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Matters for recommendation by the Committee to the Board 
 
1.  Consideration of proposals affecting the structure, size or composition of the Board. 

 
2. Consideration of any proposal to alter the Board’s overall corporate governance 

arrangements and committee structure. 
 

3. Formulation or revision of Standing Orders, Procedural Rules and Financial Regulations. 
 

4. Terms of reference of, and delegations to, committees. 
 

5. Delegations to Officers.  
 

6. Formulation or revision of Codes of Member and Officer Conduct or related Protocols. 
 

7. Formulation or revision of any policy document relating to the Board’s policies or practices 

under Data Protection, Freedom of Information or Anti - Fraud or Bribery legislation and IT 
Security/E-risks. 

 
8. Formulation or revision of Complaints Procedures.  

 
9. Formulation of any protocols intended to clarify and/or facilitate the efficient administrative 

operation of the Board or its Committees. 
 

10. To keep under regular review the content and effectiveness of the Board’s corporate 

governance arrangements generally and to make appropriate recommendations.  
 

11. Delegation to the Principal Officer to receive, consider and determine complaints and to 
submit reports to Members as appropriate. 

 

 

 

 



Minutes of the Governance & Probity Committee Meeting 
Of the Lower Severn (2005) Internal Drainage Board 

Held Wednesday 2 December 2020 at 10.30 am 
Zoom Virtual Meeting 

Present: Cllr B Behan Chairman 
    Cllr P Abraham 
    Cllr P Burford 
    Mrs F Collins 

Cllr J Jones 
    Cllr M Riddle  

Staff: Kieran Warren  Principal Officer PO 

** Please refer to your meeting papers as dated above for the documents referred to in these minutes**

3082 Appointment of Chairman 
Nominations were invited for Chairman. Cllr B Behan was proposed and 
seconded. No other nominations were received. 

Resolved that: 
• Cllr B Behan be appointed Committee Chairman for the ensuing

year.

3083 Chairman’s Announcements 
The Chairman expressed her thanks to all staff and Members for their valuable 
support of the Board’s work in the face of challenging circumstances arising 
from the impact of Covid 19. 

3084 Minutes of the Previous Meeting 
Resolved that: 

• Subject to the inclusion of Cllr Jones’s apologies, the minutes of
the meeting held on 2 September 2020 be approved as a correct
record.

. 

3085 Reserves Policy 
Referring to Minutes 2854 and 3080, the PO explained the present 
arrangements in respect of the Board’s Reserves Policy. Members noted that 
current practice was to maintain a reserves level of approximately 30% of 
annual expenditure. The PO went on to outline the advice and practices of a 
number of other organisations, eg the Joint Panel on Accountability and 
Governance, ADA and other IDBs. The Committee considered the Board’s 
maintenance of the 30% level over many years, the influence of planned 
capital expenditure, the views of the Board’s auditors and the impact on 
ratepayers of a significant increase in the Drainage Rate if the level of reserves 
were to rise. All Members felt that the existing level of reserves was prudent 
and proven and that now was the wrong time to increase the Drainage Rate, 
potentially placing undue financial pressure on ratepayers during a public 
health crisis. Cllr Burford, whilst agreeing with other Members proposed that a 
check be made to ensure that the present level of reserves would meet all 
redundancy costs if the Board was abolished or replaced. 

It was recommended that: 
• The Board re-affirms its Reserves Policy of 30% of annual

expenditure; and
• the PO be requested to check that this level of reserves is

sufficient to meet the Board’s contractual obligations to staff
should its operations cease.

20201202G&P1 
PO – Check the 
adequacy of 
current reserves 

3086 Quorum for Committee Meetings 
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In accordance with the Committee’s request at its previous meeting, the PO 
provided a table of Member attendance figures for the period 11 November 
2016 to date. Members noted with satisfaction that attendance levels were 
generally good (and even better since the introduction of virtual meetings) and 
that the policy on substitutes was working well. In order to strengthen the 
validity of Committee and Board decisions, Members agreed that the formula 
for quorums should be amended to “one half plus one”, thus increasing the 
number of Members required to make decisions.  
 
It was recommended that: 

• The formula for the quorum for each Board, Committee and Sub-
Committee meeting be raised to “one half plus one” and that 
Standing Orders 4(a) and 11 be amended accordingly as per 
Appendix A 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3087 Out of Hours Service 
Referring to Minute 3074, the PO reported his proposals to introduce an out-of-
hours service whereby four officers in rotation could act as the single point of 
contact should a Member of the public at large call the Board’s general number 
outside normal office hours. He explained that the following guidelines should 
be adopted so that the extent and limitations of the service were clearly 
understood by all parties: 

• A call for assistance and/or advice will not automatically prompt 
attendance on site 

• A call made during unsocial hours eg in the early hours of the morning 
may not be picked up immediately, particularly when there are no 
flood warnings posted 

• A caller may be re-directed to another source of assistance 
• A caller may be advised that the issue will be dealt with during normal 

office hours 
• Other persons to contact will still be posted at each station  

It was recommended that: 
• The service be approved and implemented as proposed. 

 

 

3088 Review of Existing Policy Documents and Regulations 
The Committee reviewed a number of existing policies.  
 
It was recommended that: 

• Subject to minor wording amendments and corrections the 
following policies be retained as at present: 

o Freedom of Information Publication Scheme as per 
Appendix B 

o Gifts and Hospitality Policy as per Appendix C 
o Media Protocol as per Appendix D 
o Whistle Blowing Policy as per Appendix E 
o Members Code of Conduct as per Appendix F 

• Members’ attention be drawn to the contents of the Members Code 
of Conduct, 

• The Principal Officer be requested to report annually on the 
maintenance of the Register of Members’ Interests and Member 
Declarations  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3089 Schedule of Policies with Review Dates  
Members noted the contents of the above Schedule. 
 
It was resolved that: 

• The Schedule of Policies be noted. 

 
 
 
 
 

3090 Date of Next Meeting 
Members noted that the next Governance and Probity meeting would be held 
on 31st March 2022. 
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 The meeting closed at 11.00 am.  
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MEETING: G & P Committee                                                                        MEETING DATE:  31.03.2021 

REF: KW/F1.1/2021                                              REPORT BY: Principal Officer 

 

 

RESERVES POLICY   

Introduction 

At the Governance & Probity Committee meeting held on 2 December 2020, Members 
sought assurance that, based on a Reserves policy of 30%, the Board held sufficient funds if 
it ceased operations. [Minute 3125 refers] 

Analysis 
The Board employs 15 f/t and p/t staff in total. Of these, nine are members of the Local 
Government Pension Scheme (the LGPS) and six are in the national People’s Pension 
scheme. All staff would be entitled to statutory redundancy pay and the maximum payout 
for this is currently £16,140. Only those staff with more than 20 years’ service would qualify 
for this sum, and p/t staff would receive a pro-rata payment. 

Assuming that the Board was closed with effect from today – 31 March 2021 – then it would 
be able to meet these liabilities. In round figures, the Board holds a reserve of £460,000 as 
well as net assets valued at £842,000. Against this must be weighed a Pension Reserve 
liability (payable to Gloucestershire CC) of £951,000 which would still leave the Board with a 
surplus of approximately £350,000.  

It is also the case that, were the Board to be replaced by a new drainage body, then all staff 
would be subject to TUPE regulations which ensures their transfer to the new authority with 
protected rights, meaning that all of the Board’s liabilities would be met by its successor. 

 
 
 
 
Recommendations:  
 
That the report be noted. 
 
 
 
 
 
 
K Warren 
Principal Officer 
March 2021 
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MEETING: G & P Committee                                                                        MEETING DATE:  31.03.2021 

REF: KW/B2/2021                                              REPORT BY: Principal Officer 

 

 

REMOTE MEETINGS 

Introduction 

In April 2020, I sought and received Defra’s consent to an amendment to the Board’s Standing 
Orders so that remote meetings could be held. This provision remains in force until 7 May 2021.ADA 
has enquired with Defra about whether this provision for remote meetings could be extended 
permanently for IDBs. 

Defra has also received representations from the Local Government Association and others from the 
local government sector making the case for extending and making permanent the provision for 
local authorities to meet remotely and or in hybrid form. (To extend the facility for councils to 
continue to meet remotely, or in hybrid form, would require primary legislation.)  

Current situation 

Defra feel that they may be able to move forwards on this matter faster for IDBs without having to 
wait for the local authorities, since to allow for the choice of remote meetings going forward we only 
need to amend the Standing Orders. ADA is promoting this approach. This does not force IDBs to use 
such provisions, but means that after COVID-19, it would enable IDBs to hold some Board meetings 
remotely with the requisite Standing Orders in place. 

I expect that we will have a revised set of Standing Orders for Boards to adopt in sufficient time for 
the 7 May 2021 date.  

Defra and ADA have discussed suitable guidance for IDBs around conducting remote meetings and 
ADA will update the IDB Good Governance Guide in due course. The National Association of Local 
Councils (NALC) has published its own guide for Parish Councils - 
https://www.nalc.gov.uk/library/news-stories/covid19/3232-nalc-holding-remote-meetings/file. 
Whilst not all of this is directly relevant to IDBs, the principles hold. 

 

RECOMMENDATION: That the report be noted. 

 

 

 

K Warren 

Principal Officer 

March 2021 
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Minute 2523 
28th June 2017 

 

 
Foreword 
 
This Biodiversity Action Plan review has been prepared on behalf of the Lower Severn Internal 
Drainage Board (LSIDB) in accordance with the commitment in the Implementation Plan of 
the DEFRA Internal Drainage Board Review for IDBs to produce their own Biodiversity Action 
Plans and to keep them under review.  
 
It also demonstrates the Board’s commitment to fulfilling its duty as a public body under the 
Natural Environment and Rural Communities Act 2006 to conserve biodiversity.  
 
Many of the Board’s activities have benefits for biodiversity. It is hoped that this Biodiversity 
Action Plan will help the Board to maximise the biodiversity benefits from its activities and 
demonstrate its contribution to the Government’s UK Biodiversity Action Plan targets. The 
Board has adopted the Biodiversity Action Plan as one of its policies and is committed to its 
implementation.  
 
It will review the plan periodically and update it as appropriate.  
 
Date   29th June 2017 
 
 
Graham Littleton 
Chairman of the Board  
 

 

 
This Biodiversity Action Plan is a public statement by the Board of its biodiversity objectives 
and the methods by which it intends to achieve them.  
 
We would welcome appropriate involvement in the delivery of the Plan from interested 
organisations, companies, and individuals.  
 
You can contact us about this Biodiversity Action Plan by writing to the following address:  
 
Waterside Buildings 
Oldbury Naite,  
Bristol  
BS35 1RF 
 
or by email: admin@lowersevernidb.org.uk 
 
Further information is available on the Board’s web 
site: http://www.lowersevernidb.org.uk/ 
 
 

 

 

 

7

mailto:admin@lowersevernidb.org.uk


Minute 2523 
28th June 2017 

 

 

 

Contents 
 
Introduction 
What is Biodiversity? 
The Importance of Conserving Biodiversity 
The Landscape Scale approach and Nature Improvement Areas (NIAs) 
Internal Drainage Boards and Biodiversity 
The Aims of the IDB Biodiversity Action Plan 
The Biodiversity Audit 
Evaluating and Prioritising Habitats and Species 
Setting Objectives, Targets and Indicators 
Implementation 
Monitoring 
Reporting and Reviewing Progress 
THE BIODIVERSITY AUDIT 
Introduction 
Local Biodiversity Action Plans 
Statutory Nature Conservation Sites 
TABLE 1. INTERNATIONAL DESIGNATIONS 
TABLE 2. NATIONAL DESIGNATIONS 
TABLE 3. LOCAL DESIGNATIONS 
Non-statutory Local Sites 
TABLE 4. NON-STATUTORY DESIGNATIONS 
HABITAT AUDIT 
TABLE 5. HABITAT AUDIT SUMMARY 
Habitats of Importance for the IDB 

• Lowland Wet Grassland 
• Rivers and Streams 
• Reedbeds 
• Ponds 
• Fen, Marsh and Swamp 

SPECIES AUDIT 
Species Audit Summary 
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Introduction 
 
The IDB has updated its biodiversity audit of the district and identified those habitats and 
species that would benefit from particular management or actions by the IDB. Using this 
information, which is presented in later sections, the IDB’s Biodiversity Action Plan has been 
reviewed. The Plan identifies objectives for the conservation and enhancement of biodiversity 
within the drainage district, and goes on to describe targets and actions that will hopefully 
deliver these objectives. The intention is to integrate, as appropriate, biodiversity into the 
Board’s activities, such as annual maintenance programmes and capital works projects.  
 
The action plan will help to safeguard the biodiversity of the drainage district now and for future 
generations. In particular, it is hoped that implementing the plan will contribute to the 
achievement of local and national targets for UK BAP priority species and habitats. Species 
and habitats which are not listed in the UK BAP but may be locally significant for a variety of 
reasons have also been considered.  
 
The Plan is an evolving document that will be reviewed and updated on a regular basis. The 
objectives cover the entire drainage district of the IDB but the detailed actions currently only 
relate to Gloucestershire – the bulk of the IDB’s rural geographic area. Decisions on 
implementation of proposals in this plan will always be made following flood risk assessments.  
 
What is Biodiversity? 
 
Biodiversity can be defined simply as the variety of life on Earth and encompasses the whole 
spectrum of living organisms, including plants, birds, mammals, and insects. It includes both 
common and rare species, as well as the genetic diversity within species. Biodiversity also 
refers to the habitats and ecosystems that support these species.  
 
The Convention on Biodiversity was originally agreed at the Earth Summit in Rio de Janeiro 
in 1992.  The term “biodiversity” came into common usage at this point and subsequent actions 
and initiatives to conserve and reverse the decline of biodiversity globally have stemmed from 
this convention.  The UK government was one of the first countries in the world to develop its 
Biodiversity Action Plan (BAP) as legally required under the convention and county level BAPs 
appeared across the UK in the late 1990s and early 2000’s.  The IDB Biodiversity Action Plan 
is part of this much larger biodiversity framework that encompasses international, national and 
local levels of biodiversity action planning and conservation.  
 
The Importance of Conserving Biodiversity 
 
Biodiversity is a vital resource and it is essential to acknowledge the benefits which the 
functioning of healthy ecosystems provides for human well-being.  
 

• Supply of ecosystem services – water supply and flood attenuation, nutrient recycling, 
climate regulation, pollination, etc. 

