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THE PARISH COUNCIL OF HARTLEY
MINUTES OF THE MEETING OF HARTLEY PARISH COUNCIL
HELD REMOTELY USING “ZOOM”
ON MONDAY 26th APRIL 2021 AT 7.30 P.M.
Present :
Cllr Larry Abraham
Cllr Chris Alford
Cllr Penny Cole
Cllr Lesley Driscoll
Cllr David Graeme
Cllr Mally Malham
Cllr Anne Oxtoby – (Chairman)
Cllr Vince Sewell
In attendance:
Mrs Helen Boden- (Clerk)
1. Parish Council Meeting held on 12th April 2021
Members noted that that meeting of the Parish Council held on 12th April 2021, had
been voided, due to the three clear day notice period being affected by the period of
national mourning, following the death of His Royal Highness The Duke of
Edinburgh.
RESOLVED:

That,

the voiding of the Parish Council held on 12th April 2021, due to the three
clear day notice period being affected by the period of national
mourning, following the death of His Royal Highness The Duke of
Edinburgh, be noted and approved.
2. Apologies
Apologies for absence had been received from Cllr Perry Cole due to work
commitments, Cllr Fiona Hughes due to family commitments and Cllr Ian Ross due
to family commitments.
RESOLVED:

That,

the absences of Cllr Perry Cole due to work commitments, Cllr Fiona
Hughes due to family commitments and Cllr Ross due to family
commitments, be accepted and approved.
The Clerk reported that apologies for absence had also been received from Cllr
David Brazier, Kent County Councillor.
3. Declarations of interest
There were no declarations of interest.
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4. Dispensations
There were no requests from Members for a dispensation.
5. Resignation
(a) The Council was informed of the resignation of Mr Matthew Mohr as a member of
Hartley Parish Council.
The Chairman expressed her thanks to Mr Mohr, for the work carried out by him
during his time as a Councillor.
RESOLVED:

That,

the resignation of Mr Matthew Mohr as a member of Hartley Parish
Council, be received and noted.
(b) The Council was advised that a Notice of Vacancy had been displayed on the
Parish Council’s noticeboard and on the website on 9th March 2021.
The Clerk reported that no requests had been received to fill the causal vacancy in
the Parish by election and that therefore, the Council must, as soon as practicable,
fill the vacancy by co-option.
RESOLVED:

That,

Pursuant to Rule 8 (3) of The Local Elections (Parishes & Communities)
Rules 1986) and in line with the good practice guidance L15-08, issued
by the National Association of Parish Councils, the Clerk, in consultation
with the Chairman and Vice Chairman of the Council, be asked to
advertise the casual vacancy on the Council’s noticeboards and on the
Council’s website, inviting eligible individuals interested in being coopted as a parish councillor, to complete an application form and that
any application forms duly received, be reported to the Council at its
meeting to be held on 12th July 2021 and for the co-option process to
also be carried out at that meeting.
6. Minutes
RESOLVED:

That,

the minutes of the meeting of the Hartley Parish Council held on 8th
March 2021 be approved and signed by the Chairman as a correct
record.
The meeting was adjourned at 7.35 p.m. to receive reports from the District
Councillors.
The meeting resumed at 7.36 p.m.
7. General Purposes Committee
Cllr Alford commented on minute item 12, (Page 6), Queen’s Platinum Anniversary,
contained in the minutes of the meeting of the General Purposes Committee held on
22nd March 2021, in respect of the fact that due to the number of celebrations that
would be taking place across the country, it would be prudent to make tentative
enquiries with marquee suppliers and pyrotechnic companies, to ensure that the
Council would be able to secure such services for the proposed event.
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Members noted that the proposed event would take place on a date between 2nd and
5th June 2022.
Cllr Alford reported that Cllrs Driscoll and Hughes had volunteered to join him as part
of the Working Party.
Members noted the recommendation that an initial Ear Marked Reserve of £7000 be
set aside for the celebrations and that the Finance Committee be requested to make
the necessary financial provision.
It was noted that this was the sum that had been set aside for the celebration to
commemorate the end of World War 2, which had been cancelled due to COVID.
RESOLVED:

That,

(1) a sum of £7,000, be transferred from the Council’s General
Reserves, to a new Earmarked Reserve, to fund the proposed event;
(2) Cllr Alford be authorised to make preliminary enquiries with marquee
suppliers and pyrotechnic companies, to secure their services for the
event and,
(3) the minutes of the meeting of the General Purposes Committee held
on 22nd March 2021 and the recommendations contained therein, be
received and, where necessary, approved and adopted;
8. Planning Committee
Cllr Abraham reported that there was an error in the recommendation contained in
the minutes of the meeting of the Planning Committee held on 17th March 2021,
(page 3, minute item 6, Neighbourhood Plan), as the date of the Council meeting
was incorrectly stated as the 12th March 2021.
RESOLVED:
That,
the minutes of the meetings of the Planning Committee held on 17th
March 2021, as amended, and 14th April 2021, be received and, where
necessary, approved and adopted.
9. Covid – 19 Pandemic
Members had been requested to consider any action that may be required due tothe
Covid-19 Pandemic.
Members had previously been provided with a copy of the Action with Communities
in Rural England (ACRE), Information Sheet Issue 9 – current on 26th March
2021and Information Sheet Issue 10 – current on 22nd April 2021, Guidance for the
safe use of multi-purpose community facilities (updated 12th April 2021), Organised
events guidance for local authorities (updated 19th April 2021) and revised copies of
the “Special Conditions of Hire” and “Risk Assessment for Re-opening the Manor
Field Pavilion”.
The Clerk reported that the cleaners had been asked to thoroughly clean the Pavilion
prior to re-opening from 12th April 2021.
Members noted that the only activities permitted to take place in the hall at this stage
would be:
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Supervised activities for children, including dance classes, musical activities,
cub scouts, brownies, for all children, in accordance with Government
guidance for Out of School Settings.



