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Clerk to the Council: Sonia Hutchinson,
2 Sevenoaks Terrace, Cross Lane, Wigton CA7 9DG 
Telephone 016973 43702 Email: clerk@kingmoorparishcouncil.org



To Members of Kingmoor Parish Council				12th July 2018

I am writing to summons you to attend the Parish Council meeting which will take place on Thursday 19th July at Rockcliffe Community Centre at 7.30pm prompt. 

Yours faithfully


Sonia Hutchinson, Clerk to the Parish Council


AGENDA
161.18	APOLOGIES FOR ABSENCE
		To approve apologies for absence
162.18	DECLARATIONS OF INTEREST
163.18	REQUESTS FOR DISPENSATIONS
164.18	TO APPROVE MINUTES OF THE LAST MEETING 
165.18	PROGRESS UPDATES
1. Agenda item 978 –Bus stops Crindledyke Lane  and Parkhouse Road – verbal update by the Clerk.
2. Agenda item 14 – Maintenance of Playground – verbal update Cllr. Colville. 
3. Agenda item 15 – Mobile phone coverage – verbal update Cllr. Bainbridge.
4.   Agenda item 136 – Possessory Title of 3 areas of Common land – verbal update by the Clerk.
5.   Agenda item 120 – Plaque for bench in Stainton - verbal update by the Clerk
6.   Agenda item 136.18 The Cargo Mile – verbal update by Cllr. Faulder.
166.18	PUBLIC PARTICIPATION
167.18	POLICE ISSUES
                     To note PCSO Amy Lambert has now left so there is no newsletter Crime figures      below are taken from the website for May 2018 (most recent data): -
	Crime Figures
	1	Anti-social behaviour 	Nr. Crindledyke Close
	1	Anti-social behaviour	Nr. Princess Park way
	1 	Theft				Nr. Asda Supermarket
	1	Shoplifting			Nr. Asda Supermarket
	1	Violence / sexual offence	Nr. Asda Supermarket
	Local Policing Priorities
	Youths causing a disorder – the police continue to work with partner agencies to reduce disorder. Engage with offenders and prevent re-occurrence. Prosecute offenders wherever possible. Support victims
168.18	POLICIES
To approve the policies outlined below and previously circulated and 
to sign the guidelines for councillors on the new GDPR regulations as noted: -  	
Subject Access Request Policy
Subject Access Request Form
GDPR Councillor Guidance
Revised Freedom of Information Policy.
169.18	HIGHWAYS ISSUES
1.   Complaints notified to highways and waiting for a response. Please see attached Schedule.
2.	Briefing on installation of passing places on the road from CNDR roundabout to Stainton village – To make a decision at the next meeting as to whether or not the parish council will contribute towards the installation of passing places on the road from Stainton village to the CNDR roundabout.
170.18	FINANCE 
1. INCOME
To note no income has been received.
2. EXPENDITURE
	Cheque No
	Payee
	Description
	Amount £

	101177
	Carlisle Cycling
	Donation to cycle way project
	1000.00

	101178
	Norris & Fisher
	Insurance Renewal
	335.94

	101179
	Colophon Press
	Printing Chairman’s report
	26.40

	101180
	Rockcliffe Parochial Church Council
	Donation to the Church 
	500.00

	101181
	Sonia Hutchinson
	Expenses
	76.48

	101182
	Sonia Hutchinson
	Salary months 3 and 4
	617.77

	101183
	HMRC 
	Months 3 and 4
	154.60

	101184
	Cumbria Payroll 
	Payroll reports 3 and 4
	16.80

	101185
	Jones and Buckle
	Bench Plaques
	67.60


      To approve expenditure.
To note the Clerk’s expenses are in respect of stationary postage and Microsoft Office renewal of £59.99.
3. CURRENT POSITION
	Opening Balance Comm. Account            £9232.16
		
	
	

	Opening Balance Business Account         £2172.65
	
	
	