• Life resources – food, medicine, energy and raw materials  
• Improved health and well-being  
• Landscape and cultural distinctiveness  
• Direct economic benefits from biodiversity resources and ‘added value’ through local 

economic activity and tourism  
• Educational, recreational and amenity resources  
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The Landscape Scale approach and Nature Improvement Areas (NIAs) 
 
Since the publication of the UK and county-level BAPs there has been a gradual shift in 
emphasis on how biodiversity conservation should be delivered.  Rather than concentrating 
on specific habitats and species the overarching approach is now to address issues at a 
landscape scale.  Landscape scale partnership projects have sprung up across the country, 
including the Wildlife Trust’s Living Landscapes initiative and the RSPB’s Futurescapes.  In 
2011 – with the launch of the Government’s Natural Environment White Paper – the concept 
was formalised with the identification of 12 Nature Improvement Areas (NIAs) which were 
funded to trial the approach. Defra’s agri-environment schemes – which fund environmentally 
friendly farming in target areas – are also designed with the landscape scale approach in mind.  
 
Defra – which also oversees NIAs – allowed Local Nature Partnerships (LNP) to identify their 
own local landscapes which could benefit from this approach and in Gloucestershire the LNP 
has identified and adopted four NIAs, including the Severn Vale which covers much of the IDB 
area in Gloucestershire- see Map 1.  The Gloucestershire Biodiversity Partnership – which 
preceded the LNP – did a considerable amount of work on characterising the area which now 
forms the Severn Vale NIA the details of which can be found here:   
 
http://www.gloucestershirenature.org.uk/actionplan/imap.php 
 
Within the landscape scale approach traditional Habitat and Species Action Plans are still 
relevant and contain much useful information to guide action.  The IDB BAP produced here 
identifies actions for various habitats and species but now does this in the context of the 
Severn Vale Nature Improvement Area. 
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Map 1.   Nature Improvement Areas in Gloucestershire 
 
 
Internal Drainage Boards and Biodiversity 
 
The Natural Environment and Rural Communities Act 2006 places a duty on IDBs to conserve 
biodiversity. As a public body, every IDB must have regard in exercising its functions, so far 
as is consistent with the proper exercise of those functions, to the purpose of conserving 
biodiversity. The Act states that conserving biodiversity includes restoring or enhancing a 
population or habitat. In so doing, an IDB should have regard to the list published by the 
Secretary of State of living organisms and types of habitat that are of principal importance for 
the purpose of conserving biodiversity. In effect, this list is comprises the Biodiversity Action 
Plan priority species and habitats for England.  
 
In 2007, the Government’s IDB Review Implementation Plan established a commitment that 
IDBs should produce their own Biodiversity Action Plans. This IDB Biodiversity Action Plan 
has been produced and now reviewed to help fulfil these requirements and seeks to set out 
targets and actions that complement the UK Biodiversity Action Plan and Local Biodiversity 
Action Plans.  
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The Aims of the IDB Biodiversity Action Plan 
 
The aims of this IDB BAP, in the context of the Severn Vale NIA, are: 
 

• To ensure that habitat and species targets from the UK Biodiversity Action Plan and 
the local LBAP are translated into effective action within the drainage district where it 
is relevant to do so.  

• To identify targets for other habitats and species of local importance within the 
drainage district influenced by its work 

• To engage with effective local landscape scale partnerships in the IDB area and to 
contribute where possible to joint objectives  

• To raise awareness within the IDB and locally of the need for biodiversity conservation  
• To ensure that opportunities for conservation and enhancement of biodiversity are fully 

considered throughout the IDB’s operations, and  
• To monitor and report on progress in biodiversity conservation.  

 
The Biodiversity Audit 
 
To review this IDB Biodiversity Action Plan, information on the habitats and species present 
in the district area first collated in 2008 was updated April 2016. This “Biodiversity Audit” 
involved the collation of existing data held by the Gloucestershire Centre for Environmental 
Records (GCER).  
 
Evaluating and Prioritising Habitats and Species 
 
The Biodiversity Audit identified those priority habitats and species in the UK Biodiversity 
Action Plan and the Local Biodiversity Action Plan that can be found in the drainage district. 
Additional non-BAP habitats and species deemed to be important within the drainage district 
were also identified. Further habitats and species, together with additional targets and actions, 
may be added in the future, as knowledge is improved and delivery of the IDB BAP is reviewed. 
A range of criteria was then used to select those species and habitats that are of particular 
importance to the IDB – that is to say, those habitats and species that might benefit from IDB 
actions. The criteria used included their national and local status, the opportunities for effective 
IDB action and the resources available.  
 
Setting Objectives, Targets and Indicators 
 
For each habitat and species identified as being important to the IDB, conservation objectives 
and targets have been drawn up and set out in the Plan. The objectives express the IDB’s 
broad aims for benefiting a particular habitat or species. The related targets have been set to 
focus IDB programmes of action and to identify outcomes that can be monitored to measure 
achievement. For each target an indicator has been set – a measurable feature of the target 
that, when monitored over time, allows delivery to be assessed. In order for this BAP to be as 
effective as possible the targets and actions have been devised to be SMART (Specific, 
Measurable, Achievable, Relevant and Time-limited). The targets are ambitious, but are also 
considered to be proportionate and practicable given the resources available.  
 
Procedural targets and actions have also been considered. These are targets that the Board 
will use to measure the way in which it considers and incorporates biodiversity across the 
whole range of its operations. These may involve changes to administrative, management and 
operating procedures.  
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Implementation 
 
Once targets have been set for habitats and species, it is important that the actions to deliver 
the Biodiversity Action Plan are described. The Plan sets out how the Board intends to 
implement the actions in the plan, often in partnership with other organisations or individuals. 
Implementation will always have to be assessed against the flood risk that implementation 
might incur.  
 
Monitoring 
 
Achievement of the Plan targets will be measured by a programme of monitoring which the 
Board will undertake, in some instances with assistance from its partners, and the methods to 
be used are described in the Plan.  
 
Reporting and Reviewing Progress 
 
It is important to review the implementation of the BAP, assess changes in the status of 
habitats and species and the overall feasibility of objectives and targets. In addition, it is vital 
that the successful achievement of targets is recorded and the gains for biodiversity registered 
in the public domain. The Plan sets out the methods the IDB will be using to review the delivery 
of targets and to communicate progress to partner organisations and the public. 
 
THE BIODIVERSITY AUDIT 
 
Introduction 
 
The following Sections 4, 5 and 6 summarise the results of the Biodiversity Audit, undertaken 
in 2008. Section 4 provides information about the drainage district and a list of the nature 
conservation sites that occur within or bordering its boundaries. Sections 5 and 6 list 
respectively the habitats and species occurring within the district that are of potential 
importance to the IDB.  
 
Local Biodiversity Action Plans 
 
The Gloucestershire Local Biodiversity Action Plan covers the bulk of the IDB’s drainage 
district:  
 
Statutory Nature Conservation Sites 
 
Table 1. INTERNATIONAL DESIGNATIONS - Special Areas of Conservation (SACs) and 
Special Protection Areas (SPAs) 
 
Severn Estuary 
Walmore Common 

 
Table 2. NATIONAL DESIGNATIONS – Sites of Special Scientific Interest(SSSIs) 
 
Ashleworth Ham 
Upper Severn Estuary 
Chaceley Meadows 
Walmore Common 
Garden Cliff 
Severn Estuary 
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Non-statutory Local Sites 
 
Table 3. LOCAL DESIGNATIONS – Key Wildlife Sites (KWS) 
 
Lydney Town Marsh & Sidings KWS 
Oakle Street Pond KWS 
Whitcliff Park KWS 
Tintock Wood (inc Pitbrook Brake & Penny Grove) KWS 
Bushy Grove KWS 
Groundless Pool KWS 
Gloucester & Sharpness Canal KWS 
Gannicox Toad Pond KWS 
River Frome (SO80) KWS 
Berkeley Heath Water Meadows KWS 
Wickster's Brook and Ditch (part) KWS 
Oakworth KWS 
Vell Mill Daffodill Meadow KWS 
Herridges Wood KWS 
Shatford Grove KWS 
Red Wood KWS 
River Frome (SO70) KWS 
Hereford & Gloucester Canal KWS 
Church Covert KWS 
Princehill Wood KWS 
River Leadon Meadows KWS 
Blaisdon Railway Line KWS 
Cambridge Old Canal KWS 
Corseleas Brake KWS 
Forthampton Oaks KWS 
Maisemore Roughett KWS 
Sud Meadow KWS 
Alvington & Aylburton Meadow KWS 
Ell Brook Meadows KWS 
Darkham Wood KWS 
Bond's Mill Bank KWS 
Lock Meadow KWS 
Saul Gravel Pits KWS 
Poulton Wood KWS 
Broadstone Meadow KWS 
Callow Farm Daffodil Meadows KWS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HABITAT AUDIT 
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Table 5.  Summary of Priority Habitats in the Board’s area  
 
UK BAP 
Priority 
Habitat 

Local 
Biodiversity 
Action Plan 
Habitat 

Habitat of 
Importance for 
LSDB 

Location of 
Habitat of 
Importance for 
LSDB 

IDB Potential for 
Maintaining,  
Restoring or 
Expanding  
Habitat  
 

Saltmarsh 
 
Mudflats 

Estuaries, 
Saltmarsh 
and Mudflats 

None None None 

Coastal and 
Floodplain 
Grazing 
Marsh 

Lowland Wet 
Grassland 

Watercourses  
associated with  
grazing 
marshes  
and their banks  
 

Throughout the IDB 
area 

Adjusted 
management at 
specified sites to 
retain marginal 
vegetation 

 Rivers and 
Streams 

Water courses 
and banks 

Throughout the IDB 
area 

Adjusted 
management at 
specified sites to 
retain marginal 
vegetation 

Canals Canals None None None 
 

Reedbeds 
 

Reedbeds Reedbed None Support any 
projects in area 
to recreate 
reedbeds 

Eutrophic 
Standing 
Waters 

Standing 
Open Water 

Ponds Throughout the IDB 
area 

Opportunities to 
enhance and 
create new 
ponds 

Fen, Marsh 
and Swamp 

 Fen, Marsh and 
Swamp 

Walmore Common, 
Ashleworth Ham 

Ensure water 
level 
management 
nhances target 
habitat 

Lowland Hay 
Meadows 

Unimproved 
Neutral 
Grassland 

Watercourses 
adjoining 
neutral 
grassland sites 

NB Chaceley 
Meadow 

Ensure 
watercourse 
management 
enhances target 
habitat 

Wet 
Woodland 

Woodlands 
(Wet 
Woodland) 

None None  None 

Traditional 
Orchards 

Old Orchards None None None 
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Habitats of Importance for the IDB 
 
1. Lowland Wet Grassland 
 
Description  
 
This habitat, (also known as Floodplain Grazing Marsh in the Gloucestershire LBAP), forms 
part of the UK BAP habitat of Coastal and Floodplain Grassland. It is described as periodically 
inundated grassland managed for grazing or fodder. It is usually divided up by a system of 
drainage ditches that affect the water levels on the marshes. Floodplain grassland usually has 
two major habitat components: the grasslands themselves and the aquatic habitat within the 
grasslands – the rhines. Watercourses are important for their aquatic populations, while the 
grasslands tend to support drier or marshy habitats. However, the juxtaposition of the ditches 
can be essential for supporting some of the populations that inhabit the grasslands. For 
example breeding waders that nest in the grasslands may rely on the damp soil alongside 
ditches to provide them with food when the soil water table drops and the grasslands dry up 
as summer progresses. Though lowland wet grassland falls under “improved” grassland as a 
general habitat type, it is “unimproved” floodplain grassland that has the higher conservation 
value. Such grasslands are usually extensively managed for grazing and grass and often 
receive little or no fertilizer; nutrient inputs resulting from seasonal flooding.  
 
National and Local Status  
 
Unimproved lowland wet grassland is a continually diminishing resource in the UK. If 
flooding can be controlled, and particularly if the water table can be dropped, the land is 
particularly valuable for agricultural improvement. This is what has happened widely on the 
floodplains in the Severn Vale.  
 
The bulk of the Board’s area lies within the floodplain of the Severn Vale and its tributaries 
where Lowland Wet Grassland is the dominant habitat.  Many other areas of grassland still 
occur on the floodplain, but have been agriculturally improved or become fragmented by 
arable farming and have lost much of their intrinsic conservation value. The Severn Vale 
grassland habitat is important for its bird populations, particularly for breeding waders like 
snipe, curlew, redshank and lapwing, as well as wintering wildfowl including whooper and 
Bewick’s swans.  It is also important for its plants, including false fox sedge and greater burnet. 
 
Potential improvements:  
 
Although widespread in the Board’s area the IDB has little influence on the management of 
the grasslands themselves, although its main activity is the maintenance of the ditch system 
which runs through them.  Channel management might be able to help by limiting conveyance 
rates of floodwater, thus reducing the speed at which the soil water levels fall after flooding, 
but this is only likely to be compatible with the aim of draining farmland in a few target areas.  
 
 
 
 
 
 
 
 
Action 
 

Partners Date Outcome 
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Engage with partnership 
projects in the Severn Vale NIA 
and identify opportunities to 
contribute to wet grassland 
targets 
 

Caba/ Wetlands 
West partners 

On-going Engagement with 
projects 
conserving 
lowland wet 
grassland 

Seek to alter where 
appropriate, and in conjunction 
with the landowner, the 
management of IDB water 
courses that affect water levels 
and conditions on lowland wet 
grassland in the Board’s area. 
 

GWT/NE/WWT/ 
landowners 

On-going Water levels on 
wet grassland 
habitat secured as 
a result of Board 
activity 

 
Rivers and Streams 
 
Description 
 
Rivers and streams pass through much of the Board’s area as tributaries of the River Severn. 
Most if not all have been significantly modified by human activity and all are sluiced at their 
confluence with the River Severn as a way of controlling flooding.  This has a major impact on 
the natural functioning of such watercourses and the wildlife they support and in particular 
present a significant barrier for migratory fish (i.e. European eel). 
 
National and local status:  
 
The River Severn and its estuary is the most important biodiversity feature within the Board’s 
area and are covered by national and international designations.  The ecological condition of 
the rivers which flow into it through the Board’s area are relevant to the overall integrity of the 
wider river system but they are currently negatively impacted by flood banks, sluices and 
agricultural run-off.  
 
Potential improvements  
 
Changes in watercourse management might be used to try to offset some of the adverse 
effects of agriculture on the river systems, particularly in sediment trapping closer to source 
and before it reaches the main rivers. There may be opportunities to modify channel 
management to increase fish and some invertebrate populations within the watercourse 
system, but the success of this would be limited by factors outside the Board’s control, namely 
farming practices in the floodplain and their effect on water quality. Riparian management can 
be modified to benefit a wide variety of species associated with river systems.  
 
Action 
 

Partners Date Outcome 

Look for opportunities to 
enhance watercourses and 
their margins within the Board’s 
area of operation. 
 

EA/Severn Rivers 
Trust/CART 

On-going Engagement with 
projects 
conserving rivers 
and streams 

 
Rhines and Drainage Board Watercourses 
 
Description 
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Outside the natural watercourses in the Board’s area, there are many man-made rhines which 
are the focus of IDB activity and are actively managed to a greater or lesser extent - to try to 
control the flood risk on developed or agricultural land on the floodplain.  In some areas water 
courses are heavily managed to help flood water conveyance.  The process of removing 
vegetation from rhines annually – known as ridding – is probably having an unknown impact 
(positive and negative) on a range of species which depend on them.   Due to the intensity of 
agricultural systems on and adjoining the Board’s district there are problems with diffuse and 
point-source water pollution. Though these are not caused by the Board’s activities, the 
Board’s management of the water courses can allow transmission of diffuse water pollution 
(dwp) downstream to the main rivers, adversely affecting their ecological systems.  
 
