MK Snap Building, 20 Bourton Low, Walnut Tree, Milton Keynes, MK7 7DE
Office hours: Monday - Friday 9.30am to 2.30pm
Telephone: 01908 694 758 / 07726 533 705
e-mail: clerk@waltoncommunitycouncil.gov.uk

APPENDIX A
DRAFT BUSINESS CONTINUITY PLAN
CORONAVIRUS EMERGENCY MEASURES
The three main priorities for the Council are:
•
•
•

Ensuring the health and safety of staff, Councillors, volunteers, contractors and
residents participating in Council activities.
Maintaining effective and lawful decision-making processes.
The continuing operations of essential services and contractual obligations.

To ensure that Walton Community Council can reduce the impact of potential infection
from Coronavirus and/or continue to function in the case of absence / changes to working
hours etc, due to illness, self-isolation or school closure, the following measures will be put
in place:
Reducing the Risk:
• We will check government guidance daily
• The Walton Community Council Office will close to the public and staff use will be
restricted, as necessary.
• Staff will work from home and when this js not possible, staff can work from the
WCC office, and adhere, as much as possible to the government guidance and
instructions on social distancing and any other government guidance.
• Councillors will carryout work from home.
• If a member of an officer’s family becomes infected and resides in the same home,
the officer shall self-isolate in accordance with government guidance.
• If a member of a Councillors family becomes infected, they shall not enter the MK
Snap Building / Walton Community Council office..
• Walton Community Council shall provide support in these circumstances through
regular contact via email, virtual meetings and phone calls.
• If Staff and Councillors think they may be infected, they should look on the NHS
website for up to date information and follow the advice.
• All Council meetings will be suspended until a time when government instructions
on social distancing has been lifted.
• The Council will not convene an Annual Council Meeting, but instead will carry over
existing appointments until a public meeting can take place.
• Instead of meeting on a regular basis, a scheme of delegation has been adopted to
ensure that the Council functions in an effective manner.
Dealing with Infection:
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•
•
•

Officers that are infected shall remain self-isolated at home in accordance with
Government guidance.
Councillors that are infected shall remain self-isolated at home in accordance with
Government guidance.
Walton Community Council shall provide support in these circumstances through
regular contact via email / virtual meetings / phone calls WhatsApp video link etc.

Community Wardens
• Community Wardens shall continue to carry out outside activities where the risk of
infection has been assessed as low or where there is little contact with the wider
public, subject to the matters above.
• The Community Wardens will carry hand sanitiser to use and wear PPE as
appropriate, whilst out working (and if available).
Public Meetings, Events and Activities
Now that the government are discouraging social gatherings, the arrangements for the
Council’s planned events should be changed:
Event
Easter Play
Activities
Annual Council

Date
7 – 17 April

Notes
All activities cancelled.

6 May

Annual Parish
Meeting

May / June

Meeting will not be held in
public and will be held
virtually.
Possibly hold a ‘Community
Meeting’ later in the year.

Youth Music
Event

11 July 2020

Open Air
Cinema Night at
Hindhead Knoll
Concert at
Hindhead Knoll

22 August
2020
6 September
2020

MKC is not be issuing any
licenses for events to take
place.
To go ahead depending on
government guidance /
instruction.
To go ahead depending on
government guidance /

Recommendations

No information
received from
Government on the
requirement to hold
the meeting. Advice
from NALC / SLCC is
to cancel and apply
Annual Council
Meeting guidance to
the Annual Parish
Meeting.
CANCEL
TENTATIVE
TENTATIVE
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Christmas
Celebration

5 December
2020

instruction.
To go ahead depending on
government guidance /
instruction.

TENTATIVE

Councillor Vacancies: If any Council vacancies arise, then the Council can either, retain
the vacancy, on the proviso that the Council is quorate or notice will be given to appoint a
Councillor by co-option.
Procurement of Goods, Services and Works
There may be a range of commercial actions that must be considered by public bodies in
response to the impact of COVID19. In such exceptional circumstances, the Council may
want to procure goods, services and works with extreme urgency. This is permissible
under current Public Procurement Regulations using Regulation 32(2)(c). This would
allow for direct award due to extreme urgency or in the absence of competition. There are
powers to call off from an exisiting framework agreement and a call for competition using a
standard procedure but with an accelerated timescale. Further, a contract could be
extended or modified during its term.
Practicalities:
• Appropriate steps will be taken to ensure that staff are able to work from home and
have access to the Council’s server.
• All staff, whilst working from home shall have the ability to send and receive email.
• Council laptops will be available for use at home (issued on a priority basis)
• Additional IT equipment to be purchased if necessary, to ensure staff can work from
home effectively.
• The Council Manager’s mobile telephone number will be used as a general contact
number.
• Residents to be informed of the closure and kept up to date with regular information
posted on the Council’s website.
• The Council will meet regularly (virtually) if they feel it is appropriate.
Office Continuity
• Under the adopted Scheme of Delegation, the Council Manager (or the Assistant
Council Manager in her absence) will be responsible for overall control of assets,
services and functions (See Annex A)
• The Council Manager shall, in accordance with Standing Orders, Financial
Regulations, take actions or make decisions, in consultation withChairs and ViceChairs of Committee and relevant Councillors and staff.
Finance
• The Council Manager/Responsible Finance Officer shall authorise payments in
accordance with Standing Orders and Financial Regulations.
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•
•

•

The Responsible Finance Officer shall operation PAYE, pensions and day to day
payments remotely from home in accordance with Standing Orders.
The Responsible Finance Officer will continue to process the accounts and provide
financial updates to the Council Manager, the Assistant Council Manager, the
Chairman, Vice-Chairman and the Chair and Vice-Chair of the Regulatory
Committee.
The Council Manager / Responsible Finance Officer will continue to provide
financial reports to Councillors and work within the Council’s agreed budget.

Re-Opening of Office:
• The Council Offices shall be subject to a deep clean before staff return to work
• Staff shall only return to work if they believe they are clear of Covid19.
• Walton Community Council shall operate under the same terms as set out in the
section titled ‘Reducing the Risk’ until further notice.
Salaries
• Staff will continue to receive their salaries whilst self-isolating, illness or working
from home.
Sick Leave
• Staff will receive salary payments for annual leave and any sickness absence in
accordance with the staff contract.
Annual Leave
• Any annual leave booked over any period of self-isolation, illness or working from
home will be carried over.
Councillors Allowances
• Councillors will continue to be paid their Councillors Allowance regardless of the
Council’s activities.
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ANNEX A
PROPOSED SCHEME OF DELEGATION (URGENT CIRCUMSTANCES):
•

There shall be delegated to the Council Manager (or the Assistant Council Manager
in her absence), the authority to act in respect of any function of the Council on a
matter which would otherwise cause a delay or which may prejudice the Council.
This delegated authority shall be exercised in consultation with the Chairman, ViceChairman and Chair of the Regulatory Committee.

•

There shall be delegated to the Council Manager (or the Assistant Council Manager
in her absence), the authority to act in respect of any function of a Committee on a
matter which would otherwise cause a delay or which may prejudice the Council.
This delegated authority shall be exercised in consultation with the Chairman, the
Vice-Chairman and Chair or Vice-Chair of the Committee within whose terms of
reference the function lies.

•

Each exercise of delegated authority under this Standing Order shall be reported for
information to the appropriate meeting of the Committee within whose terms of
reference the function lies. The report will then be received by an appropriate
meeting of Full Council.

•

The delegations in this Standing Order are in addition to and without prejudice to
the powers of the Council or its Committees to arrange for the discharge of any of
its functions by an officer.
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