Parent and child groups e.g parent and toddlers

Other activities such as art classes, clubs, WI’s craft groups and Parish Council
meetings, will not yet be permitted.
The social contact rules will continue to apply in all settings.
RESOLVED:

That,

(1) the re-opening of the Pavilion for permitted activities, from 12th April
be noted and approved;
(2) the ACRE Information Sheets Issue 9 and 10 – current on 26th March
2021 and 19th April 2021 respectively, be noted;
(3) Guidance for the safe use of multi-purpose community facilities
(updated 12th April 2021) and Organised events guidance for local
authorities (updated 19th April 2021), be noted;
(4) the following documents attached as Appendix 1 to these minutes,
be approved and adopted by the Council:






Checklist for opening
COVID-19 Secure Notice
Risk Assessment for Re-opening
Special Conditions of Hire During COVID-19
Hirer’s Risk Assessment;

(5) the changing rooms and kitchen remain closed to hirers, subject to
further review;
(6) the use of the male, female and disabled toilets at the Pavilion, by
the New Ash Green and Hartley Cricket Club, subject to the Club
agreeing to the “ Special Conditions of Hire during COVID-19, be
approved;
(7) regular hirers using the hall for permitted activities, be provided with a
copy of the Special Conditions of Hire During COVID-19 and advised
of the reduced capacity permitted in the Pavilion;
(5) the existing arrangements for the Pavilion to be cleaned once a
week, continue, subject to further review and,
(6) Government guidelines continue to be reviewed and authority be
delegated to the Clerk, in consultation with the Chairman of the
Council, to act on any relevant advice,
10. Hire of Manor Field & Pavilion
Members considered an email dated 10th March 2021, requesting the hire of the
Pavilion and Manor Field for a live music event, similar to the Jazz Picnic that took
place at Manor Field in previous years.
It is anticipated that the event will take place on a Sunday in July.
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Members had previously been provided with the Government guidance for local
authorities on organised events being held during the coronavirus outbreak, dated 19th
April 2021.
The Clerk reported that it would be necessary for the organiser to approach
Sevenoaks District Council to obtain a Temporary Events Notice (TEN).
Members agreed that such an event would be welcomed by the Council and the local
community and that the request should be supported.
As such, the Council would have no objection to the organiser applying to the District
Council for a TEN, subject to a number of requirements being met.
RESOLVED:

That,

1) the request for the hire of the Pavilion and Manor Field for a live music
event, (similar to the Jazz Picnic that took place at Manor Field for a
number of years), on a Sunday to be agreed in July 2021, be approved,
subject to any Government COVID-19 restrictions that may be in force
at the time;
2) the matter be referred to the Amenities & Open Spaces Committee to
agree the fee to be charged, once the final arrangements have been
discussed;
3) full details of the proposed event be requested from the organiser,
including risk assessments and a copy of their public liability insurance
and the Clerk, in consultation with the Chairman of the Council and
Chairman of the Amenities & Open Spaces Committee, be authorised to
finalise the arrangements, with the organiser, on behalf of the Parish
Council;
4) the Clerk be requested to contact the Parish Council’s Insurers to ask
whether there would be any additional insurance requirements and,
5) the Clerk be requested to contact the Cricket Club with the suggested
date, to ensure that it does not clash with any cricket fixtures.
6) the Clerk be requested to contact Messrs Glover as a matter of
courtesy, to inform them of the proposed event and to ask whether, in
view of the covenants attached to the use of the Pavilion/Manor Field,
they would have any objection to alcohol being sold at the event, should
the organiser make such a request.
11. Neighbourhood Plan
At the meeting of the Parish Council held on 8th March 2021, Members noted that the
newsletter containing information on the proposed Neighbourhood Plan and the
consultation leaflet, had been distributed.
The closing date for the consultation was 31st March 2021.
Members considered a report on the results of the consultation exercise with residents
and noted that the result had been encouraging, with 222 returns, with 219 in support
and 3 against.
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Cllr Alford reported that there had been a lot of enthusiasm amongst those who
supported the production of a Neighbourhood Plan, with many offers to help, including
admin support and delivery of future communications.
In view of the responses received, Members considered that the Parish Council
should take the matter forward.
RESOLVED:

That,

(1) the Parish of Hartley be defined as the area for the Neighbourhood Plan
and that application be made to Sevenoaks District Council for this to be
so designated;
(2) steps be taken to establish a Steering Group to lead and prepare the
Neighbourhood Plan;
The Steering Group be empowered to seek such professional help as it
considers necessary to complete its work;
(3) three Members of the Parish Council be appointed to serve on the
Steering Group. One of whom to be appointed Chairman of the Steering
Group;
(4) the Clerk and/or the Assistant Clerk be appointed to the Steering Group
to advise and deal with financial and contractual matters (it will not be
necessary for the Clerk/Assistant Clerk to attend every meeting;
(5) nine members of the community be appointed to serve on the Steering
Group, selected from amongst the many volunteers who have offered to
assist;
(6) the Steering Group be empowered to appoint a suitable person or
persons from the volunteers to act as Administrator(s) and to undertake
such other voluntary work as may be required;
(7) a sum of £24,000, be transferred from the Council’s General Reserves,
to a new earmarked reserve, to meet the cost of preparing and
producing the Plan and to fund any professional advice considered
necessary. (S 1972 LGA – power to appoint/instruct professional
expertise).
Such expenditure to meet the requirements of the Parish Council’s
Financial Regulations and contractual processes;
(8) application be made, at the appropriate time, for grant funding from the
Government and,
(9) the Terms of Reference for the Steering Group be set out as Appendix 2
to these minutes.
12. Annual Parish Council Meeting & Annual Parish Meeting
At the Annual Meeting of the Parish Council held on 11th May 2020, Members
considered the calendar for ordinary meetings of the Council up to May 2021.
It was agreed that the Annual Meeting of the Parish Council for 2021, would be held
on Monday 10th May.
The agreed date for the Annual Parish Meeting was Friday 14 th May 2021.
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The present regulations which came in to force on 4th April 2020, covering online and
remote meetings, are due to cease on 6th May 2021.
The legal requirement is for the Annual Meeting of the Council to be held in May and
the Annual Parish Meeting to be held between 1st March and 1st June.
The Clerk reported that the secretary of State for Housing, Communities and Local
Government, has written to council leaders about remote meetings, to confirm that the
government has considered the case for extending legislation very carefully and has
concluded that it is not possible to bring forward emergency legislation on this issue at
this time.
Members had been requested to consider bringing forward the dates of both the
Annual Meeting of the Council and the Annual Parish Meeting, to enable them to be
held remotely, via Zoom.
The Clerk had previously reported that advice received from KALC was that both of
these meetings should be held remotely by 6th May 2021, to enable the Council to
comply with the legal requirements, should it not be possible to hold face to face
meetings before 1st June.
Members noted that neither the Pavilion nor the Hartley Village Hall were large
enough to hold a meeting with the current social distancing regulations in place, but
considered that it may be possible for the Annual Parish Meeting to be held at a larger
venue such as the Hartley Primary Academy.
RESOLVED:

That,

(1) the Clerk’s report be noted;
(2) the Annual Meeting of the Parish Council be brought forward to
Wednesday 5th May 2021, to enable it to be held remotely via Zoom;
(3) the date of the Annual Parish Meeting be moved to Friday 21st May
2021 and the Clerk be requested to make enquiries with Hartley
Primary Academy and the Fawkham and Hartley Church Centre, with
regard to the possibility of hiring either of the halls for a face to face
meeting, subject to COVID – 19 regulatory requirements and social
distancing restrictions that may be in place at the time;
(4) should in the meantime, it transpire that neither of the suggested
halls are available/suitable and legislation covering online and
remote meetings be extended beyond 6th May 2021, the Annual
Parish Meeting be held remotely on Friday 21st May 2021;
(5) the Clerk be requested to invite the Kent County Councillor, Local
MP, the Police and the Community Warden to the meeting;
(6) an update on progress regarding the Annual Parish Meeting be
reviewed at the Annual Meeting of the Council.
13. Mobile Safety Camera
At the meeting of the General Purposes Committee held on 22nd March 2021, it was
recommended that “1) the purchase and deployment of wildlife cameras be approved
by the Council and 2) Cllr Perry Cole be requested to research the most suitable

Hartley Parish Council Meeting
Minutes – 26th April 2021

8

cameras and to present his findings and quotations to the Council for consideration at
its next meeting”.
Members noted that Cllr Cole had not had an opportunity to progress the matter, but
that for a minimal sum, it would be possible to purchase and deploy up to 3 cameras.
Members agreed that in view of the persistent fly tipping issues and to facilitate the
installation of the new fencing and gates at the entrance to Gorse Wood, the
acquisition of cameras would greatly benefit the community.
RESOLVED:

That,

(1) Cllr Perry Cole be requested to research and source the most
suitable wildlife cameras;
(2) Cllr Cole’s recommendations be submitted to the Clerk and that
authority be delegated to the Clerk, in consultation with the Chairman
of the Council and the Chairman of the Amenities & Open Spaces
Committee, to accept the most suitable quotation, up to the sum of
£500 and,
(3) the total cost of the cameras and accessories, be met from the Parish
Council’s General Reserves.
14. Hartley Burial Ground
Members had been requested to consider the provision of a gateway and path leading
from the existing burial ground to Manor Field Burial Ground, allowing visitors to park
in the layby and walk to the Burial Ground.
Members noted that the proposed path would cross land owned by Messrs HF & JH
Glover.
The Council was advised of an informal meeting recently held with the Chairman and
the landowners.
The parties had discussed the proposal and a letter had been received from Messrs
Glover advising that they had forwarded details of the Council’s proposal to their
solicitor, for advice.
The Parish Council has been asked for confirmation that it would discharge the
landowners’ solicitors reasonable fees in this regard, should the matter progress.
RESOLVED:

That,

(1) the Parish Council agrees in principal, to the provision of a gateway
and path leading from the existing burial ground to Manor Field Burial
Ground, subject to further discussions with the land owners;
(2) the Clerk be requested to contact the land owner to obtain an
estimate as to the anticipated solicitor’s fees and,
(3) the Council agrees to pay the land owners’ solicitors fees, up to the
maximum sum of £500.
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15. Payments
RESOLVED:

That,

(1) the payment of accounts for April 2021, attached as Appendix 3 to
these minutes, be approved;
(2) the Council detail report as at 31st March 2021, setting out actual
income and expenditure against budgeted estimates be received and
noted;
(3) the bank reconciliations for the Council’s four bank accounts for
March 2021, be verified by Cllr Ross after the close of the meeting.
(4) it be noted that the bank reconciliations for the four bank accounts for
February 2021 had been verified by Cllr Graeme.
The meeting closed at 8.07p.m.

Signed:……………………………………… Date:
Chairman of Hartley Parish Council
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Before re-opening the hall, go through the following checklist.
Task
Done
1. Advise the hall’s insurers when the premises will be re-opening and check
any requirements.
√
2. Check the security code or key logs are up to date.
3. If a Pre-school is using the premises, check any adjustments to hire
N/A
arrangements needed for other hirers e.g arrival/departure times access to
kitchen or toilets.
√
4. Carry out a COVID-19 Risk Assessment in consultation with any
employees, if you have any.
5. Consider whether additional cleaning is required, where and when.
Consider arrangements for moving, stowing and cleaning equipment. A
thorough clean of the hall should be undertaken before it re-opens and the
subsequent cleaning regime to follow will need to be identified. Ordinary
household products can be used.
6. Discuss with your caretaker/cleaner/contractor, any changes in work
patterns required to ensure the hall meets the COVID-19 Secure guidelines.
HSE provides a leaflet of things to discuss with an employee. Agree any
changes in writing with cleaners/employees.
7. Ensure the caretaker/cleaner has appropriate PPE: Ordinary overalls and N/A
plastic gloves are usually sufficient. The overalls should be taken off when
Cont
leaving and washed. A set of disposable PPE is also needed in case
racto
decontamination is required. Contractors should use their own equipment,
r
but an employee should be provided with the necessary equipment.
8. Flush through the water system, five minutes for each tap or shower
head, to remove any risk of legionella or other bacterial buildup and ensure
U bends are full. Keep clear of spray and wipe up afterwards with household
disinfectant.
9. Carry out the routine health and safety risk assessment of the whole
premises. Check the electrical inspection (required every 5 years) and PAT
testing are up to date and visually check leads. Ensure any fridge/freezer is
working at correct temperature, the heating and hot water system operational.
Cut grass. Identify and address any items requiring attention e.g. light bulbs
failed, trip hazards. (For more information see ACRE Village Hall
Information Sheet 15: Health and Safety Legislation and Village Halls.)
√
10. Ensure the Fire Safety Risk Assessment and routine fire safety checks
are up to date e.g. fire doors are clear, not sticking, fire extinguishers
serviced, emergency lighting system and any alarm system are working. (For
more information see ACRE Village Hall Information Sheet 37: Fire Safety
in Village Halls).
11. Provide hand wash facilities and paper towels: Hand dryers are not
recommended for use at the present time as they could disperse droplets
containing the virus into the air and should be taped off. Hand sanitizer needs
to be provided at entrance and exit routes. Tissues, soap, toilet rolls and
cleaning products, including disposable cloths, should be provided.
12. Consider “Engaged/Vacant” signage at the entrance to male and female
toilets to limit the number of people within these areas at any one time and
similar signage at other “pinch points”.
13. Provide signage: The certificate that the premises comply with COVID-19
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Task
Done
secure guidelines should be displayed at entrances. The PHE posters
encouraging good handwashing techniques and hygiene “Catch it, Bin it, Kill
it” available on the HSE and PHE websites should be displayed.
14. Think about social distancing arrangements in corridors and at
entrance and exits: Consider using tape to mark out a 2m distance outside
and inside the entrance and outside fire exists, to encourage people to wait
their turn to enter and exit the hall.
√
15. Prepare special hire conditions and instruct booking secretary as to any
changes in the Hall’s hire policy during re-opening, i.e. which bookings can
be accepted and to provide hirers with a copy of the COVID-19 secure
poster. (Appendices C, D & E).
16. Consider Marketing and Communications: Ensure the website has up to
date information, including special conditions of hire. Advertise availability
as appropriate. Ensure answerphone message is up to date.

