parks and Open Spaces 

Actual Underspend to Date (£13,939) and (28%) 
Forecast Underspend (£1,202) and (1%) 

  
4.13 This underspend is due to the late receipt of 2 invoices from the Grounds 

Maintenance Contractor.  In addition a review is currently being undertaken 
of the grounds maintenance costs within this budget as a result of the award 
of the new contract earlier this year.  

  
 Recreation grounds – Non Sports 

Actual Underspend to Date (£7,089) and (73%) 
Forecast Underspend (£325) and (1%) 

  
4.14 Like Parks & Open Spaces, the underspend is due to the late receipt of 2 

invoices from the Grounds Maintenance Contractor.  In addition a review is 
currently being undertaken of the grounds maintenance costs within this 
budget as since the award of the new contract earlier this year there are 
month on month underspends on the budget for grounds maintenance.  

  
 Leisure & Cultural Services 

Actual Overspend to Date £9,799 and 10% 
Forecast Underspend (£12,480) and (8%) 

  
4.15 There is an overspend of £33,109 on Groundwork Selby staff, is as a result 

of the payment for the 2nd Quarter salaries not being recharged to 
Groundwork Selby at the time the report was compiled 

  
4.16 The use of the Leisure Card scheme within the Leisure Centres is less than 

budgeted for this year due to uptake. This has resulted in a (£8,102) 
underspend. It is anticipated that there will be a (£10,000) underspend at 
year end as uptake is expected to increase over the winter months. 
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4.17 The Sports Development underspend (£9,497)  is as a result of an 

underspend within the salaries budget due to non settlement of the pay claim 
together with additional income from successful ‘taster’ sessions in a variety 
of sports. This budget is being monitored in order to attain an accurate year 
end forecast. 

  
 Tadcaster Leisure Centre 

Actual Underspend to Date (£22,791) and (26%) 
Forecast Underspend (£1,796) and (1%) 

  
4.18 The salaries budget is currently underspent by £12,000 and there has been 

additional income over and above that budgeted of £9,000 as a result of the 
Tadcaster Swimming Pool having been closed and their members using the 
fitness facilities at the Tadcaster Leisure Centre. Although it is not anticipated 
that the level of income achieved to date will continue. The underspend on 
salaries is as a result of a member of staffs time being incorrectly charged to 
Abbey Leisure Centre. This will be rectified reducing the overspend at Abbey 
Leisure and reducing the underspend at Tadcaster. This correction will result 
in a small forecasted underspend of (£841) at Abbey Leisure Centre. 

  
 Gershon Efficiencies and Savings 
  
4.19 2007/08 is year three of the Gershon Efficiency Initiative by the end of which 

the Council must have achieved efficiency gains of £920k.  The council has 
responded well to the efficiency challenge and has achieved gains in years 
one and two of £866k and a further £289k is forecast for 2007/08.  In addition 
the Council is faced with having to make cash savings in order to balance its 
budget from 2008/09 onwards. 

  
4.20 Gershon efficiencies can be either cashable or non-cashable.  Appendix B 

summarises the efficiencies that have been identified by officers for the 
services under the control of this board to date.  These identified savings will 
be monitored throughout the year. 

  
4.21 In the current year officers have identified £50,680 of cashable efficiencies 

which can be achieved as part of the Gershon Efficiency Initiative and the 
budgets have been reduced accordingly.  A description of each of the 
savings was provided in the Budget Management Report to 30 June 
presented to this board on the 18 September 2007. 

  
4.22 Since the last board meeting, further investigations have found that the 

Gershon efficiency identified for £50k for the Private Sector Grant is not an 
efficiency saving but a budget saving, therefore has already been taken in to 
account so the budget cannot be further adjusted. The approved Gershon 
saving budget reduction needs to be reinstated to the budget.  

  
4.23 Accountancy Section officers continue to hold regular meetings with all 

budget officers within the Authority to discuss financial performance against 
budget. 