National and local status 
 
The network of watercourses throughout the Board’s area is important for wildlife for a 
number of reasons.  They affect the water level in the surrounding agricultural land which 
supports wetland habitats; they are habitat for a range of species including water vole and 
reed bunting and they act as wildlife corridors through a landscape which is some areas is 
intensively managed for agriculture. 
 
Potential improvements 
 
Work could be carried out to reduce sedimentation; address the problem of diffuse water 
pollution and improve the management of vegetation, both in channel and bankside. 
 
 
Action 
 

Partners Date Outcome 

Identify to what extent 
sedimentation is a problem in 
the Board’s area and seek to 
establish methods of sediment 
control in selected IDB 
watercourses 
 

EA On-going The problem of 
sedimentation 
alleviated as a 
result of Board 
activity 

Establish modified channel 
management in up to 10% of 
watercourses, particularly to 
benefit aquatic species.  
 

GWT/WWT August 2017 10% of IDB’s 
watercourse 
better for wildlife 
as a result of 
changes in 
management 
regime 

 
 
 
 
 
 
 
 
Reedbed 
 
Description 
 

18



Minute 2523 
28th June 2017 

 

Reedbeds are wetlands dominated by common reed (Phragmites communis). Reed may also 
be the dominant plant along some watercourses and rhine systems and also fringing tidal 
mudflats.  They have a specific fauna associated with them and are important for invertebrates 
and numerous bird species which use them for breeding (i.e. reed warbler) or foraging (i.e. 
otter). 
 
National and local status:  
 
Reedbeds of significant size are uncommon across the UK and all are of conservation value.  
Even smaller reedbeds (over 0.5 ha) have conservation value.  In the Board’s area the only 
reedbed of significance is at Purton Timber Ponds, adjacent to the Sharpness Canal, although 
reed is common along watercourses and ditches throughout the Board’s area, especially south 
of Gloucester 
 
Potential improvements  
 
There is little scope for the IDB to manage existing sites although the creation of reedbeds in 
the Severn Vale remains a county BAP target so there may be scope for IDB involvement in 
future reedbed creation 
 
Action 
 

Partners Date Outcome 

Engage with any proposals to 
create reedbed habitat within 
the Board’s area. 
 

WWT/GWT, etc. On-going Engagement with 
projects creating 
and extending 
reedbed habitat 

Assist where possible with any 
projects to enhance Purton 
Timber Ponds 
 

GWT/CART On-going Improved and 
connected 
reedbed habitat 

 
 
Ponds 
 
Description 
 
Ponds are permanent or temporary areas of standing open water and are a valuable habitat 
for a range of wildlife, especially those ponds with variable depths, irregular margins and 
diverse vegetation. 
 
National and local status:  
 
Ponds have declined nationally especially where alternative water supplies have replaced 
farm ponds as a source of water for livestock.  Neglect has seen many ponds become silted 
and overgrown by trees and shrubs reducing their value.  Elsewhere built development has 
isolated ponds and separated them from, or reduced, their surrounding terrestrial habitat on 
which many pond creatures rely. 
 
 
 
Potential improvements  
 
There is scope for the IDB to improve existing ponds within its area.  This could involve 
using machinery to desilt and enlarge ponds and this would be best targeted at ponds with 
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known significant interest.  The Board could also become involved in the creation of new 
ponds and these may be best placed near to existing ponds to increase available habitat, 
especially for amphibians.  Partners may well be involved in pond projects and the IDB could 
help to support these. 
 
Action 
 

Partners Date Outcome 

Identify opportunities to 
manage existing ponds and 
create new ponds within the 
Board’s area 
 

GWT/WWT/Paris
h Councils 

March 2017 2 ponds managed 
2 ponds created 

 
 
Fen, Marsh and Swamp 
 
Description  
 
Fens, marshes and swamps are wetland areas with impeded drainage which develop unique 
plant and animal communities. In some cases peat may have accumulated beneath some fen 
habitats creating complex water retention regimes.  
 
National and local status 
 
Significant areas of this habitat are restricted in the Board’s area to protected sites, with 
Ashleworth Ham and Walmore Common being two prime examples of this rare and declining 
habitat.   
 
Potential improvements  
 
There is little scope to influence this habitat other than through the Water Level Management 
Plans which the IDB is required to produce for the two sites identified above 
 
Action 
 

Partners Date Outcome 

Ensure that the Board is aware 
of locations supporting this 
habitat type and avoid activity 
which may impact on water 
regimes controlling them 
 

GWT/WWT/ 
landowners/Local 
Record Centres 

On-going Fen, marsh and 
swamp habitat 
maintained 

Identify opportunities to 
expand and create this type of 
habitat within the Board’s area 
 

GWT/WWT/ 
landowners 

On-going 0.5 hectares of 
habitat created 

 
 
 
 
 
 
Unimproved Neutral Grassland 
 
Description  
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Unimproved neutral grassland is grassland on neutral soils (which underlie the bulk of the 
Board’s area) which have never been improved for agriculture (i.e. ploughing, addition of 
fertilisers, etc.) and which consequently, because of their low nutrient status, retain a rich 
diversity of wildflowers and associated invertebrates.  Such sites are often small and 
isolated.  This habitat type may grade into or be associated with lowland wet grassland. 
 
National and local status  
 
Unimproved neutral grasslands are now a rare habitat in lowland Britain with over 95% 
having been improved for agriculture since 1950.  Some may have survived in areas where 
their agricultural value is marginal and not considered viable for improvement.  Significant 
examples of this habitat type are now almost exclusively associated with protected sites – 
i.e. Ashleworth Ham, Chaceley Meadow 
 
Potential improvements  
 
There is little scope for the IDB to be involved in the management of this habitat (other than 
through the WLMP process) 
 
Action 
 

Partners Date Outcome 

Ensure that the Board is aware 
of the location of all such 
habitat within its area and avoid 
activity which may have an 
adverse impact 
 

GWT/WWT/ Local 
Record Centres 

On-going Unimproved 
neutral grassland 
within the Board’s 
area conserved. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SPECIES AUDIT 
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This species audit summary lists the BAP priority species that occur within the IDB district as 
identified by the information gathering exercise. Also listed are species deemed to be of local 
importance and/or identified in the county Local Biodiversity Action Plan that occur in the IDB 
district. Species that are of potential importance for the IDB, where water level management 
or other IDB activities may be of benefit, are identified. Finally, brief notes are included on the 
potential for the IDB to maintain or increase the population or range of species of importance.  
 
Table 6.  Summary of Priority Species in the Board’s area 
 
Common 
Name 

Scientifi
c Name 

UK 
BAP 
Priority 
Specie
s 

Local 
BAP 
Specie
s 

Non-BAP 
Species 
Importan
t in IDB 
Area 

Location 
of Species 
of 
Importanc
e for IDB 

IDB Potential  
for  
Maintaining  
or Increasing  
Species  
Population or  
Range  
 

Water 
Vole 
 

 Yes Yes  A few 
isolated 
areas 

Identify existing 
sites and 
manage and 
expand where 
possible 

Otter 
 

 Yes  Yes  Throughout 
IDB Area 

Ensure suitable 
holts are retained 
(and more 
created) 

Brown 
Hare 
 

 Yes Yes  Throughout 
IDB Area 

Conduct survey 
of distribution 
using IDB 
operatives 

Bats 
 

 Some Yes  Throughout 
IDB Area 

Maintain roosts 
and flightlines 

Barn Owl 
 

 Yes Yes  Occasional 
across IDB 
Area 

Maintain/increas
e foraging habitat 
and nest sites 

European 
Eel 
 

 Yes Yes  Throughout 
IDB Area 

Replace pumps 
at pumping 
stations and look 
for other 
opportunities to 
remove barriers 
to migration 

Great 
Crested 
Newt 
 

 Yes Yes  Occasional 
across IDB 
Area 

Manage and 
create ponds 

Reed 
Bunting 
 

 Yes Yes  Throughout 
IDB Area 

Manage more 
rhine side 
vegetation to 
provide breeding 
habitat 

Lapwing, 
Snipe, 
Curlew, 

 No Yes  Local 
throughout 
IDB Area 

Record sightings 
of potential 
breeding 
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Redshan
k 
 
Stag 
Beetle 
 

 Yes Yes  Chaceley/ 
Ashleworth 
Ham 

Create buried 
wood habitat for 
this species. 

True Fox 
Sedge 
 

 Yes Yes  Ashleworth 
Ham 

None 

Water 
Violet 
 

 No  No Yes Walmore 
Common 

Maintain 
exiosting 
populations and 
identify 
opportunities to 
enhance and 
connect sites 

Black 
Poplar 

 No No Yes Uncertain Record 
distribution  

Invasive 
Non-
Native 
Species 
 

 No No Yes Various, 
throughout 
IDB Area 

Record 
distribution and 
eradicate where 
possible 

 

Species of Importance for the IDB 

1. Water Vole 

Water voles were once widespread over the UK, though commonest in the lowlands. As their 
name suggests they have close associations with water, living in the banks of watercourses, 
feeding on bankside and emergent vegetation. They are found in natural and artificial habitats, 
from remote streams to rural canals. Water voles have suffered a major population decline 
over the last 2 decades, being absent from 90% of their former sites over the UK. In 
Gloucestershire and Avon there are scattered populations in the Board’s area.  The decline is 
thought to be the result of a variety of factors, but particularly mink predation and habitat 
destruction.  
 
Legal Protection Status 
 
Water Vole is legally protected under the Wildlife & Countryside Act 1998. Its original 
protection under Section 5 was increased in April 2008 to full protection under Section 9, which 
means that it is an offence wilfully to take, kill or injure the animals or damage any place or 
structure used by them. 
 
 
Action 
 

Partners Date Outcome 

Identify the locations of all 
habitat supporting water vole 
within the Board’s area 
 

GWT/AWT/Local 
Record Centres 

September 2016 Board aware of all 
water vole 
populations in its 
area 

Develop a plan which targets 
changes in rhine and water 

GWT/AWT March 2017 Water vole 
populations 
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course management to 
enhance and connect existing 
water vole populations 
 

enhanced as a 
result of amended 
management 

 

2. Otter  

This mammal was once common throughout the British Isles. Though always closely 
associated with water they regularly travel considerable distances overland between 
watercourses. Their requirement is for good fish-stocks for food and riparian cover, particularly 
trees and shrubs, for lying up and breeding sites. Most otter signs are of spraints, (their 
droppings) which are used as a means of communication.    
.  
The factors thought to have caused the population decline and which will limit recovery 
included: insufficient prey associated with poor water quality; impoverished bankside habitat 
features for resting and breeding; and incidental mortality from road traffic accidents.  There 
are signs of otter throughout the Board’s area and the IDB rhines provide feeding, travelling 
and resting habitat for otters.  
 
Legal Protection Status  
 
Otters receive protection under: Appendix I of CITES; Appendix II of Berne Convention; 
Annexes II & IV of the Habitats Directive ; Schedule 2 of the Conservation (Natural Habitats 
etc ) Regs 1994; & Schedule 5 of the Wildlife & Countryside Act 1981.  
 
 
Action 
 

Partners Date Outcome 

Establish management 
protocols to ensure that no 
damage is caused to otter 
habitat or populations by Board 
operations.  
 

GWT/NE/EA March 2017 Management 
taking into 
consideration the 
requirements of 
otters 

Train IBD operatives in how to 
identify good otter habitat 
 

GWT March 2017 IDB operatives 
identifying otter 
habitat as part of 
their routine works 

Identify opportunities to create 
habitat for otters including 
artificial holts 
  

GWT On-going 3 holts created 

 
3. Brown Hare 
 
The brown hare is widespread across the Severn Vale although it is difficult to be sure of 
numbers.  It favours open areas of grassland where it can forage and breed but is less 
common where arable or silage is the main agricultural activity. 
 
 
  
Action 
 

Partners Date Outcome 
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Train IDB operatives in brown 
hare identification and 
encourage them to submit 
details of any observations 
within the Board’s area 
 

GWT/GCER On-going Better knowledge 
of the distribution 
of the Brown Hare 
in the Board’s 
District 

 
4. Bats 

While some species of bats are UK priority species, others are not, but all are susceptible to 
similar pressures. Population declines have been observed in many species and common 
factors in the declines have included the destruction of roost & breeding sites, fragmentation 
of feeding habitat and connectivity between the two. All UK bats are insectivorous and all to 
an extent depend on trees for their survival. Trees not only provide roosting and breeding 
sites, they provide shelter from the wind which increases the activity, and thus availability of 
their insect prey. Many species of bats tend to keep close to trees while feeding or travelling 
to and from feeding sites. Water supports large flying insect populations and so the 
combination of trees and water is frequently exploited by bats. The Board’s watercourses 
provide an extremely valuable habitat for bats. Watercourses with tree cover on one bank can 
make important feeding sites as well as providing corridors between feeding and roosting 
sites.  
 
Legal Protection Status 
 
All bats are legally protected under the Wildlife & Countryside Act 1998 and it is an offence 
wilfully to damage any place or structure used by them. Some species are afforded extra legal 
protection.  
 
 
Action 
 

Partners Date Outcome 

Maintain existing pollards 
where they occur and increase 
bankside tree cover and pollard 
establishment where 
appropriate (i.e. to fill gaps and 
enhance bat flightlines) 

GWT/NE On-going Improved bat 
flightlines and 
connectivity 
across the  

 
5. Barn Owl 

The barn owl is not a UK BAP priority species but is of local concern. Barn owls occur 
occasionally throughout the Severn Vale although numbers may vary from year to year, mainly 
dependent on weather and food supply.  They are commonly found on low-lying floodplains, 
especially in winter where they hunt for small mammals in areas of rank grassland often found 
on un-mown watercourse banks or ungrazed marshland. UK barn owl populations declined 
severely in the 1970s, through factors including, pesticide poisoning, (especially from 
rodenticides), loss of nesting sites from farm building restoration or conversion, and from loss 
of trees due to Dutch Elm disease. Changes in farming practices were probably also hugely 
influential, with the loss of rough grassland through improved agricultural techniques reducing 
food supplies. There is scope for the IDB to work with partners to further barn owl conservation 
in its area.  
 
Legal Protection Status 
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The Barn Owl is listed in Annexes II and IV of the EC Habitats Directive and Appendix II of the 
Bern Convention.  It is protected under Schedule 2 of the Conservation (Natural Habitats, etc.) 
Regulations 1994, and Schedule 5 of the Wildlife and Countryside Act 1981. 
 