MANOR FIELD PAVILION

HELP KEEP THIS HALL COVID-19 SECURE
1. You must not enter if you or anyone in your household has COVID-19
symptoms.

2. If you develop COVID-19 symptoms within 48 hours of visiting these
premises, alert NHS Test and Trace. Alert the Parish Council on 01474
709441 and alert the organizer of the activity that you attended. You
MUST get a COVID-19 antigen test.

3. Maintain 2 metres social distancing as far as possible: Wait behind the
marked lines as you go through the entrance hall to your activity and
observe the one-way system marked.

4. Use the hand sanitizer provided on entering the premises. Clean your
hands often. Soap and paper towels are provided.

5. Avoid touching your face, nose, or eyes. Clean your hands if you do.
6. Face coverings must be worn unless an exception applies for your activity.
7. “Catch it, Bin it, Kill it”. Tissues should be disposed of into one of the
rubbish bags provided. Then wash your hands.
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8. Check the organisers of your activity have cleaned door handles, tables,
other equipment sinks and surfaces, before you arrived. Keep them
clean. We cannot clean all surfaces at the hall between each hire.

9. Take turns to use confined spaces such as corridors, kitchen and toilet
areas. Standing or sitting next to someone is lower risk than opposite
them. Briefly passing another person in a confined space is low risk.
10. Keep the hall well ventilated. Close doors and windows on leaving
11. Wash your clothes when you get home to reduce risk of
transmission.
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RISK ASSESSMENT FOR RE-OPENING MANOR FIELD PAVILION
The potential mitigations are in three categories, colour coded as follows:
Red – Actions based on Government advice (i.e. should be considered mandatory)
Orange – Actions that are strongly recommended
Green – Actions that you might like to consider
Assessment Date: 8th April 2021

Review Date: 12th April 2021

Area or people at Risk

Risk identified

Staff, contractors and
volunteers – Identify what work,
activity or situations might cause
transmission of the virus and
likelihood staff could be exposed

Cleaning surfaces infected by
people carrying the virus.
Disposing of rubbish containing
tissues and cleaning cloths. Deep
cleaning premises if someone
falls ill with CV-19 on the
premises. Occasional
maintenance workers.

Staff, contractors and
volunteers - think about who
could be at risk and likelihood

Staff/volunteers who are either
extremely vulnerable or over 70.
Staff or volunteers carrying out

Actions to take to mitigate
risk
Stay at home guidance if unwell
at entrance and in main hall.
Staff/volunteers provided with
protective overalls and plastic or
rubber gloves. Contractors to
provide their own.
Staff/volunteers advised to
wash outer clothes after
cleaning duties. Staff given PHE
guidance and PPE for use in the
event deep cleaning is required.

Discuss situation with
staff/volunteers over 70, to
identify whether provision of

Notes & Actions taken
Staff/volunteers may need
guidance as to cleaning. For
example, cloths should be used
on light switches and electrical
appliances rather than spray
disinfectants, rubberized and
glued surfaces can become
damaged by use of spray
disinfectant too frequently.
Contractors (DartClean) carry
out all cleaning. Evidence to be
requested to ensure that
cleaning is carried out in
accordance with COVID-19
guidelines. Risk assessment
received from Dart Clean
26/07/20.
Staff and volunteers will need to
be warned immediately if
someone is tested positive for
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Area or people at Risk

Risk identified

staff/volunteers could be
exposed

cleaning, caretaking or some
internal maintenance tasks could
be exposed if a person carrying
the virus has entered the
premises or falls ill.

Actions to take to mitigate
risk
protective clothing and cleaning
surfaces before they work is
sufficient to mitigate their risks,
or whether they should cease
such work for the time being.

Mental stress from handling the
new situation.

Social distancing requirements
and limit on group sizes of 6 or 2
households.
- Risk to hirers/event
organisers and to those
attending the hall

Confusion among hirers.
Risk is people attending in
groups mingle with others not in
their group, which is unlawful
and may worry other users.
Risk of virus spread to all
attending an activity or event,
rather than one group of <6.

Entrance Gates/Bollard

Social distancing is not observed
as people congregate before
entering. Gate & bollard in
frequent use.

Notes & Actions taken
COVID-19 who has been on the
premises. Details of a person’s
medical condition must be kept
confidential, unless the
employee/volunteer agrees it
can be shared.
It is important that people know
that they can raise concerns.

Ensure hirers understand the
limit on group sizes (if
people attend in groups) and
convey to those attending
the need to avoid mingling
between groups.
Adjust hire conditions to
cover this.
Discuss hirer concerns with
them, as this should not
prevent any activities,
though adjustments may be
needed eg to seating
arrangements.
Gloves to be worn, or hands
sanitized both before and after
unlocking/locking and
opening/closing the entrance

Event organisers are not
expected to ask about people’s
domestic arrangements. But no
group members should mingle, ie
mix, with another group.
Polite, socially distanced,
speaking only between groups,
as for an activity at which all
individuals are socially distanced.
Avoid raised voices or
interactions.
Hirers to bring their own
gloves/hand sanitizer, as per the
special conditions of hire
Condition SC1.
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Area or people at Risk

Risk identified

Car park/paths/patio/exterior
areas

Social distancing is not observed
as people congregate before
entering premises. Parking area
is too congested to allow social
distancing. People drop tissues.