285



 

 
 
 

  
5 Financial Implications 
  
5.1 The financial implications as a result of this report can be analysed as 

follows: - 
  
  2007/08 

£ 
2008/09 

£ 
2009/10 

£ 
Original Budget 1,762,220 1,782,660 1,854,970

Adjustments to date 400,200 (50,050) (44,880)

Latest Approved Budget 2,162,420 1,732,610 1,810,090

Adjustments this Report:   

Gershon Efficiencies 50,000  

Supplementary Estimate 20,950  
Total Adjustments this 
Report  70,950  

Revised Net Budget 2,233,370      1,732,610 1,810,090 
  
6 Conclusion 
  
6.1 Budgets are a financial plan which are affected by external factors, as can be 

seen by the variances explained within this report.  Officers are monitoring 
and managing their budgets closely and have plans in place to deal with and 
react to the impact of external factors placed upon them. 

  
7 Link to Corporate Plan 
  
7.1 Budget monitoring procedures support all of the Council’s strategic themes. 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 Budget monitoring procedures support all of the Council’s priorities. 
  
9 Impact on Corporate Policies 
   
9.1 
 

Service Improvement 
 

Impact 

 Effective budget monitoring helps to ensure that the Council is aiming for 
continuous improvement as demanded by the principles of Best Value. 
 

9.2 Equalities 
 

No Impact 

9.3 Community Safety and Crime 
 

No Impact  
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9.4 Procurement 
 

No Impact  
9.5 Risk Management  

 
Impact 

 This report helps to ensure the reduction of risks arising from unexpected 
overspending by enabling early preventative or remedial action to be taken. 
 

9.6 Sustainability 
 

No Impact  
9.7 Value for Money 

 
 The report itself will not lead to any efficiency savings.  Cashable Gershon 

efficiency savings as identified in the Forward Look Annual Efficiency 
Statement for 2007/08 have been included in this report for Councillor 
approval to reduce the relevant budget. 
 

10 Background Papers 
  

10.1 Accountancy budget working papers.  

 

287



Appendix A

Social Board Budget Monitoring as at 30 September 2007

Approved Approved Latest Actual 
Original Changes Gershon Approved Expenditure Actual Actual Forecast Forecast Forecast
Budget to Budget Savings Budget Budget to / Income to Variance Variance Outturn Variance Variance
2007/08 2007/08 2007/08 2007/08 30 September 30 September 30 September 30 September 2007/08 2007/08 2007/08

£    £    £    £    £    £    £    %    £    £    %    

General Fund Housing (170,770) 497,690 (50,000) 276,920 (196,566) (354,386) (157,820) 80 276,920 - -
Social GF Miscellaneous 749,070 75,860 824,930 471,085 425,928 (45,155) (10) 845,880 20,950 3
Parks and Open Spaces 99,620 (1,060) 98,560 50,077 36,138 (13,939) (28) 97,358 (1,202) (1)
Recreation Grounds - Non Sports 25,930 (1,420) 24,510 9,776 2,687 (7,089) (73) 24,185 (325) (1)
Recreation Grounds - Sports 12,670 (1,390) 11,280 4,054 1,564 (2,490) (61) 11,164 (116) (1)
Arts & Cultural Development - 3,020 3,020 1 - - - 3,020 - -
Leisure & Cultural Services 123,360 36,840 (680) 159,520 98,434 108,233 9,799 10 146,680 (12,840) (8)
Abbey Leisure Centre 767,630 (146,590) 621,040 319,847 344,226 24,379 8 620,199 (841) (0)
Tadcaster Leisure Centre 154,710 (12,070) 142,640 88,233 65,442 (22,791) (26) 140,844 (1,796) (1)

Total Social Board 1,762,220 450,880 (50,680) 2,162,420 844,941 629,833 (215,105) (25) 2,166,250 3,830 0
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Appendix B

SELBY DISTRICT COUNCIL 
GERSHON EFFICIENCY GAINS

In Year Monitoring Report - April to September 2007/08 

BUDGET HOLDER: Social Board

Planned Efficiency Gain

Cashable / 
Non-

Cashable

Efficiency Quality Crosscheck

Target To Date 
Projected 
Outturn Indicator Base Level To Date Comments 

£ £ £

Reduction in Private sector 
Grant budget Cashable 50,000 0 0

The proportion of private 
housing in decent 

condition and occupied by 
vulnerable households = 

70% by 2010

70% by 
2010 74%

It has now been identified that this is not 
an actual Gershon saving and has already 
been adjusted as a base budget saving.