 
Action 
 

Partners Date Outcome 

Where possible manage 
watercourse banks and trees to 
provide feeding, roosting and 
nesting opportunities for barn 
owls. 
 

GWT/WWT/AWT On-going Improved habitat 
for barn owls 

Identify suitable locations and 
erect nestboxes to increase 
nesting opportunities for barn 
owls 
 

GWT/WWT/AWT December 2016 More barn owls 
breeding in the 
Board’s area 

 
6. European Eel 

The River Severn is of major importance to the European Eel.  Young glass eels migrating 
from the Sargasso Sea each year make their way up the river and its tributaries where they 
mature before returning back across the Atlantic to breed. While in the Severn Vale they 
spread throughout the drainage ditch network and into the area’s wetlands where they grow 
before returning back to the sea. There is still much to learn about the complex life history of 
this charismatic species, but what is well known is that sluices and other obstructions on major 
river tributaries, along with water pumps and hydro installations, along Europe’s western coast 
are acting as major barriers to migration and threaten the very existence of this fast declining 
species.   

Legal Protection Status 
 
The situation has become so serious that the EU has issued a major directive to address the 
issue.  The Eels (England and Wales) Regulations 2009 came into force on 15 January 2010 
to support the UK in implementing EC Council Regulation 1100/2007. Under this European 
Regulation, the UK must take action to halt and reverse the decline in the European eel stock, 
aiming to meet a target set for the number of mature adult eels leaving each river basin to 
return to spawn at sea. The EC Eel Regulation requires UK to consider eel passage as part 
of the solution.  

The Board has already acknowledged that the Eel Regulations apply to its activity and at a its 
meeting in June 2015 agreed to refund the replacement of the pumps at all of its pumping 
stations through an increase in the levy on landowners across its district.  This not insignificant 
financial investment will undoubtedly make a major contribution to facilitating eel passage at 
one of the most important areas within its range. 
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Eel mortality at Swedish Hydropower installation 

Action 
 

Partners Date Outcome 

Implement a plan of pump 
replacement to ensure 
compliance with the Eel 
Regulations 
 

 To agreed 
timetable 

Board compliant 
with Eel 
Regulations 

Assist with work to improve the 
management of watercourses 
and wetlands in the Board’s 
area to benefit eels 

GWT/Bristol 
Water 

On-going Habitat improved 
for eels 

7. Great Crested Newt 

The great crested newt is widespread but fast declining across much of its range due to habitat 
loss, both from agricultural activity but more recently built development.  It is protected by 
national and European legislation as the UK supports a significant proportion of the European 
population.  It requires both aquatic habitat where it breeds during April and May and terrestrial 
habitat within 500m of the pond consisting of rough grassland, scrub and woodland where is 
spends the rest of the year foraging and hibernating. 
Great crested newts live in meta-populations meaning that a single population may occupy a 
number of different ponds at different times.  The maintenance of all ponds within its range is 
essential to safeguard their future survival.  Great crested newts occur throughout the Board’s 
area and are probably under-recorded. 
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Legal Protection Status 
 
The great crested newt is an internationally important species protected under Annex IIa and 
IVa of the EU Habitats Directive and the Wildlife and Countryside Act 1981 

 

Action 
 

Partners Date Outcome 

Identify ponds within the 
Board’s area of operation 
known to support great crested 
newts 
 

GWT/WWT/AWT/ 
Local Record 
Centres 

March 2017 Improved 
knowledge of the 
distribution of 
GCNs in the 
Board’s area 
 

Target pond creation to 
increase the viability of newt 
meta-populations 
 

GWT/AWT/WWT/ 
landowners 

On-going More sustainable 
great crested 
newt populations 
in the Board’s 
area 

Tailor management operations  
within 500m of key great 
crested newt ponds to improve 
terrestrial habitat 
 

landowners On-going Improved 
terrestrial habitat 
for key great 
crested newt 
populations 
 

 

8. Reed Bunting 

Reed buntings are birds of wet farmland favouring vegetation along wet ditches where it nests 
and can forage for seed on adjoining fields.  The reed bunting has suffered a decline due to 
habitat loss and agricultural improvement and isolation due to lack of connectivity in its 
favoured habitat.   During the breeding season male birds sing from ditch side shrubs and 
hedgerows.  There is scope for the IDB to improve the management of some of the rhines in 
its area to benefit reed buntings. 

Legal Protection Status 
 
The reed bunting has no special protection, but like all birds it – along with its nest and eggs - 
are protected under the Wildlife and Countryside Act, 1981. 
 
Action 
 

Partners Date Outcome 

Train IDB operatives in the 
identification of reed bunting 
and encourage reporting of this 
species. 
 

GWT/AWT/WWT March 2017 Improved 
knowledge of the 
distribution of 
reed bunting in 
the Board’s area. 
 

Manage rhine-side vegetation 
to benefit reed bunting where 
appropriate, targeting areas 

landowners On-going Improved habitat 
for reed bunting. 
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already known to support the 
species. 

 
9. Lapwing, Curlew, Snipe, and Redshank 

These four wading birds are typical of wet grassland in the Board’s area but are in decline as 
breeding species due to loss of appropriate open wet habitat.  The snipe has not breed in the 
region for over 20 years and the other three species breed successfully only sporadically 
across the area depending on weather, water levels, agricultural management, disturbance 
and predation.  Of the four species curlew favour drier grassland habitats in which to breed 
and are often faithful to individual fields as breeding sites.  As late breeders, however, they 
are often susceptible to early silage and hay cuts. The landscape scale approach in the Severn 
Vale NIA aims to improve habitat and prospects for these four species. 

Legal Protection Status 
 
These species have no special legal protection, but like all birds they – along with their nest 
and eggs - are protected under the Wildlife and Countryside Act, 1981. 
 
 
Action 
 

Partners Date Outcome 

Train IDB operatives in the 
identification of these four 
wading birds and encourage 
reporting of these species. 
 

GWT/AWT/WWT March 2017 Improved 
knowledge of the 
distribution of 
waders in the 
Board’s area. 
 

 

10. Stag Beetle 

The stag beetle was once widespread across much of the UK but has declined due to the loss 
or removal of dead wood and stumps within which its larvae live for several years before 
emerging as an adult beetle.  There is a small discrete population in north Gloucestershire/ 
south Worcestershire in the Chaceley/Ashleworth/Eldersfield area.  The population can be 
helped by ensuring an on-going supply of buried deadwood, and there is scope for the IDB to 
contribute towards the conservation of this species as part of its on-going activity. 

Legal Protection Status 
 
The stag beetle is listed on Annex II of the EC Habitats Directive. 

Action 
 

Partners Date Outcome 

Train IDB operatives in the 
identification of stag beetle and 
encourage reporting of these 
species. 
 

GWT/AWT/WWT March 2017 Improved 
knowledge of the 
distribution of stag 
beetle in the 
Board’s area. 
 

Identify opportunities to create 
deadwood habitat (buried logs) 
for stag beetle in the area 
(north Gloucestershire/ south 

GWT/AWT/ 
landowners 

On-going Improved habitat 
for stag beetle in 
their known core 
area. 
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Worcestershire) known to 
support stag beetle. 

 

11. True Fox Sedge 

The True fox sedge is a rare species of wetland sedge which is restricted within the Board’s 
area to four locations in the Ashleworth area.  A similar species – false fox sedge - is however, 
widespread across the district.  There is not much the IDB can do to contribute to the 
conservation of this species other than to be aware of its presence when updating the WLMP. 

Legal Protection Status 
 
The plant has no specific legal protection but is nationally classified as “vulnerable”. 

Action 
 

Partners Date Outcome 

Ensure the Ashleworth Ham 
WLMP recognises the 
requirements of this species. 

NE/GWT On-going Species 
maintained at its 
known locations. 

 

12. Water Violet 

The water violet is a plant of ponds and ditches and is vulnerable to insensitive management.  
It is capable of surviving summer droughts but not permanent drainage.  The plant was thought 
to be extinct in the Board’s region until ditch work at Walmore Common exposed seed from 
the peat which germinated in the cleared ditch.  Despite its name it is not actually a violet but 
rather belongs to the primrose family.  The Board needs to be aware of the location of this 
species in the event of carrying out any work at Walmore Common, but also aware that such 
work may unearth more seeds of this species. 

Legal Protection Status 
 
The plant has no special protection but like all plants it is illegal to uproot without consent of 
the landowner. 
 
 
Action 
 

Partners Date Outcome 

Ensure operatives working at 
Walmore Common are aware 
of the location of this species 
and are able to identify it. 
 

NE/GWT/ 
Trustees of 
Walmore 
Common 

On-going Existing 
populations 
maintained 

Monitor works carried out at 
Walmore Common to see if 
other populations become 
established 

NE/GWT 
Trustees of 
Walmore 
Common 

On-going Any new 
populations 
identified and 
protected. 

 

13. Black Poplar 

Black poplars are typical floodplain trees which when mature have a distinctive shape.  A 
declining species, it is rarely found and often grows in isolation. They often exist in the 
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landscape unidentified.  Trees are either male or female and their rarity means that they rarely 
produce seeds.  They can spread by suckering and can also be propagated from cuttings.  
There is scope for the IDB to record the location of black poplars in its area and to plant more 
trees in order to maintain the population in the long term. 

Legal Protection Status 
 
None. 
 
 
Action 
 

Partners Date Outcome 

Ensure that the known 
distribution of Black Poplar 
trees in the Board’s area is 
mapped and their presence 
taken into account whenever 
work takes place in the vicinity. 

GWT December 2016 Known Black 
Poplar trees 
protected 

Train IBD operatives in the 
identification of Black Poplar 
and encourage reporting of any 
new trees found. 

GWT On-going New findings 
identified, 
mapped and 
protected. 

Undertake the planting of new 
trees of appropriate gender in 
appropriate places. 
 

GWT/AWT/WWT/ 
landowners 

On-going Population of the 
Board’s area 
more diverse and 
sustainable. 
 

Increase management of 
old/unstable/damaged trees to 
prolong their survival. 
 

GWT/AWT/WWT/ 
landowners 

On-going Life of existing 
trees prolonged. 

 
 
14. Invasive Non-Native Species 

Invasive non-native species are considered to be the second most significant threat to 
biodiversity after climate change.  Globally such species – inevitably translocated by man, 
either deliberately or unwittingly - are having a devastating impact on a whole range of native 
species from plants to mammals and amphibians to crustaceans.  In the UK aquatic and 
wetland invasive species are prolific and include Himalayan balsam, signal crayfish and zebra 
mussel.  The latter poses a serious threat to pumping stations and waterworks and can have 
a significant economic impact as a result.  Himalayan balsam is widespread throughout the 
Board’s area and when established can overshadow all other plant species.  This can leave 
soil exposed in the winter when the balsam dies down completely leading to erosion and 
siltation. There is scope for the IDB to track the spread of some species and take action to 
eradicate 

Legal Protection Status 
 
There are over 45 international instruments relating to the control of non-native species. Of 
these, the Convention on Biological Diversity (CBD) is the only legally binding instrument that 
addresses non-native species across all groups, vectors and continents. Article 8(h) calls for 
contracting parties to “prevent the introduction of, control or eradicate those alien species 
which threaten ecosystems, habitats or species.”  
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Action 
 

Partners Date Outcome 

Determine the extent to which 
invasive non-native species 
are an issue within the Board’s 
area and prepare an 
appropriate plan of action to 
control or eradicate them. 
 

GWT/AWT/WWT/ 
CART 

On-going Threat from 
invasive non-
native species 
identified. 

Train IDB operatives in the 
identification of key invasive 
non-native species 

GWT March 2017 Locations of 
species of 
concern identified 
and mapped. 
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PROCEDURAL ACTION PLAN 
 
Introduction 
 
A number of procedural targets and actions have been established within this Procedural 
Action Plan. These are intended to integrate biodiversity considerations into IDB practices 
and procedures. 
 
Objectives and Targets 
 
1. Improving employee/contractor biodiversity awareness 
2. Introducing training for staff and contractors in conservation management of drainage 
channels 
3. Extending partnership-working 
4. Improving data and information flows 
5. Establish Biodiversity Working Group 
 
IMPLEMENTATION 

The BAP will be implemented, always following appropriate flood risk management 
assessments, in 2 ways: 
 
a. through modifications to standard operations in designated locations 
b. in special projects with partners 
 
The same modification to a standard operation may fulfil the requirements of a number of BAP 
species or habitats. For example the establishment of staggered bank-flailing operations 
would benefit water vole and barn owls and even bats, as well as non- target, but perhaps 
threatened species like reed bunting, as well as support the survival of some scarce plants. 
Where flood risk management does not preclude it this option should be adopted as widely as 
possible. 
 
Special projects will take place under the advice of specialist partners and sometimes in 
conjunction with actions undertaken by them, for example, improving habitat for water voles 
or great crested newts.  
 
There will be projects that may require capital works or be one-off management experiments. 
For example an experimental project requiring special funding might be the construction of silt 
traps for the mitigation of diffuse water pollution. 
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Lower Severn (2005) Internal Drainage Board 
DATA PROTECTION POLICY 

 
Introduction 

The Data Protection Act 2018 (“the Act”) has replaced the Data Protection Act 1988 and came 
into force on 25 May 2018. 

The General Data Protection Regulation (“the Regulation”) came into force on 25 May 2018 
and is designed to cover the collecting, storing, processing and distribution of personal data. 
It gives rights to individuals about whom information is recorded. This applies to all individuals 
whether they are employees, members, ratepayers or other customers, suppliers or members 
of the public.  

The General Data Protection Regulation is being implemented in the UK through the Data 
 Protection Act 2018. 

 

Policy Statement 

In order to meet its legal obligations and to operate effectively the Lower Severn (2005) 
Internal Drainage Board (“the Board”) needs to collect, maintain and use certain personal 
information about current and past employees, members, ratepayers and other customers, 
suppliers and others with whom it has dealings. All such personal information, whether held 
on paper, computer or other format will be obtained, handled, processed, transported and 
stored lawfully and correctly in accordance with the Act.  

The Board will aim to ensure that all employees and others who have access to any 
information held are fully aware of and abide by their duties and responsibilities under the Act.  

The Board recognises that personal information is confidential and that unauthorised 
disclosure is a criminal offence under the Act. 

 

Lawful Basis for Collecting and Processing Data 

The Board is defined as a Public Authority under the Act. The Board has a lawful basis for 
collecting and using data under the Land Drainage Act 1991, in particular Section 52 Register 
of Drainage Hereditaments and Section 53 Power to require information. This data is 
categorised under the Act as a legal obligation to hold for the purpose of usage under the 
requirements of the Land Drainage Act 1991. The intended purposes for processing the 
personal data is for the Board’s legal obligations of the Land Drainage Act 1991 and any other 
relevant Act. 

An individual or organisation has no right to object to the Board holding this relevant data. The 
Board does not require consent to hold the relevant data and there is no right to have it erased. 
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Data Protection Principles 

The Board is committed to the principles contained in the Act.  