Entrance hall/lobby/corridors

Possible “pinch points” and busy
areas where risk is social
distancing is not observed in a
confined area. Door handles,
light switches in frequent use.

Actions to take to mitigate
risk
gate and unlocking/locking and
raising/lowering the collapsible
bollard.
Mark out 2 metre waiting area
outside all potential entrances
with tape to encourage care
when queueing to enter.
Cleaner asked to check area
outside doors for rubbish which
might be contaminated. Eg.
Tissues. Wear plastic gloves and
remove.

Identify “pinch points” and busy
areas. Consider marking out 2
metre spacing in entrance area.
Create one-way system and
provide signage.
Door handles and light switches,
to be cleaned regularly.
Hand sanitizer to be provided by
the Parish Council

Notes & Actions taken

Transitory lapses in social
distancing in outside areas are
less risky. The main risk is likely
to be where people congregate,
or for vulnerable people.
Ordinary litter collection
arrangements can remain in
place. Provide plastic gloves.
Hirers requested to remove all
rubbish when they leave the
hall.
Hand sanitizer needs to be
checked daily. Provide more bins,
in entrance hall, each meeting
room and empty regularly.
One way system put in place.
Entrance through side door and
exit through double doors in the
hall, with the hirer locking them
shut before leaving through the
side entrance.
Supplementary conditions of
hire to be given, detailing the
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Area or people at Risk

Risk identified

Actions to take to mitigate
risk

Notes & Actions taken
responsibilities of the hirer.

Main Hall

Kitchen

Door handles, light switches,
window catches, tables, chair
backs.
Soft furnishings which cannot be
readily cleaned between use.
window blinds. Social distancing
to be observed.

Social distancing more difficult.
Door and window handles, light
switches, work surfaces, sinks,
cupboard/drawer handles.
Fridge/ freezer, crockery/cutlery,
kettle/hot water boiler.
Cooker/microwave, first aid
cabinet.

Door handles, light switches,
window catches, tables, chair
backs to be cleaned by hirers
before use.
Social distancing guidance to be
observed by hirers in arranging
their activities. Hirers to be
encouraged to wash hands
regularly.

Hirers are asked to control
numbers using kitchen so as to
ensure social distancing,
especially for those over 70.
Hirers to clean all areas likely to
be used before use, wash, dry
and stow crockery and cutlery
after use.
Hirers to bring own tea towels.
Hand sanitizer, soap and paper
towels to be provided.
Consider encouraging hirers to
bring their own food and drink

Consider removing window
blinds and any other items which
are more difficult to clean and
likely to be touched by the
public.
Provide hand sanitizer.
Notice erected instructing hirers
that the blinds are out of use
and should not be touched.
Blinds secured open using sticky
hazard tape.
Hirers requested to bring their
own cleaning materials, or
cleaning materials to be made
available in clearly identified
location e.g. a box on one of the
kitchen surfaces, regularly
checked and re-stocked as
necessary. Consider closing
kitchen if not required, or
restricting access.
Kitchen closed at the current
time, except for access to the
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Area or people at Risk

Changing rooms (Referee, Home
and Away)

Store cupboards (cleaner etc.)

Storage rooms
(furniture/equipment)

Risk identified

Actions to take to mitigate
risk
for the time being.

Notes & Actions taken
first aid kit.

Notice erected on the door and
stated in Special Conditions of
Hire SC13.
Social distancing difficult.
Hirer to control numbers
Ensure soap, paper towels and
Surfaces in frequent use. Door
accessing changing rooms at one toilet paper are regularly
handles, light switches, basins,
time, with attention to more
replenished and hirer knows
toilet handles, seats, shower taps vulnerable users. Hirer to clean
where to access for re-stocking if
etc. Baby changing and vanity
all surfaces etc. before public
needed.
surfaces, mirrors.
arrive, unless staff have precleaned out of hours.
Changing rooms closed at the
Consider engaged/vacant
current time.
signage and posters to
Notice erected on the doors and
encourage 20 second hand
stated in Special Conditions of
washing.
Hire SC13.
Social distancing not possible.
Public access unlikely to be
Door handles, light switch.
required. Cleaner to decide
frequency of cleaning.
Social distancing more difficult.
Hirer to clean equipment
Consider whether reDoor handles on use. Equipment required before use. Hirer to
arrangement or additional
needing to be moved not
control accessing and stowing
trolleys will facilitate social
normally in use.
equipment to encourage social
distancing.
distancing.
Chairs and tables are stored in a
cupboard in the hall. Only one
person at a time to enter. Notice
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Area or people at Risk

Toilets

Boiler Room

Risk identified

Social distancing difficult.
Surfaces in frequent use. Door
handles, light switches, basins,
toilet handles, seats etc. Baby
changing and vanity surfaces,
mirrors.

Door handle, light switch. Social
distancing not possible.

Actions to take to mitigate
risk

Hirer to control numbers
accessing toilets at one time,
with attention to more
vulnerable users. Hirer to clean
all surfaces etc. before public
arrive, unless staff have precleaned out of hours.
Consider engaged/vacant
signage and posters to
encourage 20 second hand
washing.

Notes & Actions taken
on door advising hirers of this
requirement. Special conditions
of use request hirer to clean all
chairs/tables both before and
after use.
Ensure soap, paper towels and
toilet paper are regularly
replenished and hirer knows
where to access for re-stocking if
needed.
Notice in place advising that
only 1 person at a time may
access the toilet corridor.