Plus income received 			       £9201.39				      
Expenditure to date including above 	       £3,886.53
Current balance in Community Account, including deduction of expenditure to be agreed at this council meeting, is £14,546.63
Current balance in 14 day Business Account £2,173.04
Total balance including 14 day business account is £16,719.67
Please see bank reconciliation as at 09/07/2018.
To note anticipated expenditure to year end is circa £5,500 reserves £11,200
171.18    	PLANNING 
1. APPLICATIONS
To note comments notified to planning in the Planning Working Group Schedule attached. 
2. DECISIONS
No notification of any decisions since the last meeting.
3. PLANNING APPLICATION 1/16/9009 - shared footway / cycle way Kingmoor Road – verbal update from the Clerk and Cllr. Allison.
4. PLANNING APPLICATION 1/18/9006
Proposal: Construction and operation of a building for the processing of waste to produce Refuse Derived Fuel, and processing of co-mingled recyclable material. Location: Hespin Wood Waste Management Park, Rockcliffe, Carlisle, CA6 4BJ
- The Chairman to report
172.18	REMEMBRANCE SILHOUTTES – verbal report by the Chairman. To make a decision on whether or not the parish council wish to purchase remembrance silhouettes
173.18	DESTRUCTION OF HEDGE ON PARK HOUSE ROAD NR ASDA ROUNDABOUT – verbal report Cllr. Ruddick
174.18	COULD THE SPRINKLES (COMMON LAND) BE MADE INTO A NATURE RESERVE – verbal report Cllr. Ruddick
175.18	BRIDGE REQUIRING NEW HANDRAILS – verbal report the Chairman
176.18	FOOTPATH NOTICE BOARDS - 	verbal report the Chairman				`
177.18	CORRESPONDENCE RECEIVED BY THE CLERK
1.   Eden and Lynn Buzz – request to put back copies on the website.
2.	Carlisle Parish Council Association Executive meeting May 2018 draft minutes.
3.	CALC Newsletter June 2018.
4.	BBC Radio Cumbria – series of programmes featuring people who live near the M6.
5.	Cumbria Highways – temporary road closure C1016.
6.	Action for Health Network Information update June. 
7.	North West Coastal Access monthly update June 2018.
8.	CALC planning training events for new and experienced members in September 2018.
9.	Lowry Hill Residents Association – to note planning application Hepsin Wood
10.	Action for Health Network Information update July.
178.18	DATE AND TIME OF NEXT MEETING
		20th September at 7.30pm at the Rockcliffe Community Centre

Supporting papers
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KINGMOOR PARISH COUNCIL

Subject Access Request Form

Process to Action

Name of requester
(Method of communication)
Email Address

Phone number

Postal Address

Is the request made under the Data Protection Legislation Yes No

Date Subject Access Request action to be completed by
(One month after receipt time limit)

Extension to the date of reply requested Yes No
( An extension of another two months is permissible provided it is
communicated to the subject within the one month period)

Extension date advised to the Subject Requester and method of contact

Identification must be proven from the below list:

Current UK/EEA Passport

UK Photo card Driving Licence (Full or Provisional)

EEA National Identity Card

Full UK Paper Driving Licence

State Benefits Entitlement Document

State Pension Entitlement Document

HMRC Tax Credit Document

Local Authority Benefit Document

State/Local Authority Educational Grant Document

HMRC Tax Notification Document

Disabled Driver’s Pass

Financial Statement issued by bank, building society or credit card company
Utility bill for supply of gas, electric, water or telephone landline

A recent Mortgage Statement

A recent council Tax Bill/Demand or Statement

Tenancy Agreement

Building Society Passhook which shows a transaction in the last 3 months and
their address

Verification sought that the Subject Yes No
Access request is substantiated Yes No
Verification received Yes No
Verification if the Council cannot provide the information requested Yes No
Is the request excessive or unfounded? Yes No
Request to be actioned Yes No

Fee to be charged
(Subject Access requests must be undertaken free of charge to a requester
unless the legislation permits a reasonable charge)

If the request is to be refused, action to be taken and by whom.
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Changes requested to data/ or removal

Complaint Process

(Where a requestor is not satisfied with a response to a SAR, the council must

manage this as a complaint)

Completion date of request

Date complaint received by requested and details of the complaint

Date complaint completed and outcome

Categories of Data to Check

Data

Filing
Cabinet

Laptop

Checked

Corrected/Deleted

Actioned by

HR

Democracy

Statutory Function

legal

Business

Legal requirement

General Data

Consultation Data
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KINGMOOR PARISH COUNCIL
General Data Protection Awareness Checklist for Councillors