These principles are: 

• Personal data shall be processed fairly and lawfully and, in particular, shall not be 
processed unless specific conditions are met; 

• Personal data shall be obtained only for one  or more specified and lawful purposes 
and shall not be further processed in any way incompatible with that purpose or those 
purposes; 

• Personal data shall be adequate, relevant and not excessive in relation to the purpose 
or purposes for which they are processed; 

• Personal data shall be accurate and where necessary, kept up to date; 
• Personal data processed for any purpose or purposes shall not be kept longer than is 

necessary for that purpose or those purposes; 
• Personal data shall be processed in accordance with the right of data subjects under 

the Act; 
• Appropriate technical and organisational measures shall be taken against 

unauthorised or unlawful processing of personal data and against accidental loss or 
destruction of, or damage to, personal data; 

• Personal data shall not be transferred to a country or territory outside the European 
Economic Area unless that country or territory ensures an adequate level of protection 
for the rights and freedom of data subjects in relation to the processing of personal 
data. 

 

To meet the requirements of the Act the Board is committed to the following: 

That personal information shall be:  

• Processed lawfully, fairly and in a transparent manner in relation to individuals; 
• Collected for specified, explicit and legitimate purposes and not further processed in a 

manner that is incompatible with those purposes; further processing for archiving 
purposes in the public interest; scientific or historical research purposes or statistical 
purposes shall not be considered to be incompatible with the initial purposes; 

• Adequate, relevant and limited to what is necessary in relation to the purposes for 
which they are processed; 

• Accurate and, where necessary, kept up to date; every reasonable step must be taken 
to ensure that personal data that are inaccurate, having regard to the purposes for 
which they are processed, are erased or rectified without delay; 

• Kept in a form which permits identification of data subjects for no longer than is 
necessary for the purposes for which the personal data are processed; personal data 
may be stored for longer periods insofar as the personal data will be processed solely 
for archiving purposes in the public interest, scientific or historical research purposes 
or statistical purposes subject to implementation of the appropriate technical and 
organisational measures required by the Act in order to safeguard the rights and 
freedoms of individuals; 

• Processed in a manner that ensures appropriate security of the personal data, 
including protection against unauthorised or unlawful processing and against 
accidental loss, destruction or damage, using appropriate technical or organisational 
measures. 
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Compliance with the Data Protection Principles 

In order to comply with the data protection principles, the Board will: 

• Observe fully all conditions regarding the fair collection and use of personal 
information; 

• Meet its legal obligations to specify the purpose for which information is used; 
• Collect and process appropriate personal information only to the extent that it is 

needed to fulfil operational needs or to comply with legal obligations; 
• Ensure that the personal information used is as accurate as possible; 
• Apply strict checks to determine the length of time personal information is held and 

ensure that personal information is not held any longer than is necessary; 
• Ensure that individuals about whom information is held are able to exercise their rights 

under the Act, including the right to be informed that processing is taking place, the 
right of access to their own personal information, the right to prevent processing in 
certain circumstances and the right to correct, rectify, block or erase incorrect 
information; 

• Take appropriate technical and organisational security measures to safeguard 
personal information;  

• Ensure that personal information is not transferred outside the EEA without suitable 
safeguards. 

 

Commitment to Data Protection 

The Board adheres to its commitment to the Act by: 

• Allocating specific responsibility for data protection to at least one person; 
• Ensuring that employees handling personal information are supervised appropriately; 
• Processing requests for access to personal information in a timely and courteous 

manner; 
• Recording any breaches in data protecting policy and taking disciplinary action as 

necessary; 
• Periodically reviewing the management of personal information and updating the policy 

and procedures accordingly. 

 

Lawful Processing 

Before any processing of personal data takes place the lawful basis for processing will be 
established. The Lawfulness of processing conditions include: 

• Consent of the data subject; 
• Processing is necessary for the performance of a contract with the data subject or to 

take steps to enter into a contract; 
• Processing is necessary for compliance with a legal obligation; 
• Processing is necessary to protect the vital interests of a data subject or another 

person; 
• Processing is necessary for the performance of a task carried on the public interest or 

in the exercise of official authority vested in the Board. 
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Responsibilities 

The overall responsibility of ensuring compliance to the Act remains with the Board. However: 

• The day to day responsibility rests with the office based employees; 
• It is the responsibility of all employees to ensure that personal information provided to 

the Board, for example current address, is accurate and up to date. To this end 
employees are required to inform the Board immediately when changes occur; 

• Employees whose role involves the collection, maintenance and processing of 
personal information about other employees, ratepayers, customers, suppliers or any 
other individuals with whom the Board has dealings are responsible for following the 
Boards rules on good data protection practise as notified from time to time.  

Individuals’ Rights 

Individuals have the following rights. The right: 

• To be informed; 
• Of access; 
• To rectification; 
• To erasure; 
• To restrict processing; 
• To data portability; 
• To object; 
• Not to be subject to automated decision-making including profiling. 

Individuals’ Rights are restricted if the information is lawfully collected.  

 

Access to Information 

Anyone who is the subject of personal information held by the Board has the right to make a 
subject access request. Those who wish to exercise this right should write to the Principal 
Officer. The Board reserves the right to charge £10 for responding to such requests. If, as a 
result of a subject access request, any personal information is found to be incorrect, it will be 
amended. The Board will deal promptly and in a courteous manner with subject access 
requests and will normally respond within 40 days. If there is a reason for delay, the person 
making the request will be informed accordingly.  

 

Breach of the Policy 

Breach of this policy by an employee will be regarded as a disciplinary offence and will be 
dealt with under the Board’s formal discipline procedure.  

Employees who consider that there has been a breach of this policy in relation to personal 
information about them held by the Board should raise the matter via the Board’s formal 
grievance procedure. 
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Contact 

If you have any questions, comments or complaints about this Data Protection Policy please 
contact Martin Dear using the details below: 

  Martin Dear 
  Data Protection Officer 
  Lower Severn (2005) Internal Drainage Board 
  Waterside Buildings 
  Oldbury Naite 
  Thornbury 
  South Gloucestershire 
  BS35 1RF 
 
  Email: MDear@lowersevernidb.org.uk 

 

Updating this Data Protection Policy 

The Board may update or amend this Data Protection Policy from time to time, to comply 
with law or to meet changing business requirements. When updates are made to this Policy, 
the Board will take appropriate measures to inform you, consistent with the significance of 
the changes made. 
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1
Introduction
The Lower Severn (2005) Internal Drainage Board has an administrative area covering 
over 26,000 hectares of land alongside the Rivers Severn, Cam, Frome, Leadon and 
Little Avon in the county and unitary authorities of Gloucestershire, South 
Gloucestershire, Herefordshire, Worcestershire and Bristol City.

An internal drainage board (IDB) is a type of operating authority which is established in 
areas of special drainage need in England and Wales with permissive powers to 
undertake work to secure clean water drainage and water level management within 
drainage districts.

We aim to ensure the rate payers are fully satisfied with the products and services we 
provide at all times.

In order to achieve this aim we rely on the commitment and effectiveness of our 
employees.  It is therefore vital that you enjoy your work and that we work together as 
a team to achieve our goals. 

Our customers and others with whom we deal are entitled to expect the highest 
standards of conduct from our employees at all times and the contents of this Handbook 
are supplemented by an Employee Code of Conduct designed to reflect this expectation.

We wish you every success with our Board and hope that your time with us will be 
enjoyable and rewarding.
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2
About this Handbook
This Handbook has been drawn up by the Board to provide you with information on 
employment policies and procedures. It is important for you to read the Handbook 
carefully as this, together with your Contract of Employment, sets out your main terms 
and conditions of employment.

The information covers a wide range of subjects relating to your employment and in the 
event that information in this Handbook conflicts with terms and conditions as stated in 
your Contract of Employment, the Contract will take precedence.

It is an express condition of employment that you are prepared, whenever necessary, to 
transfer to alternative departments or duties within our business.  During holiday 
periods, etc, it may be necessary for you to take over some duties normally performed 
by colleagues.  This flexibility is essential as the type of work is always subject to 
change, and it allows us to operate efficiently and gain maximum potential. In 
extraordinary circumstances you may be required to take holidays and negotiate 
mitigating the issues affecting the Board.

General amendments to the employee handbook will be issued from time to time.  

If you have any questions or any part of the Handbook is unclear to you, please do not 
hesitate to raise any queries with Management.

It is important that you do this before signing that you have read, understood and are 
willing to abide by all the Board’s terms and conditions.
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3
Annual holiday entitlement and 
authorisation
Entitlement
Full details of your holiday entitlement are in your Contract of Employment.

Carrying over holidays to the following year
You may be allowed to carry forward up to one day of holiday into the next holiday year. 
Authority must be obtained in writing from Management.  Any holidays in excess of the 
agreed one day carry forward that is not taken will be lost and not paid in lieu.

Request for holidays
In order to submit a request for holidays, you should complete the relevant form and 
have the holiday authorised by Management. If you have been given access to the self 
service holiday planner you should complete your holiday request online.

The amount of notice required is seven days unless agreed otherwise with your Line 
Manager.

All requests, providing they have been received in time, will be processed in date and 
time order.

Requests for holidays to observe religious holidays will be given proper consideration and 
the Board will do its best to grant them subject to operational needs and compliance 
with the rules regarding annual holidays set out in this section.

Length and timing of holidays
The Board will not normally agree a request for a holiday that involves more than two 
consecutive weeks.

If you are unable to take a previously authorised holiday because of unforeseen 
circumstances, e.g. sickness, domestic emergency, etc. the Board will consider allowing 
you to take the holiday on another occasion.  Permission will only be given if the period 
of sickness is certified by a medical practitioner.  If you are sick when on holiday, you 
can choose to take those days as holiday and be paid at your normal holiday pay rate.  If 
you prefer that those days are taken as sick leave, they will be added to your sickness 
absence records and paid according to your entitlement under SSP.

If you have been absent because of an illness or injury we reserve the right to ask you 
to take any holiday that has accrued whilst you have been away before you start 
working again.  In these circumstances you will be given as much notice as possible.
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When you are working under notice, we reserve the right to require you to take any 
remaining holiday entitlement during this period.  In these circumstances you will be 
given as much notice as possible.

In the event of your resignation, pre-booked holiday may not be accepted as forming 
part of the period of notice you are required to give.

In the event of lay off or short time working you may be required to take any accrued 
holiday to reduce the lay off or short time working.

Refusal of holidays
In the event that the Board has to refuse a holiday request because of business needs, 
the Board is not responsible for any financial commitment made by you prior to 
authorisation. You are therefore advised not to book holidays with tour operators, travel 
agents, hotels or passenger carriers, etc. until your holiday request has been authorised.

Adjustment to holidays
At the commencement of your employment you will be entitled to holiday leave in 
proportion to the holiday year remaining on the date when your employment began.

On leaving you will be entitled to holiday leave in proportion to the holiday year worked 
on the date when your employment ended. If you have been paid for more holidays than 
your entitlement then the balance will be deducted from your final payment. If you have 
been paid for fewer holidays than your entitlement then the balance will be paid to you 
with your final payment.

45



Copyright Citation Ltd Version 1.0 8

4
Absence from work
Appointments
If you need to be absent from work to keep a medical, dental or other essential 
appointment, prior permission should always be obtained from Management. Payment 
for absences of this nature will be at the discretion of the Board. You must try to arrange 
such appointments outside normal working hours wherever possible and any regular 
appointments that have to be made during working hours must be supported by an 
appointment card.  Any such absences from the workplace should be minimal.

Sickness and injury
Notification of absence

If you are absent from work without prior authorisation, you or someone on your behalf 
should notify the Office by phone as soon as possible on the first day of absence. .  If 
unavailable, record the time and name of the person to whom you reported the 
absence.  If you are unable to phone in person then by a relative, neighbour or 
friend.  Text messages and emails are not acceptable. Any unauthorised absence must 
be properly explained in that first contact and, if the absence continues, you must keep 
us fully informed. This applies to both short and long term situations and you will be 
expected to contact us on a daily basis during the first week and weekly thereafter.

You must leave contact details so that we can get in contact with you.

Period of absence
If your sickness is for more than seven calendar days then you must provide 
the Board with a doctor’s medical certificate. You must continue to provide medical 
certificates to cover the whole of the absence period.

Please note that the Board will review the attendance levels of all employees on a 
regular basis. In deciding whether to take further action in respect of sickness absence, 
the evidence of a medical certificate may not be sufficient and the Board may seek 
alternative medical information.

Returning from absence
On your return to work after absence because of sickness, irrespective of the length of 
absence, you must complete the Board’s sickness form.  You may be required to attend 
a Return to Work interview to review your absence.

If you have been suffering from a notifiable disease such as food poisoning, measles, 
mumps, scarlet fever, etc., you must not report for work without clearance from your 
doctor.
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If you are taking medication you must tell your doctor the nature of your work.  The 
Clerk or the designated officer in the Clerks absence must be informed if the medication 
could affect safety or your ability to work in any way.  Some medication causes 
drowsiness, which can be dangerous in certain circumstances.

Statutory Sick Pay (SSP)
The Board is responsible for paying SSP to you if you are eligible.

The maximum period for which SSP is payable is 28 weeks in one period of sickness 
absence and is paid at a rate specified by law. As with other earnings, SSP is subject to 
the deduction of income tax and all other normal deductions. We will inform you if you 
are not eligible for SSP.

SSP is paid in respect of qualifying days on which you are unable to work through 
sickness. Qualifying days are those days on which you would normally work. Generally 
SSP is not payable for the first three qualifying days of sickness which are known as 
“waiting days”, but this may not always be the case if you are absent on more than one 
occasion within a short period of time.

SSP is only paid when the period of sickness is four or more consecutive days.

Contractual sick pay
In addition to any entitlement you may have to Statutory Sick Pay, we provide an 
additional sick pay scheme, which does not come into effect until:

 Satisfactory completion of the probationary period.
 Submission (if so required) to a medical examination by a registered 

practitioner nominated by the employer
 Recommended by such medical practitioner for admission to the scheme.

Service                                   Payment in any 24 consecutive month period

                                                                 Full pay   Half pay

Probationary period                                     Nil     Nil

Satisfactory completion of probationary

period but less than 1 year                            1 month        1 month

1 year but less than 2 years                          2 months       2 months

2 years but less than 3 years                        3 months       3 months

3 years but less than 4 years                        4 months       4 months

4 years but less than 5 years                        5 months       5 months

5 years or more                                           6 months       6 months

Length of service is calculated on the day any period of absence starts.

All payments made include any entitlement you may have to SSP.
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You must follow the absence notification procedure before any payment is made under 
this scheme.

Where your absence from work is due to injury or illness caused by a third party, any 
payments made by the Board under this scheme will be classed as a loan, which will be 
repayable to the Board by you if compensation for loss of earnings is recovered from the 
third party.  Equally, any benefit paid to you in lieu of wages by a government agency 
must be declared to the Board and the amount concerned will be deducted from any 
payments made to you under this scheme.  Failure to notify the Board of such benefits 
will result in disciplinary action being taken against you, which may lead to your 
dismissal.