Hirer to clean surfaces etc. as
per special conditions of hire.
Public access unlikely. Cleaner to No access for hirers/cleaners
decide frequency of cleaning.
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MANOR FIELD PAVILION
SPECIAL CONDITIONS OF HIRE DURING COVID – 19
NOTE: These conditions are supplemental to, not a replacement for, the hall’s ordinary
conditions of hire.
SC1: You, the hirer, will be responsible for ensuring that gloves are worn or hands are
sanitized, both before and after unlocking/locking and opening/closing the entrance gate and
unlocking/locking and raising/lowering the bollard.
SC2: You, the hirer, will be responsible for ensuring that those attending your activity or
event, comply with the COVID-19 Secure Guidelines while entering and occupying the hall, as
shown on the attached poster which is also displayed at the hall entrance, in particular, using
the hand sanitizer supplied when entering the hall and after using tissues.
SC3: You undertake to comply with the actions identified in the hall’s risk assessment, of
which you have been provided with a copy.
SC4: You will be responsible for cleaning door handles, light switches, window catches,
equipment, toilet handles and seats, wash basins and all surfaces likely to be used during your
period of hire before other members of your group or organization arrive and to keep the
premises clean through regular cleaning of surfaces during your hire, paying particular
attention to wash hand basins and kitchen sinks (if used), using your own ordinary domestic
products. You will be required to clean again on leaving. Please take care cleaning electrical
equipment. Use cloths – do not spray!
SC5: You will make sure that everyone likely to attend your activity or event understands that
they MUST NOT DO SO if they or anyone in their household has had COVID-19 symptoms in
the last 48 hours, and that if they develop symptoms within 10 days of visiting the premises,
they MUST use the Test, and Trace system to alert others with whom they have been in
contact. They must seek a COVID-19 antigen test.
SC6: You will keep the premises well ventilated throughout your hire, with windows and
doors (except fire doors), open as far as convenient. You will be responsible for ensuring that
they are all securely closed on leaving.
SC7: You will ensure that no more than 6 people (including you), attend your activity/event, if
seated, and 3 people (excluding you) for a standing or mat based activity, in order that social
distancing can be maintained. You will ensure that people attending do so in groups of no
more than 6 or two households and that such groups do not mingle. You will ensure social
distancing of 2m between individuals or groups is maintained by everyone attending as far as
possible, including while waiting to enter the premises, that they observe the one-way system
within the premises and as far as possible, observe social distancing of 1 metre plus
mitigation measures when using more confined areas (e.g. moving and stowing equipment,
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accessing toilets), which should be kept as brief as possible. You will make sure that no more
than 1 person uses each suite of toilets at one time.
SC8: You will take particular care to ensure that social distancing is maintained for any
persons aged 70 or over, or likely to be clinically more vulnerable to COVID-19, including for
example, keeping a 2 metre distance around them when going in and out of rooms and
ensuring that they can access the toilets, kitchen or other confined areas without others
being present. For some people, passing another person in a confined space is less risky, but
for older people, that should be avoided.
SC9: You will position furniture or the arrangement of the room, as far as possible to facilitate
social distancing of 2 metres between individual people or groups of six or less people or 2
households, or 1 metre with mitigation measures such as: seating side by side, with at least
one empty chair between each person or household group, rather than face to face, face
coverings and good ventilation. If tables are being used, you will place them so as to maintain
social distancing across the table between people from different household groups who are
face to face e.g. using a wide U-shape.
SC10: You MUST keep a record of the date and time the activity started and the name and
contact telephone number or email of all those who attend your event, (or a member of any
group of up to 6 people or 2 households who attend together). This can be done either by
operating an advance booking system which collects these details, or by asking everyone who
attends to use the NHS QR poster at the hall entrance, to register their attendance and by
keeping a register of any who do not register using their smartphone app and the hall’s NHS
QR poster or your own NHS QR poster.
SC11: You will be responsible for the disposal of all rubbish created during your hire, including
tissues and cleaning cloths, taking ALL rubbish away with you when you leave the hall.
SC12: You will encourage users to bring their own drinks and food.
SC13: You will be responsible for ensuring that no one attending your activity or event enters
the areas of the Pavilion marked “Do not Enter”. These areas, namely the kitchen and
changing rooms remain closed at the present time. It should be noted that the
“home”changing room has been designated as the “safe“ area, in the event of someone
becoming unwell with suspected COVID-19 symptoms and may be accessed under these
circumstances only.
SC14: The Parish Council will have the right to close the hall if there are safety concerns
relating to COVID-19, for example, if someone who has attended the hall develops symptoms
and thorough cleansing is required, or if it is reported that the Special Hiring Conditions above
are not being complied with, whether by you, or by other hirers, or in the event that public
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buildings are asked or required to close again. If this is necessary, the Parish Council will do its
best to inform you promptly and you will not be charged for this hire.
SC15: In the event of someone becoming unwell with suspected COVID-19 symptoms while at
the hall, you should remove them to the designated safe area which is the “home” changing
room. Provide tissues and a bin or plastic bag, and a bowl of warm soapy water for
handwashing. Ask others in your group to provide contact details if you do not have them and
then leave the premises, observing the usual hand sanitising and social distancing precautions
and advise them to launder their clothes when they arrive home. Inform the Clerk at the
Parish Office on 01474 709441.
SC16: In order to avoid risk of aerosol or droplet transmission, you must take steps to avoid
people needing to unduly raise their voices to each other, eg. refrain from playing music or
broadcasts at a volume which makes normal conversation difficult.
SC17: You will encourage all those attending your activity to wear a face covering unless an
exemption or other government guidance applies to the activity. A face covering is not
required when people are eating or drinking, but they should be seated.
SC18: Closing: Provision of food and drink MUST cease by 10p.m. Any bar, dinner or similar
activity MUST close by 10p.m.
SC19: Other special points as appropriate

1) Where a sports, exercise or performing arts activity takes place:
You will organize your activity in accordance with guidance issued by the relevant governing
body for your sport or activity.
2) Where a group uses their own equipment:
You will ask those attending to bring their own equipment and not share it with other
members.
3) If you provide equipment:
You will avoid using equipment which is difficult to clean, as far as possible. You will ensure
that any equipment you provide is cleaned before and after use.
4) The hall will be cleaned thoroughly once a week by the hall cleaner, including floors. The
hiring group will be responsible for cleaning surfaces used regularly, before, during and at the
end of hire.
5) In addition to the ordinary first aid kit, a COVID-19 First Aid Box is located in the home
changing room.
This consists of:




Face mask (covering & pair of plastic gloves x 2
Plastic face shield – for the responder
Pocket pack of tissues
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Hand soap in pump dispenser
Small hand sanitizer gel
Disposable apron
Small packet anti-bacterial wipes
Rubbish bags x 2 (so disposables can be double bagged) The outer one marked “Covid
Waste”
Washing up bowl for handwashing

A copy of the Parish Council’s Risk Assessment has been made available to you, but may be
subject to change at any time, in line with Government Guidelines.
Name of group/organization: …………………………………………………………………………………………….
Person responsible (Print name) : ………………………………………………………………………………………
Address:……………………………………………………………………………………………………………………………..
Telephone Number:……………………………………………………………………………………………………………
I confirm that I have read and understood the above Special Conditions of Hire during
COVID – 19 and agree to abide by them fully.
Signed………………………………………………………………………………………………………………………………..
Print:…………………………………………………………………………………………………………………………………
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RISK ASSESSENT FOR HIRERS – MANOR FIELD PAVILION
Area of risk

Risk identified

Actions to take to mitigate risk

Notes

Cleanliness of hall and
equipment, especially after
other hires

Other hirers or hall cleaner have
not cleaned hall or equipment
used to standard required. Our
group leaves hall or equipment
without cleaning.