Staff Relocation - Leader+ and 
Renaissance Cashable 680 0 520 Leverage of Funding 1:1 1:1.8

There have been cashable savings plus 
non cashable savings due to officers being 
located within the Civic Centre. Officers 
are still hopeful that this saving will be 
met, for now a prudent projected outturn 
figure has been used. 

Joint Commissioning of Play 
Strategy, Project Portfolio and 
Big Lottery Application

Non-
Cashable 5,277 5,277 5,277 Use of Resources

Efficiencies gained through joint 
procurement with Hambleton and 
Richmondshire District Councils. 

Reduced Journey Costs / 
Travelling Time to and from 
Eggborough Police Office

Non-
Cashable 1,300 0 0 Use of Resources

This was originally identified as a cashable 
saving, this was then changed to non-
cashable as the target would not be met. 
Calculations are yet to be submitted 
showing the progress of this efficiency.
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Planning Committee 14 November 2007 
 
Minute 465 – Budget Management to 30 September 2007 
 
Budget Management to 30 September 2007 
 
The Head of Service – Planning and Economic Development presented 
councillors with a report detailing the major variations between budgeted and 
actual expenditure and income for the financial year 2006/07. 
 
The Chair informed councillors that it would be necessary to request a draw 
down from the Planning Inquiry Reserve to cover the costs of the forthcoming 
Selby Coalfield appeals.  
 
Resolved: 
 
Councillors endorse the actions of officers and note the contents of the 
report.     
 
Recommendation to Policy and Resources Committee: 
 
That a draw down of £3,650 from the Planning Inquiry Reserve to fund 
the shortfall in the budget for Selby Coalfield appeals be approved. 
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Agenda Item No: 
___________________________________________________________________ 
 
Title: Budget Management to 30 Sept 2007 
  
To: Planning Committee 
  
Date: 14 November 2007 
  
Service Area: Planning & Economic Development 
  
Author: Operational Management Team 
  
Presented by: Barry Hill, Head of Planning & Economic 

Development 
  
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 To present councillors with details of major variations between budgeted and 

actual expenditure and income for the Committee for the 2007/08 financial 
year to 30 September 2007. 

  
  
2 Recommendation: 
  
 (i) Councillors endorse the actions of officers and note the contents 

of the report. 
  
 (ii) Councillors approve a draw down of £3,650 from the Planning 

Inquiry reserve to fund the shortfall in the budget for Selby 
Coalfield appeals. 

  
3 Executive Summary 
  
3.1 This report provides details of Planning Committee expenditure and income 

variations for the financial year 2007/08, and recommends appropriate action 
where required. 

  
3.2 The total overspend on Planning Committee budgets to the end of 

September is £17,927, although budget officers are predicting that this could 
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change to an underspend of £34,830 by the end of the financial year.  As can 
be seen from the main body of this report, planning fees and charges are a 
volatile income stream, and in addition the Planning Delivery Grant second 
tranche allocation is a provisional award.  As a result of this uncertainty, it is 
proposed that the budget is not changed to reflect the forecast outturn at this 
stage.  The situation will however continue to be monitored.  There were no 
approved changes to the budget in the second quarter of 2007/08. 

  
4 The Report 
  
4.1 As part of the Key Lines of Enquiry (KLOE) use of resources assessments 

and improvements councillors must be kept informed on a regular basis of 
the financial well-being of the budgets for which the Committee is 
responsible.   