The General Data Protection Regulation (GDPR) are applicable in the UK from 25th May. Whilst
Parish Councils are expected to comply with GDPR, individual councillors will also need to ensure
that they protect an individual’s personal data whether it is stored electronically or as a hard copy.
This applies only to living individuals (not the deceased, companies, other authorities and charities)

Personal data includes:

* Names and addresses
¢ Telephone numbers
¢ Email addresses

¢ |P addresses

The following measures are recommended to help councillors comply with GDPR:

Action Noted v
Ideally a councillor should set up a separate email account for all parish emails

Ensure that all devices (computers, laptops, phones) are password protected

Do not forward on emails or email threads as they may contain personal data

Copy and paste information from an email if you want to pass it on, rather than
forwarding on an email to remove the IP address from the header

Where possible direct all correspondence to the clerk who can obtain the necessary
consent

Where possible avoid holding an individual’s information in a councillor’s home or
on a councillor’s own PC. If a councillor has to hold any information containing
personal data on behalf of the Parish Council, it needs to be stored securely in a
locked room or cabinet or if on a PC, in an encrypted folder

Make sure your antivirus software and operating system is up-to-date

Make sure your computer’s firewall is turned on and inform the Clerk of any
breaches within 48 hours

| confirm that | have read the information above and understand my responsibility as a parish
councillor for protecting personal data.

Signed: Date:
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KINGMOOR PARISH COUNCIL
FREEDOM OF INFORMATION POLICY

Revised & adopted by Full Council on 19.07.18 New Revision date July 2019

Introduction

Kingmoor Parish Council is committed to complying with the provisions of the
Freedom of Information Act 2000 (FOIA) and related legislation.

This legislation enables anyone, anywhere in the world, to request any recorded
information held by, or on behalf of, Kingmoor Parish Council. Information will be
provided if it is held, unless one or more of the exemptions listed in the legislation
applies. There are 23 exemptions in the Freedom of Information Act and information
which is exempt does not have to be provided.

Obtaining Information and Information held

There are two ways to obtain the information:

e Inspect Documents held by the Clerk

If you wish to view certain documents, you should contact the Clerk, either by
telephone, or in writing. Some documents require some time to locate, so it may be
necessary to make an appointment.

e Individual Written Request

If the information is not included in the publication scheme outlined below you may
send a written request to

e The Parish Clerk, 2 Sevenoaks Terrace, Cross Lane, Wigton, Cumbria CA7 9DG
e Your request must include your name, address for correspondence, and a
description of the information you require.

Council’s Response to a Written Request

Within 20 working days of receipt of your written request the Council will:

« confirm to you whether or not it holds the information

e advise you if a fee will be charged

e provide you with the information (after any relevant fee has been paid) unless an
exemption applies (see ‘Exemptions’ paragraph below).

Fees

The Act only allows the Council to charge for answering Freedom of Information
requests in the following circumstances:

1. Disbursement costs such as printing, photocopying and postage; and
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KINGMOOR PARISH COUNCIL
FREEDOM OF INFORMATION POLICY

Revised & adopted by Full Council on 19.07.18 New Revision date July 2019

2. When estimated staff costs involved in locating and or compiling the information
exceed £450. Under these circumstances, the Council can refuse the request on
the grounds of cost, or charge the applicant £20 per hour, plus disbursements for
the estimated work.

For the majority of requests, or a series of requests from the same applicant within a
12 month period, it is expected that the charge for locating and compiling information
will be less than £450 and therefore, except for disbursement costs, no
reimbursement can be sought. However, where costs are estimated to exceed £450
(based on an hourly charge-out rate of £20), the Council can decide to:

« refuse the request; or

o comply with the request and charge for allowable costs as prescribed in the
regulations; or

« comply with the request free of charge.

If the estimated cost of a request is more than £450, and it is decided to release the
information and make a charge for the information then:

« A fee notice will be sent to the applicant requesting the appropriate fee.

e The request will not be answered until the fee has been received.

« If the actual cost of completing the request is more than the estimate then the
Council will incur the additional cost.

e Where the cost is less than the estimated cost then the difference will be
refunded to the applicant.

For disbursements costs, it is proposed that the Council will charge 10p per sheet for
photocopying and printing documents, and recover the actual cost of postage or any
other transmission costs from the applicant.

Further Help

If you need help in accessing information from the Council under the Freedom of
Information Act, please contact the Parish Clerk (address as before).