Check cleaning schedule
which will be displayed in a
prominent location, signed and
dated by the cleaners
(DartClean) to confirm when
cleaning last took place. Group
to make sure regularly used
surfaces are cleaned before,
during and after hire e.g. tables,
sinks, door and toilet handles. To
be evidenced by signature,
time and date, on cleaning
confirmation schedule, before
leaving the building.

Can we bring our own
equipment?

Managing social distancing
and especially people
attending who may be
vulnerable

People do not maintain 2 metre
social distancing.

Advise group that they must
comply with social distancing as
far as possible and use one way
system. Adopt layout advised.
Limit numbers using toilets at
once.
Ensure one way system is
adhered to. Entrance through
side door and exit through
double doors in the hall,
locking them shut before
leaving through the side
entrance.

Should we avoid use of kitchen –
ask people to bring their own
food and drink?
Allow older people time to use
toilets without others present.
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Area of risk

Risk identified

Actions to take to mitigate risk

Notes

Respiratory hygiene

Transmission to other members
of the group.

Catch it, Bin it, Kill it. Encourage
group to avoid touching mouth,
eyes and nose. Provide tissues
and ask all to dispose into a bin
or disposable rubbish bag, then
wash or sanitize hands.
Advise group to use sanitizer on
entering and exiting the hall, to
wash hands regularly using soap
and paper towels.
Follow hall instructions. Move
person to safe area, obtain
contacts, inform Parish Office.

Remember to bring tissues and
hand sanitizer.

Hand cleanliness

Transmission to other members
of the group and premises.

Someone falls ill with COVID19 symptoms

Transmission to other members
of group and premises.

Remember to remove all rubbish
at end of hire.
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Hartley Neighbourhood Plan Steering Group: Draft Terms of Reference
1. Purpose
Hartley Parish Council is the qualifying body for the preparation of a Neighbourhood
Plan for the parish of Hartley.
The Parish Council has established the Hartley Neighbourhood Plan Steering Group
to project manage the preparation of a sound Neighbourhood Plan for Hartley, that
defines the planning policy priorities identified by the community taking into account all
representations made during the plan-making process and having regard to all
relevant existing plans and evidence.
2. Principles
a. The Steering Group will undertake the process in a democratic, transparent and fair
fashion, encouraging widespread participation and giving consideration to opinions
and ideas from all members of the community.
b. All decisions made, shall be fully evidenced and supported through consultation
with the local community.
3. Roles and Responsibilities
In order to achieve this, the Steering Group will:
a. Be accountable for steering and providing strategic management of the
Neighbourhood Plan for Hartley
b. Produce, monitor and update a project timetable.
c. Produce a consultation and engagement strategy, showing how the community will
be involved throughout the process.
d. Undertake evidence gathering and analysis to support the plan production process,
gathering data from a wide range of sources to ensure that the conclusions reached
are fully evidenced and that the aspirations and issues of all residents are understood.
e. Actively support and promote the preparation of Hartley’s Neighbourhood Plan
throughout the duration of the project.
f. Work closely with Sevenoaks District Council throughout the process.
g. Identify sources of funding.
h. Liaise with relevant authorities and organisations to make the plan as effective as
possible.
i. Consult as widely and thoroughly as is possible to ensure that the draft and final
NDP is representative of the views of residents.
j. Agree, subject to ratification by the Parish Council, a final submission version of the
Hartley Neighbourhood Plan.
4. Membership
a. The Steering Group will be made up of three Parish Councillors, one of whom shall
be appointed Chairman of the Steering Group, together with up to 9 volunteers.
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b. Membership appointments are to be approved, and subsequently reviewed every
six months, by Hartley Parish Council, and membership information included on
Hartley Parish Council’s website.
c. The Parish Council’s Clerk may attend meetings to advise on contractual matters
and financial issues
5. Decision Making
a. The Steering Group has full delegated authority from the Parish Council to deliver
its plan-making functions up to and including publication of the Consultation Draft
Plan.
The Group will report quarterly to the Parish Council setting out progress on its work.
The Parish Council will approve the Submission Draft Neighbourhood Development
Plan prior to publication for consultation and independent examination.
b. The plan-making process remains the responsibility of the Parish Council as the
qualifying body.
All publications, consultation and community engagement exercises will be
undertaken by or on behalf of the Parish Council with appropriate recognition of the
Parish Council’s position given in all communications associated with the project.
6. Meetings
a. Steering Group meetings will take place at least every two months or more
frequently as may be required.
b. Where possible, meetings will be held in the Manor Field Pavilion or Hartley Village
Hall (or virtually if required by Government restrictions).
c. The dates of future meetings will be made publicly available via Hartley Parish
Council’s website to provide the maximum opportunity for community participation.
d. The Steering Group will appoint a Secretary from the volunteers who shall keep a
record of meetings and circulate notes to Steering Group members for approval at the
following meeting.
Approved minutes shall be made available to Members of Hartley Parish Council and
included on the Council’s website to provide the maximum opportunity for community
participation.
f. At least four clear days’ notice of meetings shall be sent to members via email.
g. Members must declare an interest at the beginning of a meeting if they have a
disclosable pecuniary or non-pecuniary interest relating to an agenda item to be
discussed
h. Meetings will normally be open to members of the public. If a member of the public
wishes to speak on a particular subject, the Chair shall invite him/her to speak when
the subject is discussed, for no more than five minutes.
i. The Steering Group can exclude the public from all or part of the meeting and hold
a closed session in exceptional circumstances for matters that are sensitive.
j. Decisions made by the Steering Group should normally be by consensus at
Steering Group meetings.
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Where a vote is required, each member shall have one vote.
A minimum of 3 members, including one Parish Councillor, shall be present where
matters are presented for decisions to be taken.
A simple majority vote will be required to support any motion. The Chair shall have
one casting vote if required.
7. Working Groups
a. The Steering Group may establish working groups to aid them in any
Neighbourhood Plan related work.
b. Each working group should have a lead person from the Steering Group. The
leader may co-opt additional volunteers from the community to further the work,
subject to the agreement of the Steering Group.
c. The work of these groups does not need to be open to the public and their
meetings are not required to follow the procedures referenced in section 6 above.
8. Finance
a. All grants and funding will be applied for and held by the Parish Council, who will
ring-fence the funds for Neighbourhood Development Plan work.
b. The Steering Group will notify the Parish Council, advising them of any planned
expenditure before it is incurred
c. The Clerk to Hartley Parish Council, as its Responsible Financial Officer, will
maintain a record of all income and expenditure for Neighbourhood Plan work.
9. Conduct
a. It is expected that all Steering Group members conduct themselves when working
on the Neighbourhood Plan in a manner consistent with the standards of conduct
expected for those in public life, i.e. selflessness, integrity, objectivity, accountability,
openness, honesty and leadership.
b. The Steering Group as a whole is accountable to the wider community for ensuring
that the Plan reflects their collective expectations.
c. The Steering Group will achieve this through applying the following principles:
i. Be clear and open when their individual roles or interests are in conflict;
ii. Treat everyone with dignity, courtesy and respect regardless of their age, gender,
sexual orientation, ethnicity, or religion and belief and,
iii. Actively promote equality of access and opportunity.
10. Changes to the Terms of Reference
This constitution may be amended with the support of at least two-thirds of the current
membership at a Steering Group Meeting and with the approval of Hartley Parish
Council.
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11. Dissolution
a. The Steering Group will be dissolved once its purpose has been attained a and/or
when at least two-thirds of its members and Hartley Parish Council consider its
services are no longer required.
b. Hartley Parish Council will then dispose of any remaining funds held in accordance
with any conditions imposed by the grant funders and in the best interests of Hartley
Parish.
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Ref:
882345621
520565229
163416251
64061491
850242234