  
4.2 Budgetary control is the responsibility of the relevant head of service.  Each 

head of service ensures that there is an accountable budget manager or 
budget officer for each item of expenditure and income under their control. 

  
4.3 Accountancy officers liaise with each budget officer and head of service to 

ensure that sufficient information is provided to monitor and manage budgets 
on a regular basis.  The information in this report is derived from information 
supplied by budget officers and heads of service. 

  
4.4 The table in Appendix A shows details of all variances within Planning 

Committee budgets for the 2007/08 financial year to 30 September 2007, 
summarised at service level. 

  
4.5 This report will comment on any major variances to date and forecasted 

variances and where necessary recommend a course of action.  A major 
variance is one greater than or equal to £5,000 and 10% of profiled budget, 
or less than or equal to -£5,000 and –10% of profiled budget.  In addition, 
budget variances exceeding £25,000 and -£25,000 will be discussed if they 
do not meet the +/- 10% criteria, as these are considered material.  

  
4.6 This report has been produced on an exception basis.  Any variances that do 

not exceed the criteria in paragraph 4.5 will not be discussed.   
  
 Budget Adjustments 
  
4.7 
 

During the second quarter there have been no adjustments to the budget, a 
summary by quarter is shown in Table 1. 
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4.8 Table 1: Changes to budget to date 
  
  Approved 

Changes 
Quarter 1

Approved 
Changes 
Quarter 2

Approved 
Changes 
Quarter 3 

Approved 
Changes 
Quarter 4

 £ £ £ £
Approved Bids 10,000 -  
Carry Forward Budgets 9,610 -  
Supplementary Est. 17,500 -  
Virements – Permanent (2,490) -  
Contingency D’downs 6,840 -  
Total Adjustments 41,460 -   

  
 Budget Variances 
  
4.9 This report has identified one major variance to the projected outturn within 

Planning Committee: -  
  
 Planning Service 

Actual Overspend to Date £17,927 and 2% 
Forecast Underspend £34,830 and 7% 

  
4.10 Although the actual variance in total does not exceed the criteria in 

paragraph 4.5, it includes an overspend on Selby coalfield appeals, which 
will be addressed within this report.  Similarly, although there is only one 
major variance within the total forecast underspend, this being planning 
delivery grant, an update is also provided for Councillors on development 
control fees and charges income. 

  
 Selby Coal Fields Appeals 
  
4.11 In April 2007, Committee approval was given to drawdown budget from the 

Planning Inquiries reserve to fund inquiries relating to the Selby coalfield 
appeals.   A further £3,650 is now requested to fund the shortfall in the 
original estimate, giving a total drawdown of £21,150 in 2007/08. 

  
4.12 The reason for this further request is as a result of the duration of the two 

inquiries (Gascoigne Wood and Riccall) which exceeded the original 
estimates and the resultant proportional increase in Counsel, Planning 
Consultant and accommodation costs. 

 
 
 
 
 
 
 
 

 

 Planning Delivery Grant (PDG) 2007/08 
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4.13 As reported in the previous quarter, the Council has received notification that 

they have been awarded a provisional allocation of £108,775 in the second 
tranche of PDG allocations.  Although confirmation of this award is yet to be 
received and may be some time away, should this become the final award, 
the total amount received in PDG for 2007/08 will be £113,631.75 revenue 
grant, against a budget of £75,000 (and a further £37,877.25 to be spent on 
capital projects). 

  
 Development Control Fees & Charges  
  
4.15 At the end of the first quarter, Councillors were advised that the planning fee 

income was £29,195 less than expected, and a £71,000 underachievement 
of income was forecast for the financial year.   

  
4.16 However, during the second quarter income has picked up again and officers 

are now predicting that income may reach the budget target.  This rise in 
income during the second quarter is due to the receipt of several major 
planning applications.  At the end of September fee income received was 
£262,491, resulting in an underachievement of £5,000 against the year to 
date budget.  The projected outturn has been adjusted accordingly and 
officers will continue to monitor the situation. 