If as an individual you want to know what data is held on you, why the data is being
processed and whether it will be given to any third party you have the right to be
given this information in a hard copy. This is known as a ‘subject access request’ or
“SAR”. Please see Kingmoor Parish Council Subject Access request policy.

You will also find more detailed guidance on the website of the Information
Commissioner.
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KINGMOOR PARISH COUNCIL
FREEDOM OF INFORMATION POLICY

Revised & adopted by Full Council on 19.07.18 New Revision date July 2019

Complaints

If you are dissatisfied with the response from the Council then you should put your
complaint in writing to the Clerk at the address above. If you are still dissatisfied, you
may contact the Information Commissioner at: Information Commissioner’s Office,
Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF.
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KINGMOOR PARISH COUNCIL
FREEDOM OF INFORMATION POLICY

Revised & adopted by Full Council on 19.07.18 New Revision date July 2019

Information to be published How the information can | Cost
be obtained

Class1 - Who we are and what we do

Who’s who on the Council and its Committees Website / Email Free

Hard copy 10p per sheet
Contact details for Parish Clerk and Council members Website / Email Free
Hard copy 10p per sheet

Class 2 — What we spend and how we spend it

Annual return, Statement of Accounts, Governance Statement, report by auditor,

Website / Email

Free

expenditure over £100 Hard copy 10p per sheet
Finalised budget and precept Website / Email Free

Hard copy 10p per sheet
Asset Register Website / Email Free

Hard copy 10p per sheet
Financial Regulations and Standing Orders Website / Emall Free

Hard copy 10p per sheet
Grants given and received Website / Emall Free

Hard copy 10p per sheet
List of current contracts awarded and value of contract Email Free

Hard copy 10p per sheet
Members’ allowances and expenses Email Free

Hard copy 10p per sheet
Class 3 —What our priorities are and how we are doing
Parish Plan (current and previous year as a minimum) N/A N/A
Chairman Annual Report to Parish or Community Meeting Website / Emall Free






Agenda item 168.18

KINGMOOR PARISH COUNCIL
FREEDOM OF INFORMATION POLICY

Revised & adopted by Full Council on 19.07.18 New Revision date July 2019

Hard copy

10p per sheet

Quality status

N/A

N/A

Class 4 — How we make decisions

Timetable of meetings

Website / Email

Free

Hard copy 10p per sheet
Agendas of meetings (as above) Website / Emall Free

Hard copy 10p per sheet
Minutes of meetings (as above) — n.b. this will exclude information that is Website / Emall Free
properly regarded as private to the meeting. Hard copy 10p per sheet
Reports presented to council meetings — n.b. this will exclude information that is | Emall Free
properly regarded as private to the meeting. Hard copy 10p per sheet
Responses to consultation papers Email Free

Hard copy 10p per sheet
Responses to planning applications Email Free

Hard copy 10p per sheet

Class 5 - Our policies and procedures

Policies and procedures for the conduct of council business:

Website / Email

Free

Code of Conduct Hard copy 10p per sheet
Policies and procedures for the provision of services and about the employment | Website / Email Free
of staff: Hard copy 10p per sheet

Complaints procedure
Equal Opportunity policy
Health and safety policy
Risk Management policy
Data protection policy
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KINGMOOR PARISH COUNCIL
FREEDOM OF INFORMATION POLICY

Revised & adopted by Full Council on 19.07.18 New Revision date July 2019

Freedom of information policy

Grievance procedure

Disciplinary policy

Protocol on the recording and filming of Parish Council meetings
Press and Media policy

Retention of Documents policy

Schedule of charges (for the publication of information)

Website / Email
Hard copy

Free
10p per sheet

Class 6 — Lists and Registers

Assets register

Website / Email

Free

Hard copy 10p per sheet
Register of members’ interests Website / Emall Free
Hard copy 10p per sheet

Class 7 — The services we offer

Play Park

Seating, litter bins

Bus shelters

Contact details:
Sonia Hutchinson

Clerk to the Parish Council

2 Sevenoaks Terrace, Cross Lane, Wigton, Cumbria, CA7 9DG
Email: clerk@Kingmoorparishcouncil.org

Telephone: 016973 43702
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KINGMOOR PARISH COUNCIL
FREEDOM OF INFORMATION POLICY

Revised & adopted by Full Council on 19.07.18 New Revision date July 2019

SCHEDULE OF CHARGES
This describes how the charges have been arrived at and should be published as part of the guide.