No payment will be made under this scheme where you are the subject of disciplinary 
proceedings, or under investigation for possible breach of any contractual obligation or 
Board rules or procedures. If the alleged breaches are unfounded any deductions would 
be re-instated.
Any eligibilty under this scheme does not prevent the Board from terminating your 
employment prior to the expiry of the above maximum benefits and your eligibility will 
cease upon termination.
Should you fall sick during pre-booked annual holiday, additional sick pay will not be 
paid. This does not affect any entitlement to SSP.

If you are entitled to any payments in excess of SSP and your entitlement expires, full or 
part payment may be allowed at the Board’s discretion where it is considered that there 
are special circumstances warranting it.

Exclusion from Benefits
Illness and injury resulting from other gainful occupation.

Sickness absence and other work
If you are absent from work due to sickness or injury, you must tell us before you carry 
out any form of alternative or additional employment, self-employment or voluntary 
work, whether paid or unpaid.  A breach of this rule may lead to disciplinary action and 
result in your dismissal without notice for gross misconduct.

An employee who at any time during any period for which he would otherwise be entitled 
to a sickness allowance under paragraph 2.6 .above, follows a gainful occupation other 
than the occupation to which this Scheme applies, shall be disqualified from entitlement 
to sickness allowance for that period.

Recovery of sick pay
If you are absent from work as a result of an injury or illness for which you later receive 
earnings related compensation, you agree to reimburse the Board for any sick pay you 
have received that the Board is unable to recover from any other sources. 
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Extreme adverse weather
In the event of extreme adverse weather conditions, e.g. heavy snow and flooding, you 
are expected to make every reasonable effort, including the use of alternative means of 
safe transport, to arrive at work at your scheduled start time.

If you decide that weather conditions are sufficiently severe to prevent you from 
travelling to work and arriving safely at work you must telephone the Clerk/Line 
Manager before your scheduled start time and request your preferred option. either:

 Take the day(s) as annual leave: or

 Take the day(s) as authorised unpaid leave of absence: or

 Strictly where appropriate and authorised, work from home.

 Strictly where appropriate and authorised make up the lost time

In any event, if your absence from work, or lateness in arriving at work, is considered to 
be because of extreme adverse weather conditions your absence or lateness will not be 
subject to the Board’s disciplinary procedure, provided you have notified the 
Management as set out above.

The Boards adverse weather policy is on the Notice Board and available from the Clerk.

“Family friendly” rights
Information on the current statutory provisions relating to the following is available from 
Management, with whom you should raise any queries.

 Leave and pay connected with the birth of a baby.

 Leave and pay on the adoption of a child.

 Unpaid parental leave.

 Unpaid time off for dependants

Compassionate and bereavement leave
Individuals’ reactions to bereavement vary greatly and the setting of fixed rules for time 
off its therefore inappropriate.  You should discuss your circumstances with the Clerk and 
agree appropriate time off which will normally be paid for the first three days only, 
relating to immediate family members (e.g. parent, step-parent, sibling, child, step-
child, spouse or partner).

Flexible working
If you have at least 26 weeks continuous service with the Board you have a statutory 
right to ask for your contract of employment to be varied.

Any request for a variation must relate to:

 the hours you are required to work,

 the time when you are required to work, or
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 the place where you are required to work (i.e. at home or at any place of 
business operated by the Board).

Requests must be made in writing and must include the following information:

 a statement that it is a request for a variation of your contract of employment,

 the variation you are seeking and the proposed commencement date,

 an explanation of the effect you think the change would have on the Board and 
how it might be dealt with.

On receipt of your formal request, the Board will arrange to meet with you to discuss it.

You can only make one request in any 12-month period for your contract of employment 
to be varied and, if the Board grants your request, the variation will be a permanent 
change to your contract of employment.

Jury service and attendance at court as a 
witness
If you are called for jury service or as a court witness, you will be granted paid leave of 
absence on condition that you claim for loss of earnings from the court.  You will 
normally be given a form from the court asking for confirmation of your normal salary, 
which should be completed by the Board.  Any payment for loss of earnings made by the 
court will then be made up to your contractual pay.

Public duties
The Board will allow reasonable time off without pay for designated public duties, such 
as a Justice of the Peace.

General
If there are any aspects of this section that are unclear, you are encouraged to put any 
questions you may have to Management.
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5
General information
Employers’ Liability Insurance
The Board has Employers Liability Insurance.  An up to date certificate is displayed on 
the Notice Board.

Damage or loss to personal property
Compensation for damage to or loss of personal possessions will only be considered if 
the Board can be held to have been negligent. All damage or loss should be reported to 
Management immediately. Where there is evidence that the accident or loss occurred 
through lack of care on your part, compensation will not normally be paid and you 
should check whether a claim could be made on your personal insurance policy to cover 
such circumstances.

You are advised not to leave any personal possessions or valuables unattended on the 
premises.

Return of Board property
On the termination of your employment for whatever reason, you must return all Board 
property in your possession or for which you have responsibility. Failure to return all 
such items will result in the cost of the unreturned items being deducted from any 
monies outstanding to you. This is an express written term of your contract of 
employment.

Change of address or personal 
circumstances
You must always advise the Board, in writing, when you have a change in personal 
circumstances that will affect your personnel record. Particular examples include details 
of your address, telephone number, emergency contact, bank details and any 
qualifications.

You must also seek authority from the Board if you wish to take additional 
employment. In order to work more than an average of 48 hours in a week, you must 
sign an individual waiver form.
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Health and safety
From the point of view of safety and appearance, work areas must be kept clean and 
tidy at all times.

You are required to take reasonable care of your own well-being and that of all other 
employees. The relevant health and safety notices are posted around the premises and 
you are expected to be familiar with their requirements.

If you have an accident or injury at work you must enter the incident in the Accident 
Book. The date, time and nature of the incident should be entered and whether it was 
witnessed.

Pay
Payslips

At the relevant payment interval you will receive a payslip giving details of all payments 
and deductions e.g. gross pay, income tax, national insurance, etc.

Overpayments
If you are overpaid for any reason you are required to notify the person who pays the 
wages. The amount of overpayment will normally be deducted from the following 
payment but if this would cause hardship, alternative arrangements to repay may be 
made. Any failure to report an overpayment may result in disciplinary action.

Income tax
In compliance with the law, you will receive a P60 each year detailing earnings and 
payment of income tax and National Insurance. This document should be kept in a safe 
place.

Administration Flexi time
Cover must be available for reception/telephone/engineering between the hours of 9.00 
am to 5.00 pm Monday to Thursday and 9.00 am to 4.30 pm Friday

 Use the appropriate Flexi Time sheet

 Complete times of arrival and departure accurately

 Record doctor and dentist appointments in the column to the right claiming up 
to one hour 

 Total the column for appointments and add to flexi time total for carry forward

 When various breaks have been taken during the day, total and insert total as 
lunch break

 All employee must take a minimum of 30 minutes lunch break

 Flexi hours carry forward/in advance should not exceed half the employee’s 
contractual working week.  In exceptional circumstances an excess may be 
granted but must have prior authorisation. 

 When going directly to site or going home from site record as soon as possible 
on the white board
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 When going directly to site or going home from site record only the time 
actually worked and any travel time in excess of your normal private travel 
time.

 All administration Flexi Time Sheets must be authorised and filed at month end 
by Clerk/RFO

 All Management Flexi Time Sheets must be authorised by Chairman/Vice 
Chairman

 All flexi time over one hour duration on any one day, must be fully 
documented under a notes column
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6
Board facilities and amenities
 

Food and drink facilities
These facilities are provided for the convenience of all employees. Please ensure that all 
facilities are left in a clean and tidy condition after use. Care must be taken when using 
hot/electrical equipment and you must adhere to all health and safety rules concerning 
their use.

Please note that for health and safety reasons personal portable electrical appliances 
must not be brought onto the premises.

Car parking
The Board provides car parking facilities for use by customers and employees. Cars must 
be parked sensibly and the Board does not accept liability for damage or loss to 
employees’ private vehicles.
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7
Board procedures
Disciplinary procedure

Purpose 
The Board firmly believes that the fairest way to resolve any problems relating to 
conduct or performance is to have a well-structured disciplinary procedure. The 
procedure is designed to help and encourage all employees to achieve and maintain the 
Board’s standards of conduct, attendance and performance and should be looked upon 
as a corrective process.

Please read the following principles and procedures carefully as they form an important 
part of your terms and conditions of employment:

Principles 
Apart from an informal verbal warning, you have the following rights in relation to 
disciplinary action:

 to be informed of the allegations of misconduct or poor performance to be 
addressed at any disciplinary hearing,

 to be accompanied by a work colleague or by an accredited trade union 
official,

 to appeal against any disciplinary action.

The procedure
Formal verbal warning

In the case of conduct, attendance or performance not reaching the required standard, 
the problem will be discussed with you at a disciplinary hearing where you will be given 
the opportunity to offer a satisfactory explanation. If the explanation is unsatisfactory, 
you will be issued with a formal verbal warning. The topics discussed at the meeting will 
be confirmed in writing to you and the verbal warning will remain on your file for 
six months.

Written warning
A written warning will be issued following a disciplinary hearing where there is a current 
formal verbal warning on your file and sufficient improvement has not been made or 
where the misconduct or poor performance is serious enough to warrant the Board 
bypassing the formal verbal warning stage.  A written warning will remain on file for 12 
months.
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Final written warning
If there is still insufficient improvement in your conduct, or if your performance is still 
unsatisfactory, you will be asked to attend a further disciplinary hearing. If no 
satisfactory explanation is offered for the lack of improvement, you will be issued with a 
final written warning that will remain on file for 12 months.

If the misconduct is sufficiently serious to warrant only one warning but is not 
sufficiently serious to justify dismissal, a final written warning will be issued. You will be 
informed in your final written warning that any further misconduct or failure to meet the 
required standard will result in your dismissal.

Dismissal
Dismissal will normally result if you still fail to achieve the standard of conduct or 
performance required by the Board. You will be given every opportunity to offer an 
explanation for your failure to meet the required standards at a final disciplinary hearing. 
As with all previous stages of the disciplinary procedure you will be offered the right to 
be accompanied and the right to appeal against the decision.

If you are dismissed, you will be provided, as soon as is reasonably practicable, with the 
reasons for dismissal, the date on which your employment will terminate and details of 
how you may appeal.

In exceptional circumstances, the Board reserves the right, as an alternative to 
dismissal, to impose a penalty of suspension without pay for up to a maximum of five 
working days, together with a final written warning that will remain on file for 12 
months.

General
You will always be given as much information as possible regarding the allegations of 
misconduct, or any documentation detailing the shortfall in performance or capability 
that will form the basis of the disciplinary hearing. You will also be given fair and 
reasonable notice of the date and time of the hearing and whenever possible the 
disciplinary hearing will be held during your normal working hours.

Any disciplinary action will only be taken after a full investigation of the facts, and if it is 
necessary to suspend you for this period of time, you will receive your normal rate of 
pay.

The Board reserves the right to vary the disciplinary procedure dependent on either the 
seriousness of the allegations of misconduct or capability to be addressed, or if you only 
have a short amount of service.

If you are a short service employee or are still within the probationary period, you may 
not be issued with any warnings before dismissal.

NB  The Board reserves the right to deduct from pay the cost of any damage or loss to 
property or goods, which after a disciplinary hearing was found to have been caused by 
your negligence or vandalism.
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Conduct covered
Conduct at work

The Board expects all employees to behave in a normal and reasonable manner. The 
following list provides examples of the type of conduct that the Board would expect:

 To be punctual for the start of work and to keep within the break times.

 To give regular attendance at work and to minimise all absenteeism.

 To be courteous, helpful and polite to all those with whom you have contact.

 To devote all your time and attention, whilst at work, to the Board and ensure 
that all its property including confidential information, records, equipment, 
information technology, etc., is kept safe and used correctly.

 To comply with all the Board rules and regulations and to observe and perform 
all the terms of your employment as set out or referred to in your Contract of 
Employment.

 You are expected to devote all your loyalty to this Board. 

Conduct outside working hours
Normally the Board has no jurisdiction over employee activity outside working 
hours. Behaviour outside working hours will only become an issue if the activities 
adversely affect the Board.

Adverse publicity, bringing the Board name into disrepute, or actions that result in loss 
of faith in the Board, resulting in loss of business, or loss of faith in the integrity of the 
individual, will result in the disciplinary procedure being instigated.

The detriment suffered by the Board will determine the level of misconduct and it will 
also determine which disciplinary stage is most appropriate to suit the circumstances.

If the actions cause extreme embarrassment or serious damage to the Board’s 
reputation or image, a decision may be taken to terminate the employment.

The Board’s procedures covering disciplinary hearings and appeals still apply.

Gross misconduct
Gross misconduct will result in summary dismissal, which means you lose your right to 
notice or pay in lieu of notice.

Here is a list of offences that are normally regarded as “gross misconduct”. It is not 
exhaustive, but it describes the kind of offence that can result in summary dismissal.

·   Theft, fraud or deliberate falsification of records.

·   Physical violence or serious threats of physical violence.

·   Threatening, abusive, grossly indecent or offensive behaviour.

·   Serious bullying, harassment or discriminatory behaviour.

·   Deliberate damage to property.
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·   Bringing the employer into disrepute.

·   Being unfit to work through drink or drugs.

·   Serious infringement of heath and safety regulations.

Disciplinary appeal procedure
At each stage of the disciplinary procedure, you will be given the right of appeal. If you 
wish to exercise your right of appeal, you should put your reasons in writing to the 
immediate superior of the person who took the disciplinary action within seven days of 
receiving written confirmation of the disciplinary decision taken against you. You will 
need to explain why you feel the decision is unfair, or inappropriate in relation to the 
matters addressed at the disciplinary hearing.

If you have any new information or evidence to support your appeal, please give details 
in full and include the names of any witnesses you may wish to call to support you in 
your appeal. This is in order that there will be sufficient time to investigate any 
additional information before the appeal hearing. You are entitled to be accompanied at 
the appeal hearing by a work colleague or by an accredited trade union official.

Although the purpose of the appeal is to review any disciplinary penalty imposed, it 
cannot increase the disciplinary penalty.

The decision of the person dealing with your appeal is final.

Grievance procedure
A grievance procedure is quite simply a way for all employees to discuss any problems, 
or air their views on any dissatisfaction that relates to their work. An informal discussion 
can often resolve matters, but if you wish to raise the grievance formally, it should be 
done in the following way.

Submit your formal written grievance to your Line Manager who will make every effort to 
hear your grievance within seven working days. If you feel that you need help in putting 
your point of view across, you may ask a work colleague or an accredited trade union 
official to be present to help you explain the issue you are raising.

If you are not satisfied with the outcome of your meeting, tell the person who dealt with 
your grievance that you wish to take the matter further and intend to appeal against the 
outcome.