  
 Gershon Efficiencies and Savings 
  
4.17 2007/08 is year three of the Gershon Efficiency initiative by the end of which 

the Council must have achieved gains of £920k.  The council has responded 
well to the efficiency challenge and has achieved gains in years one and two 
of £866k and a further £289k is forecast for 2007/08.  In addition the Council 
is faced with having to make further cash savings in order to balance its 
budget from 2008/09 onwards. 

  
4.18 Gershon efficiencies can be either cashable or non-cashable, however there 

are no Gershon efficiencies identified for Planning Committee for 2007/08. 
  
4.19 Accountancy Section officers continue to hold regular meetings with all 

budget officers within the Authority to discuss financial performance against 
budget. 

  
5 Financial Implications 
  
5.1 The financial implications as a result of this report can be analysed as 

follows: - 
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  2007/08 
£ 

2008/09 
£ 

2009/10 
£ 

Original Budget 439,850 554,410 572,420

Adjustments to date 41,460 8,170 8,770

Latest Approved Budget 481,310 562,580 581,190

Adjustments this Report:  
 
Selby Coalfield Appeals 3,650

 
0 0

Total Adjustments this 
Report  3,650 0 0

Revised Net Budget 484,960 562,580 581,190 
  
6 Conclusions 
  
6.1 Budgets are a financial plan which are affected by external factors, as can be 

seen by the variances explained within this report.  Officers are monitoring 
and managing their budgets closely and have plans in place to deal with and 
react to the impact of external factors placed upon them. 

  
6.2 Whilst current projections show that the Planning Committee budget could be 

underspent by £34,830, by the end of the financial year this may still change. 
 Planning fees and charges are a volatile income stream, and at the moment 
the Planning Delivery Grant second tranche allocation is a provisional award. 
 As a result of this uncertainty it is proposed that the budget is not changed 
to reflect the forecast outturn at this stage.  Officers will however continue to 
monitor the situation and an update will be provided in the third quarter 
budget management report. 

  
7 Link to Corporate Plan 
  
7.1 Budget monitoring procedures support all of the Council’s strategic themes. 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 Budget monitoring procedures support all of the Council’s priorities. 
  
9 Impact on Corporate Policies 
  
9.1 Service Improvement 

 
Impact 

 Effective budget monitoring helps to ensure that the Council is aiming for 
continuous improvement as demanded by the principles of Best Value. 
 

9.2 Equalities 
 

No Impact  
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9.3 Community Safety and Crime 
 

No Impact 

9.4 Procurement 
 

No Impact  
9.5 Risk Management  

 
Impact  

 This report helps to ensure the reduction of risks arising from unexpected 
overspending by enabling early preventative or remedial action to be taken. 
 

9.6 Sustainability 
 

No Impact  
9.7 Value for Money 

 
Impact  

 The report itself will not lead to any efficiency savings.  Cashable Gershon 
efficiency savings as identified in the Forward Look Annual Efficiency 
Statement for 2007/08, have been included in this report for Councillor 
approval to reduce the relevant budget. 
 

10 Background Papers 
  
10.1 Accountancy budget working papers.  
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Appendix A

Approved Approved Latest Actual 
Original Changes Gershon Approved Expenditure Actual Actual Forecast Forecast Forecast
Budget to Budget Savings Budget Budget to / Income to Variance Variance Outturn Variance Variance
2007/08 2007/08 2007/08 2007/08 30 Sept 30 Sept 30 Sept 30 Sept 2007/08 2007/08 2007/08

£    £    £    £    £    £    £    %    £    £    %    

Planning Service 439,850 41,460 - 481,310 736,100 754,027 17,927 2 446,480 (34,830) (7)

Total Planning Committee 439,850 41,460 - 481,310 736,100 754,027 17,927 446,480 (34,830)

Planning Committee Budget Monitoring as at 30 Sept 2007
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