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE
Disbursement cost Photocopying 10p per sheet (black & white) Actual cost
Postage Actual cost of Royal Mail standard 2"
class
Statutory Fee As identified in the aforementioned policy In accordance with the relevant
legislation
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INGMOOR

PARISH COUNCIL

Clerk to the Council: Sonia Hutchinson,
2 Sevenoaks Terrace, Cross Lane, Wigton CA7 9DG, Telephone 016973 43702

Email: clerk@kingmoorparishcouncil.org, Website: www.kingmoorparishcouncil.org

Kingmoor Parish Council Highways complaint schedule July 2018

Complaints raised with Highways department — Current position obtained from HIMS and correspondence with Highways Department.

Reference
number

Description

Current position

W171451434

On the footpath leading into Applegarth Estate in Cargo post code
location CAG6 4AS the roots of a tree are lifting and breaking the
pavement and now that the dark nights are here it is difficult for
residents to see the hazard in the dark.

Can something be done to resolve the matter of the pavement lifting?

Cumbria County Council have assessed fault W171451434 to
ensure that it does not pose a risk to the public. The fault will be
monitored and resolved as part of future planned maintenance

CT/1400742

Due to the lack of maintenance since the construction of the CNDR
roundabout, a drainage gutter at the base of the embankment next to
Spa House has become blocked, causing highway drainage water to
overflow onto a public footpath, which then flows into the CNDR
underpass west of Spa House. The nearby Pow Beck also requires
cleaning out, either side of the CNDR, to maintain field drainage. The
septic tank overflow for Spa House empties into Pow Beck and will
benefit from an unobstructed discharge.”

Completed

No reference
number

Signage on entrance to village of Stainton

Completed

(1) 81°69T
Wil
epuaby
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INGMOOR

PARISH COUNCIL

Clerk to the Council: Sonia Hutchinson,
2 Sevenoaks Terrace, Cross Lane, Wigton CA7 9DG, Telephone 016973 43702

Email: clerk@kingmoorparishcouncil.org, Website: www.kingmoorparishcouncil.org

W1880934755

Grit Bin at Crindledyke

One of our experienced teams will be out to take a look at this as so
on as possible. We'll keep you posted on progress using the email a
ddress you provided.

Asked to reissue if still a problem following data cleanse. Have
reissued the complaint and informed that it has been passed to the
relevant team for consideration.

W1880930446 | Pot Hole Crindledyke Estate Completed
No reference Leak on Honey pot lane Being monitored by Highways Senior Street Works Technician
number
W1880930922 | Pot holes entrance to Cargo Village from main road Problem Logged
W1880932807 | Pot Holes road leading from South of Harker road ends to edge of Completed
motorway via Heathlands
W1880934639 | Pot holes road leading south to Stainton from Kingmoor Road Rail Completed

Bridge

(1) 81°69T
Wil
epuaby
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KINGMOOR PARISH COUNCIL

BANK RECONCILIATION AT 9th July 2018

Total
Opening balance cash book as at 1/4/2018 11404.81
Receipts 9201.39 Payments £ 3,886.53 £ 16,719.67
Current Balance @09/07/2018
Barclays All Bank Accounts £ 19,515.26
Community Account £ 17,342.22
Business 14 Day Account £ 2,173.04
Deduct unpresented cheques Current Account £ 2,795.59
101177 1000.00
101178 335.94
101179 26.40
101180 500.00
101181 76.48
101182 617.77
101183 154.6
101184 16.80
101185 67.60
Adjusted balance £ 16,719.67
Closing Balance Community Account after cheque deduction £ 14,546.63

Closing Balance 14 day account £ 2,173.04
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Clerk to the Council: Sonia Hutchinson,

INGMOOR

PARISH COUNCIL

2 Sevenoaks Terrace, Cross Lane, Wigton CA7 9DG Telephone 016973 43702

Email: clerk@kingmoorparishcouncil.org Website: www.kingmoorparishcouncil.org

Planning Working Group Comment Schedule

The following schedule outlines the comments agreed at the meeting of the Planning Working Group which have taken place between 17" May 2018 Parish Council meeting

and 19 July 2018 Parish Council meeting.