Submit your formal written appeal to the Principal Officer within 14 days of receiving 
written confirmation of the grievance decision, including an explanation of why you are 
dissatisfied with the original decision. Every effort will be made to hear your appeal 
without reasonable delay and you may ask a work colleague or an accredited trade union 
official to be present to help you. Although the Board will always be willing to try to 
resolve your grievance as amicably as possible, a decision reached at the appeal stage is 
final.
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Public interest disclosures
Employees and workers who make public disclosures, generally about wrong doings in 
the workplace, are commonly referred to as “whistleblowers”. Under certain 
circumstances “whistleblowers” are protected under legislation for disclosing information 
that is known as “qualifying”. A qualifying disclosure must relate to:

 committing a criminal offence,

 failing to comply with a legal obligation,

 a miscarriage of justice,

 endangering the health and safety of an individual,

 environmental damage,

 concealing any information relating to the above.

All employees are legally protected if they make a qualifying disclosure relating to any of 
the above points. Anyone wishing to make a disclosure is strongly recommended to raise 
the issue with Management in the first instance so that, where appropriate, there is an 
opportunity to address the area of concern.

Where an employee wishes to make a disclosure that concerns a matter that cannot be 
dealt with through the above procedure, it should be raised with Public Concern at Work, 
an independent whistleblowing charity, on 0207 404 6609.

Claiming and accounting for expenses
If you incur or anticipate incurring legitimate expenses on the Board’s behalf then you 
can claim them back on production of valid receipts. Claims can only be made for 
expenses incurred wholly in respect of business purposes.

Expense claim forms
All expenses must be claimed for in detail and backed up by VAT receipts for the relevant 
items.  Claim forms should be submitted to  as soon as possible.

Procedure for completing expense claim forms
 Use the appropriate expense claim form

 Complete details accurately

 Only include your own expenses

 Expenses must have been incurred in activities for the Lower Severn (2005) 
Internal Drainage Board

 All expenses must be accompanied by a receipt

 In the event a receipt is unobtainable, authorisation must be given by a 
member of the Management Team prior to monies being reclaimed. 

 All expense forms must be shown to the Clerk/RFO for final authorisation.
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Procedure for completing mileage claims (staff)
 Use the appropriate mileage claim form

 Complete details accurately on a month by month basis from the 14th to the 
13th for payroll purposes

 Do not include any private mileage (i.e. to and from your normal place of 
work)

 When working away from your normal place of work record total mileage, 
minus (normal mileage to and from your place of work to home and any other 
private mileage during the day) enter the nett amount in the claim column

 All management mileage claims must be authorised by the RFO/Clerk or 
Chairman/Vice Chairman.

Procedure for completing mileage claims 
(workforce)
 Use the appropriate mileage claim form

 Complete details accurately on a month by month basis from 14th-13th for 
payroll purposes

 Show deduction of private mileage

 All mileage claims must be authorised by Management

Fuel cards
If you are issued with a fuel card all expenditure must be accounted for.  All receipts 
including VAT receipts must be submitted to the Clerk as soon as possible.

Fuel cards must not be used for personal expenditure.

Cash collections
The Board does not accept liability for personal cash collections.

Rights of search
The Board has a contractual right of search in order to combat misappropriation of 
Board property, stock losses, or if the Board genuinely believes that drugs or any illegal 
substances are on the premises. The right of search is to address problems relating to 
the above issues.

Under the rights of search procedure the Board may carry out random checks on the 
identity, person, and property, including vehicles of employees at any time whilst they 
are on Board premises or business. It is understood that such checks in themselves do 
not imply suspicion in relation to the individual concerned.

You may be asked to remove the contents of your pockets, bags, vehicle, etc., and you 
will have the right to be accompanied by a third party who is on the premises at the time 
of search.

The Board reserves the right to call the police for assistance at any stage.
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Board vehicle procedure
Introduction

Vehicles may be allocated to employees on a temporary or permanent basis primarily 
with a view to the needs of their employment or, in certain cases, as a part of their 
remuneration package.

When allocated with a vehicle, either on a temporary or permanent basis, you will be 
bound by the following Board vehicle procedures.

General
If you are allocated a vehicle to assist you in carrying out your duties for the Board, the 
use of the vehicle must obviously be primarily for the benefit of the Board.

You must produce your driving licence before permission to use a vehicle is first given 
and it must be produced at regular intervals thereafter, as notified by us. Any type of 
driving conviction or summons must be reported immediately to Management and you 
agree to allow us to access your online driving licence information.

You are entirely responsible for ensuring that the vehicle is in a good and roadworthy 
condition at all times. You will meet penalties arising from any form of non-compliance 
whatsoever. This also includes any penalty that may be imposed on the Board.

You must never drive in an unsafe manner or condition. You will meet any penalty 
arising from non-compliance, including any penalty that may be imposed on the Board.

Some Board vehicles are fitted with a tracking device, which may be used to verify 
locations, mileage, driving time and speeds.

Servicing and maintenance
All vehicles must be serviced by main agents in accordance with the manufacturer’s 
schedule. Only approved parts may be used. Most vehicles are covered by 
manufacturer’s warranty and failure to comply with these requirements will invalidate 
this warranty.

In addition to the routine servicing of the vehicle both the inside and outside must be 
kept in a clean and presentable condition. The routine checking of lubricant levels and 
tyre pressure must be carried out on a weekly basis.

When work is required on the vehicle, it is your responsibility to ensure that before the 
work is begun, both you and the garage have obtained approval from 
Management. Failure to obtain this prior approval may mean that you will have to pay 
for the work carried out and you may not be able to reclaim it from the Board.

Fuel
Whilst it may seem an obvious statement to make it is your responsibility to ensure that 
only the correct type of fuel is used in the vehicle. Using the incorrect type of fuel, which 
causes significant damage to the vehicle, will be considered as possible gross 
misconduct.

If any oil is used as a top-up between services, be sure to use only approved makes and 
the correct grade for your vehicle.
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Breakdown cover
In the event of a breakdown you must contact Management.

Accidents
In the event of an accident, whether it is your fault or not, and whether or not there is 
any damage to any vehicle, an accident report form must be completed and forwarded 
within 24 hours to Management.

At no time must ANY statement be made which may be taken as an admission of guilt 
(e.g. “sorry”).

At the time of the accident you must ensure that you collect all relevant details from the 
other parties involved, including the name, number and force of any police officer 
attending the accident.

As soon as practicable after an accident, you must report it to Management and give 
details of the condition of your vehicle. This must be followed up with a completed 
accident report form.

If the vehicle is leased you must obtain authority from Management to contact the 
appropriate leasing company for permission to hire a replacement car.

If the Board owns the vehicle, you must obtain authority prior to hiring a replacement 
vehicle.

No repairs may be undertaken without the Board’s Insurers prior approval.

Where Management deems the accident contains an element of blame on your part it 
reserves the right, at its absolute discretion, to recover the insurance excess from you.

Windscreen breakages
In the event of a windscreen breakage you must contact Management.

Accessories
No additional accessories may be fitted without written authority from Management.

On return of the vehicle, accessories fitted at your request must either be left in situ or 
else damage arising from the fitting made good at your expense.

Mobile phones
Whilst you may find it necessary to use a mobile phone during the course of your work, 
the Board prohibits the use of hand held mobile phones while driving and will not be 
liable for any fines or penalties incurred by your using a mobile phone unlawfully.

The Board will provide and install a hands-free kit in Board vehicles where necessary.
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Authorised drivers
Authorised drivers are normally all employees of the Board who fit the following criteria:

 Are over 21 years of age.

 Hold a full driving licence.

 Have been given permission by the Board.

 Have given full details of any motoring convictions they may have or have had 
in the past three years to the Board.

 Have supplied a declaration, in writing, that they are fit to drive.

 Have agreed to reimburse the Board for the excess on each claim if wilfully 
negligent.

 Have agreed to report immediately to the Board any further motoring 
offences, including parking offences.

 Have agreed to report immediately any change to their medical condition 
that may affect driving ability.

Satellite navigation and PDA devices
If you are issued with a satellite navigation system or PDA device for use in Board 
vehicles or in your own vehicle at work, you must remove it from the vehicle when it is 
parked and unattended.  You agree that if you do not do so and the item is lost or 
stolen, the Board may deduct the replacement cost of the device from your salary or any 
money owing to you.  You will be required to sign an ‘Agreement to deduct from pay’ 
when you are issued with the device which authorises the Board to make this deduction.

You should not set or reset any satellite navigation systems or PDA devices whilst 
driving.  Any changes to such devices should only be made when the vehicle is 
stationary with the engine off and the ignition key removed.

Fines
Any fines or prosecutions arising from any motoring offence either moving or static will 
be your responsibility. Notices relating to such fines received by the Board will be passed 
to you. Fines not paid will be settled by the Board on receipt of the first reminder and 
deducted from any monies, including salary and expenses, due to you. In this event the 
Board will also charge you 50% of such fines (a minimum of £5.00) as an administration 
fee.

Return of vehicles
On termination of your employment you must return your Board vehicle to our 
premises. It is an express term of your contract of employment that failure to return the 
vehicle will result in the cost of its recovery being deducted from any monies outstanding 
to you.
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Use of private vehicles on Board business
The use of your own vehicle for Board business requires authorisation. Once authorised, 
you may claim a mileage allowance providing the Board has agreed the travel in 
advance.

You must have a valid licence to drive the vehicle and you are responsible for ensuring 
that your vehicle is in a roadworthy condition, with a valid MOT certificate (if applicable) 
and current vehicle tax, and that you have adequate insurance cover in place before 
undertaking any business travel. The Board will not accept any liability in the event of an 
accident, prosecution or fine.
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8
Board policies
Equal opportunities and discrimination 
policy

Statement of policy
The aim of the policy is to ensure no job applicant or employee is discriminated against 
either directly or indirectly on any unlawful grounds.

The Board has overall responsibility for ensuring that this policy is implemented in 
accordance with the appropriate statutory requirements and full account will be taken of 
all available guidance and in particular any relevant Codes of Practice.

The Board will ensure that the policy is circulated to any agencies responsible for its 
recruitment and a copy of the policy will be made available for all employees and made 
known to all applicants for employment.

The policy will be communicated to all private contractors reminding them of their 
responsibilities towards the equality of opportunity.

The Board will maintain a neutral working environment in which no worker feels under 
threat or intimidated.

Discrimination is unacceptable and breaches of the policy will lead to disciplinary 
proceedings and, if appropriate, disciplinary action.

Recruitment and selection
The Board will endeavour, through appropriate training, to ensure that employees 
making selection and recruitment decisions will not discriminate, whether consciously or 
unconsciously, in making these decisions.

Promotion and advancement will be made on merit and all decisions relating to this will 
be made within the overall framework and principles of this policy.

Job descriptions, where used, will be in line with this equal opportunities policy. Job 
requirements will be reflected accurately in any personnel specifications.

The Board will adopt a consistent, non-discriminatory approach to the advertising of 
vacancies.

The Board will not confine its recruitment to areas or media sources that provide only, or 
mainly, applicants of a particular group.

All applicants who apply for jobs with the Board will receive fair treatment and will be 
considered solely on their ability to do the job.
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All employees involved in the recruitment process will periodically review their selection 
criteria to ensure that they are related to the job requirements and do not unlawfully 
discriminate.

Short listing and interviewing will be carried out by more than one person where 
possible.

Interview questions will be related to the requirements of the job and will not be of a 
discriminatory nature.

The Board will not disqualify any applicant because he/she is unable to complete an 
application form unassisted unless personal completion of the form is a valid test of the 
standard of English required for the safe and effective performance of the job.

Selection decisions will not be influenced by any perceived prejudices of other 
employees.

Training and promotion
Senior staff will receive training in the application of this policy to ensure that they are 
aware of its contents and provisions.

All training and promotion will be in line with this policy.

Monitoring
The Board will maintain and review the employment records of all employees in order to 
monitor the progress of this policy.

Monitoring may involve:

 the collection and classification of information regarding the race in terms of 
ethnic/national origin, the sex, age and disability of all current employees,

 the examination by ethnic/national origin, sex, age and disability of the 
distribution of employees and the success rate of the applicants,

 recording recruitment, training and promotional records of all employees, the 
decisions reached and the reason for those decisions.

The results of any monitoring procedure will be reviewed at regular intervals to assess 
the effectiveness of the implementation of this policy. Consideration will be given, if 
necessary, to adjusting this policy to afford greater equality of opportunities to all 
applicants and employees.

Harassment policy
The Board will not tolerate any form of harassment or bullying.

The purpose of this policy is to inform employees of the type of behaviour that is totally 
unacceptable and to explain what solutions there are to employees who may suffer 
harassment or bullying.

The Board intends to provide a neutral working environment in which no one feels 
threatened or intimidated.
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Harassment is a discriminatory act and is also a criminal offence. It is very difficult to 
define as it can take many forms, but in the main it takes the form of unwanted 
behaviour by one employee towards another, for example:

 Patronising or belittling comments.

 Comments about appearance/body/clothes.

 Leering or staring at a person’s body.

 Unwelcome sexual invitations or pressure.

 Promises or threats, concerning employment or conditions, in exchange for 
sexual favours.

 Displaying offensive or sexually explicit material.

 Touching, caressing, hugging or indecent assault.

Please remember the test is that the behaviour is UNWELCOME, UNINVITED AND 
UNRECIPROCATED.

Bullying is also difficult to define.  Obvious examples are:

 Threats of or actual physical violence.

 Unpleasant or over repeated jokes about a person.

 Unfair or impractical work loading.

Procedure
If you encounter a problem of this nature, it is vital that you make the person 
responsible aware that his/her remarks or conduct are offensive to you. This should be 
done in a simple, straightforward way.

It is recognised that complaints of harassment or bullying are often of a sensitive or 
worrying nature and that it may be difficult to speak directly to the other employee 
involved. If this is the case, you should put your request in writing and hand it to the 
harasser or bully.

When or if the informal approach fails or if you believe that the harassment or bullying is 
of a very serious nature you must bring the matter to the attention of Management. If 
possible, you should keep notes of the harassment or bullying so that the formal 
complaint can be investigated, including the date, time and whereabouts of the act.

If you make a formal complaint it will be dealt with under the grievance procedure and 
all possible actions will be taken to separate you from the alleged harasser or bully.

If you bring a complaint of harassment or bullying you will not be victimised for having 
brought the complaint. However, following a full investigation, if the Board has grounds 
to believe that the complaint was brought with malicious intent, you will be subject to 
disciplinary action under the Board’s disciplinary procedure.

The Board’s appeal procedures apply to appeals against decisions made under the equal 
opportunities and discrimination policy and the harassment policy.
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Anti-bribery policy
Introduction

The Board values its reputation for ethical behaviour and for financial probity and 
reliability. It recognises that over and above the commission of any crime, any 
involvement in bribery will also reflect adversely on its image and reputation.  Its aim 
therefore is to limit its exposure to bribery by:

 setting out a clear anti-bribery policy,

 establishing and implementing anti-bribery procedures as appropriate,

 communicating this policy and any relevant procedures to employees and to 
others who will perform services for the Board,

 undertaking appropriate due diligence measures before engaging others to 
represent the Board in its business dealings,

 monitoring and reviewing the risks and the effectiveness of any anti-bribery 
procedures that are in place.