312306016
192889068
610530089
340979848
582790395
503247012

882983813
474366335
75374019
700949228
563843382
501884651

Schedule of Payments April 2021 - Paid by Internet Banking from Unity Trust Bank
Payment to
Particulars
PAID 17/03 - Removal of trees & clearance work @ allotments inv
592
PAID 17/03 - Delivery of Neighbourhood Plan questionnaire inv 503
PAID 17/03 - Clearance of fly tipping Gorse Wood inv 2064320
PAID 17/03 -Stationery inv I3763090
PAID 17/03 - Garden maint BG inv 33
Litter pick MF inv 34
Take down goal posts inv 34
Inspection of playground equip inv 34
Inspection of allotments inv 34
Litter pick Rectory Meadow inv 34
Litter pick Hartley greens inv 34
Litter pick Gorse Wood inv 34
Litter pick pond inv 34
BG visual insp inv 35
Cut beech hedge new BG inv 36
Cut new beech hedge dividing new BG inv 36
Cut hedge L/Hill inv 37
PAID 17/03 -Reimburse re payment of skip hire re allotments
Reimburse re phone call to ADT re alarm at Pavilion
PAID 23/03 - Water charges at allotments 01/01-30/06
PAID 23/03 - Emptying dog bins Jan - March 2021 inv 2064360
PAID 23/03 - Reimburse re payment of skip hire re allotments
PAID 01/04 - Reimburse re Log me in subscription
PAID 31/03 - Supply & application of fertilizer & iron MF inv 19242
Salary 01/04/2021 - 30/04/2021 (Pre-approved)
Reimburse re Log me in subscription (exchange rate differed from
original invoice)
Salary 01/04/2021 - 30/04/2021 (Pre-approved)
Month 1 Employer & Employee NIC & PAYE
Employer & Employees pension contributions April 2021
Annual Subscription inv 8055
Business rates re Parish Office Bill no 17/0
Cleaning & water testing @ Pavilion 1st - 29th March inv 02730

Net

VAT

Total

1,650.00
300.00
500.00
33.85
130.00
90.00
60.00
340.00
40.00
68.00
88.00
72.00
30.00
18.50
100.00
35.00
100.00
230.00
3.05
658.24
429.00
230.00
254.46
361.52
2,305.18

330.00
100.00
6.77
46.00
85.80
46.00
50.90
72.30
-

1,980.00
300.00
600.00
40.62
1,171.50
279.05
658.24
514.80
276.00
305.36
433.82
-

8.56
1,255.58
1,411.44
1,311.33
1,620.00
1,010.48
87.50

1.71
324.00
-

2,315.45
1,255.58
1,411.44
1,311.33
1,944.00
1,010.48
87.50
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941769484

Chq No
DDR
107021

20 x garden waste sacks 28/01 inv 2064777
16 x rec sacks 28/01 inv 2064777
32 x rec sacks 25/02 inv 2064777
24 x black refuse sacks inv 2064777
30 x garden waste sacks inv 2064777
16 x recycling sacks 11/03 inv 2064777
24 x black refuse sacks 11/03 inv 2064777
32 x rec sacks 23/03 inv 2064777
Emptying dog bins July - Sept 202 inv 2064776

280.00
8.00
16.00
30.00
420.00
8.00
30.00
16.00
429.00

6.00
6.00
85.80

1,334.80

16,068.69

1,161.28

17,229.97

Schedule of Payments March 2021 - Paid by cheque/DDR from Barclays Bank
Payment to
Particulars
Mixed payment plan charges 15/02/21 - 14/03/21
PAID 31/03/21 - Bulk Propane delivered 11/03/21 inv 33829000

Net
12.70
873.41

886.11

VAT
43.67

43.67

Total
12.70
917.08

929.78
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Adjournment
The meeting was adjourned at 7.35 p.m.
Cllr Abraham reported that the District Council had been refused permission to appeal
against an unsuccessful Judicial Review, regarding the rejection by the Planning
Inspector of its Draft Local Plan.
This means that the process is now starting from scratch.
The meeting resumed at 7.36p.m