Ref. No. Description Comments Date Initials of Date
Planning Clirs. submitted
Committee to City
met Council
18/0371 Addition of new fabric canopy over No Comment 15/05/2018 | RG, JR, 16/05/2018
existing wash bay, new silt trap and
resurfacing of wash bay - Lloyds Volvo,
Chandler Way
18/0560 Proposed Vehicle display area — Dobies No Comment 05/07/2018 | RG, JR, BC 11/07/2018
Business Park, Dobies Vauxhall

(1) 8T°TLT
wa}l epuasdy
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KINGMOOR PARISH COUNCIL
SUBJECT ACCESS REQUEST POLICY

Revised & adopted by Full Council on 19.07.18 New Revision date July 2019

Introduction

Individuals have the right to know what data is held on them, why the data is being processed and whether it will
be given to any third party. They have the right to be given this information in a hard copy. This is known as a
‘subject access request’ or “SAR”.

What must be done in the event of a SAR

1.

On receipt of a subject access request it must be copied immediately to all councillors and the Clerk if a
councillor has received the request.

The Clerk must correctly identify whether a request has been made under the Data Protection legislation.

. The Clerk and the councillor, who receives a request to locate and supply personal data relating to a SAR must

make a full exhaustive search of the records to which they have access.

All the personal data that has been requested must be provided unless an exemption can be applied.

. A response must be sent within one calendar month after accepting the request as valid.

Subject Access Requests must be undertaken free of charge to the requestor unless the legislation permits
reasonable fees to be charged.

Councillors must ensure that the staff they manage are aware of and follow this guidance.

Where a requestor is not satisfied with a response to a SAR, the council must manage this as a complaint.

How to action the above
1. All councillors and the Clerk should be notified upon receipt of a request.

2. The Clerk must ensure a request has been received in writing where a data subject is asking for sufficiently

well-defined personal data held by the council relating to the data subject. The personal data requested
should be clarified with the requestor. They must supply their address and valid evidence to prove their
identity. The council accepts the following forms of identification (*These documents must be dated in the
past 12 months; +These documents must be dated in the past 3 months):

e Current UK/EEA Passport

¢ UK Photocard Driving Licence (Full or Provisional)

e Firearms Licence / Shotgun Certificate

¢ EEA National Identity Card

e Full UK Paper Driving Licence

» State Benefits Entitlement Document*

e State Pension Entitlement Document*

* HMRC Tax Credit Document*

e Local Authority Benefit Document*

e State/Local Authority Educational Grant Document*

* HMRC Tax Notification Document
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KINGMOOR PARISH COUNCIL
SUBJECT ACCESS REQUEST POLICY
Revised & adopted by Full Council on 19.07.18 New Revision date July 2019

* Disabled Driver’s Pass

¢ Financial Statement issued by bank, building society or credit card company+
e Judiciary Document such as a Notice of Hearing, Summons or Court Order

e Utility bill for supply of gas, electric, water or telephone landline+

e Most recent Mortgage Statement

¢ Most recent council Tax Bill/Demand or Statement

e Tenancy Agreement

¢ Building Society Passbook which shows a transaction in the last 3 months and your address

. Depending on the degree to which personal data is organised and structured, it will be necessary to search
emails (including archived emails and those that have been deleted but are still recoverable), word
documents, spreadsheets, databases, systems, removable media (for example, memory sticks, floppy disks,
CDs), paper records in relevant filing systems etc.

. It is not permitted to withhold personal data because the council believes it will be misunderstood; instead,
an explanation should be provided with the personal data. The personal data must be provided in an
“intelligible form”, which includes giving an explanation of any codes, acronyms and complex terms. The
personal data must be supplied in a permanent form except where the person agrees or where it is impossible
or would involve undue effort. The council may be able to agree with the requester that they will view the
personal data on screen or inspect files at the Parish Council Office. Exempt personal data should be redacted
from the released documents and an explanation provided as to why that personal data is being withheld.

. Procedures should be clear on forms and on the council website.

. A database should be maintained allowing the council to report on the volume of requests and compliance
against the statutory timescale.

. Raising awareness of how to deal with SARs should be through the use of induction, performance and training,
as well as through establishing and maintaining appropriate day to day working practices.

. When responding to a complaint, the Clerk must advise the requestor that they may complain to the
Information Commissioner’s Office (“ICQO”) if they remain unhappy with the outcome.
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