Policy
The Board prohibits the offering, giving, solicitation or acceptance of any bribe (whether 
cash or other inducement)

 to or from any person or company (wherever they are situated and whether 
they are a public official or body or private person or company),

 by any individual employee, agent or other person or body acting on behalf of 
the Board,

 in order to gain any commercial, contractual or regulatory advantage for the 
Board in a way that is unethical,

 or in order to gain any personal advantage (pecuniary or otherwise) for the 
individual or anyone connected with the individual.

This policy prohibits any inducement that results in a personal gain or advantage to the 
recipient or any person or body associated with them, and which is intended to influence 
them to take action that may not be solely in the interests of the Board or of the person 
or body employing them or whom they represent.

This policy is not meant to prohibit normal and appropriate hospitality or the giving of a 
gift on a festival or at another special time, providing they are customary in a particular 
market, are proportionate and are properly recorded.

Inevitably, decisions as to what is acceptable may not always be easy. If you are in any 
doubt as to whether a potential act constitutes bribery, the matter should be referred 
to the Principal Officer before proceeding.

Employees’ responsibility
The prevention, detection and reporting of bribery is the responsibility of all employees 
and the Board is committed to:

 encouraging employees to be vigilant and to report any suspicion of bribery,
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 providing employees with suitable channels of communication and ensuring 
that sensitive information is treated appropriately,

 investigating instances of alleged bribery and assisting the police and other 
appropriate authorities in any resultant prosecution,

 taking disciplinary action against any individual(s) involved in bribery.

Any suspicion of bribery should be reported in confidence to the Chair of the Board who 
has overall responsibility for bribery prevention.

Communication and representation policy
Introduction

The Board will take every step to communicate to all employees with particular respect 
to its products, services, and plans for the future, etc. It also encourages employees to 
express their views in terms of suggestions and opinions.

Notice boards
All statutory notices, vacancies, internal information and all other matters of general 
interest will be displayed on the official notice board. Employees wishing to display 
notices relating to social, sporting or domestic activities should obtain permission from 
their Manager to do so.

The Employee Handbook
All employees will be given a copy of this handbook at the beginning of their 
employment with the Board. After that time a copy will always be available on the 
premises.

Trade Union membership and recognition
The Board recognises your right either to join or not to join a trade union of your choice.

Telephones (including mobile phones)
Employees may use the Board's telephone system for local calls within reason and in 
cases of personal emergency. If possible authority should be sought from Management 
before the call is made and if not as soon as possible afterwards. Personal mobile phones 
should be switched on and fully charged at all times to allow for necessary/emergency 
contact during working hours.

Postal mail
All posted mail delivered to the Board is normally opened centrally even if it is addressed 
as personal or has confidentiality marking. Therefore, no personal mail should be sent to 
the Board without permission (e.g. ‘signed for’ parcels) or personal mail sent out using 
the Board’s system.
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Computer policy
Computer usage

Employees must keep their passwords confidential and must not disclose them to any 
other party.

Employees are not permitted to load any software on to the Board’s computer system 
without prior permission from Management.

On the termination of employment, or at the Board’s request, employees must return all 
information that they have in a computer compatible format to a nominated member of 
staff.

All information, programs and systems created by employees during the course of their 
employment with the Board will remain the property of the Board.

Employees are not permitted to play computer games in Board time.

Email
The Board gives designated employees access to an email facility in order to improve 
business communication and efficiency.  This is the primary purpose of this facility and 
although personal emails are permitted, the primary purpose of this facility should be 
remembered. The Board would ask its employees not to abuse the facility.

With this in mind it is important that emails are not used to spread gossip or to 
distribute information, jokes or graphics that are or could be said to be, any of the 
following:

 sexist or sexual in nature,

 racist or otherwise discriminatory,

 obscene,

 offensive,

 defamatory,

 malicious and/or unacceptable nature,

 otherwise conflicting with the interests of the Board.

The distribution of chain letters by email is also expressly forbidden.

Employees must not use emails to distribute information that is confidential in nature, 
unless the permission of the customer and/or Management has been given in 
advance. Employees must not use emails to distribute anything that is copyright 
protected or to pursue or promote personal business interests. If in doubt, guidance 
should be sought from Management.

Messages sent by email could give rise to legal action against the Board. It is therefore 
important that thought is given to the content of all emails and that hard copies are 
taken when necessary.

The Board reserves the right to retrieve messages in order to assess whether the facility 
is being used for legitimate purposes, to retrieve information following suspected 
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computer failure or to investigate alleged acts of wrongdoing. The Board will not, 
however, monitor emails as a matter of course.

Misuse of the email facility will result in disciplinary action.

Internet use
Employees have a duty to use the Internet responsibly.

Employees must not access or display any sites or pages that are sexually explicit or 
offensive. Any breach of this rule may result in dismissal. If an employee receives 
information from, or accesses any such site unintentionally, the computer must be 
closed down or disconnected from the network and Management must be informed 
immediately.

Although sensible and limited personal use of the Internet is permitted, the Board 
reserves the right to take disciplinary action against employees where their use amounts 
to an abuse of this rule, such as excessive downloading or streaming to computers or 
mobile devices.

The personal use of social networking sites during working time is not permitted and is a 
breach of Board rules.

Employees using social networking sites away from work must ensure that, if adding 
personal news items, they do not include reference to the Board by name or by 
photograph, or to any employee, client, customer or any other person or organisation 
connected with the Board, or any of their relations or friends. Failure to comply with this 
policy will be treated as a serious breach of the rules and will result in disciplinary action 
being taken, up to and including summary dismissal.

Any use of social networking sites that brings the Board into disrepute, or breaches the 
equal opportunities and discrimination policy or harassment policy, will be regarded as 
gross misconduct and will result in summary dismissal.

Training policy
Introduction

Day to day training is the responsibility of Management who can call on specialised skills 
and knowledge within the Board and from external sources for advice on training 
matters.

Aims
The aims of the policy are:

 To provide induction training for all new employees, including relevant health 
and safety information.

 To provide job specific training to all new employees and to existing employees 
who are changing job within the Board, including health and safety 
information.

 To identify the longer-term development needs of those employees with 
potential to progress beyond their present job and to meet those needs when 
they are consistent with the needs of the Board.
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Procedures
The procedures for training are:

 A record will be kept for each employee showing the training received.

 The training records will be monitored on a regular basis and the needs 
checked.

 All training programmes will be monitored and revised as necessary in order to 
meet changing business needs.

The Board will provide any necessary training and will meet the costs involved.

However, if an employee fails to complete the training or their employment ends 
within two years of completing any external training course for any reason except 
redundancy, the employee must reimburse the cost of any training on a pro-rata basis. 
 Employees will be required to sign an ‘Agreement to deduct from pay’ prior to starting 
any external course, which authorises the Board to make this deduction.

Extraordinary circumstances and short time 
working

Extraordinary circumstances
If a situation arises where there are exceptional circumstances that impact on the 
normal running of the Board, the employees would need to be flexible, they may be 
asked to take holidays and negotiations may need to take place to ensure that during 
that period there was no financial loss to the Board or the employee.

Short time working
If it is necessary to put employees on short time working, the allocation of work to 
employees will depend on the type of work and how much work needs to be done.  The 
decision on this will be made in the best interests of the Business. You will be notified of 
the hours you are required to work, and, where possible, given an indication of how long 
the short time working will last.   However, you will be required to be available and to 
attend work should additional hours be necessary.

Periods of short time working do not affect your continuity of employment.  

Redundancy policy
If a redundancy situation arises, for whatever reason, the Board will take whatever steps 
are reasonable in an effort to avoid compulsory redundancies, for example:

 Analyse overtime requirement.

 Reduce hours.

 Ask for voluntary redundancies, whether anyone has plans to retire or is 
considering a career move.

If compulsory redundancies are necessary, employees will be involved and consulted at 
various meetings to discuss selection criteria, any alternative positions, and be given 
every opportunity to put forward any views of their own.
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Employees will be given the opportunity to discuss the selection criteria drawn up. The 
Board reserves the right to reject any voluntary applications for redundancy if it believes 
that the volunteer has skills and experience that need to be retained for the future 
viability of the business.

Statements to the media
The Chairman is the only person authorised to give statements about the Board or 
matters connected with the Board to reporters from the newspapers, radio, television 
etc.

Employees should not make unauthorised statements on any social media, internet site 
or social networking media.  Any request from any representative of the media for 
information, statements or comment about the Board must be referred to the Chairman.

Drugs and alcohol policy
The Board is committed to maintaining a healthy, safe and productive working 
environment for its employees. The Board recognises the impact that drugs and alcohol 
may have on an individual’s ability to work safely and correctly and aims to ensure a 
working environment free from the inappropriate use of substances and where 
employees are able to carry out their duties in a safe and efficient manner.

The use of drugs or the consumption of alcohol by employees is inappropriate at any 
time during working hours and before work with the exception of prescribed medication 
taken in strict adherence to the medical advice received. If your doctor prescribes drugs 
that may affect your ability to perform work, you must discuss this with your Manager.

The dispensing, distribution, possession, use, sale or offering to buy controlled drugs or 
alcohol at work is prohibited. Any such activity (including reasonable suspicion) will be 
reported to the police. Any employee found to be in breach of these rules will be liable to 
disciplinary action that may result in dismissal. This will apply whether or not there is 
any actual threat to health and safety.

Smoking policy
It is illegal to smoke in enclosed or substantially enclosed workplaces and the Board has 
a policy that prohibits smoking except in the designated outside areas. Smoking in 
commercial and 'pool' vehicles is expressly prohibited. This policy applies to all 
employees and to visitors to the premises.

Failure to comply with this policy will result in disciplinary action and possible criminal 
prosecution.

This policy also applies to the use of e-cigarettes.
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Dress code policy
Employees represent the Board whenever they meet customers and suppliers and we 
would ask that employees’ appearance should be appropriate to your work activities.

Employees who have been given a uniform or name badge should wear them at all times 
whilst on Board business. Uniforms must be kept clean, pressed and presentable.

Any personal protective equipment that is issued by the Board must be worn at the 
relevant time. Failure to wear this equipment may result in disciplinary action.
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Employee Handbook receipt
This Handbook has been drawn up by the Board to provide you with information on 
employment policies and procedures. It is important for you to read the Handbook 
carefully as this, together with your Contract of Employment, sets out your main terms 
and conditions of employment.

The information covers a wide range of subjects relating to your employment and in the 
event that information in this Handbook conflicts with terms and conditions as stated in 
your Contract of Employment, the Contract will take precedence.

If you have any questions or any part of the Handbook is unclear to you, please do not 
hesitate to raise any queries with Management.

It is important that you do this before signing that you have read, understood and are 
willing to abide by all the Board’s terms and conditions.

 

 

 

 

 

 

 

 

 

I acknowledge receipt of this Employee Handbook, which is the property of the Board, 
and which forms an integral part of my Contract of Employment.

I agree that if I do not return this Handbook on the termination of my employment, the 
sum of £6.00 can be deducted from any monies owing to me.

 

Received by ………………………………………………… (Employee)

 

Signed ……………………………………………………….

 

Date ………………………………………………………….
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Lower Severn (2005) Internal Drainage Board 

STANDING ORDERS 

Rules made by the Lower Severn (2005) Internal Drainage Board with the 
approval of the Secretary of State under paragraph 3(1) of the Second 
Schedule to the Land Drainage Act, 1991.  The relevant statutory provisions 
governing the proceedings of an Internal Drainage Board are set out in the 
Annex to these Rules for reference purposes. 
 

Regulations as to Proceedings 

1. Meetings of the Board, for which five clear working days’ notice will be given, will be 
open to the public and press who will on the invitation of the Chairman be able to speak 
at the meeting. The Board can pass a resolution to exclude the public and/or press from 
a meeting or part thereof where it is considered that the nature of the business to be 
transacted so requires. In that event the reasons for such exclusion shall be clearly 
recorded in the minutes:- 
 

a) The Board will hold an Annual General Meeting in November each year together 
with such other meetings as it may determine. 

b) At one such meeting the Board will determine the drainage rate and special 
levies to be set to enable the latter to be served on the special levy councils by 
no later than the 15th February in respect to the following financial year. 

c) In addition either the Chairman and/or 10 or more members may call a Special 
Meeting to consider any urgent matter. 
 

2. For each meeting, members will receive an Agenda and any accompanying papers by 
post or other means dispatched at least five clear working days before the meeting. 
 

3. No business shall be transacted by the Board, other than that which appears on the 
Agenda, unless 75% of the members present agree to any such additional issue being 
discussed as a matter of urgency. The reasons for such urgent consideration shall be 
recorded in the minutes of the meeting. 

 
4. a) A formal meeting of the Board cannot be conducted unless at least half plus one 

members are present at the start of and during the meeting. If departures reduce the 
number below the quorum of 8 then the Chairman will terminate the meeting at that 
point. 
b) All resolutions and proposals will be decided by a majority of votes of the 

members present. Except as provided elsewhere in these rules, voting shall be 
by show of hands. 

c) In the case of an equality of votes at any meeting, the Chairman for the time 
being of such meeting shall have a second or casting vote. 

 
5. The Board shall meet at a venue to be determined from time to time with such venue 

being specified in the agenda. 
 

6. The Board shall, by secret ballot, at the Annual General Meeting appoint a Chairman 
and Vice-Chairman whose terms of office shall continue until the following Annual 
General Meeting. Wherever practicable, one of these positions shall be held by an 
elected member and the other by an appointed member. 
 

7. If any vacancy occurs in the office of Chairman or Vice-Chairman, the Board shall as 
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soon as they conveniently can after the occurrence of such vacancy, choose someone 
of their number to fill such vacancy. 

 
8. a) At any meeting of the Board the Chairman, if present, shall preside. 

b)  If the Chairman is absent from a meeting of the Board, the Vice-Chairman, if present, 
shall preside. 

c)  If at any meeting of the Board both the Chairman and Vice-Chairman are not present 
at the time the members present shall choose someone of their number to be 
Chairman of such meeting. 

 
9. The Board shall cause Minutes to be made of all meetings, posted on the Board’s 

website marked as ‘Draft’ or ‘Approved’ as appropriate and recorded in an appropriate 
form:- 
a) of all appointments of Officers made by the Board 
b) of the names of the members present at each meeting of the Board and Committees 

or Sub-Committees of the Board 
c) of all orders made by the Board and Committees or Sub-Committees of the Board, 

and 
d) of  all  resolutions  and  proceedings  of  meetings  of  the  Board  and  of 

Committees or Sub-Committees of the Board. 
 

The Board will approve, with or without amendment, the minutes of the preceding meeting 
and these will be duly signed by the Chairman together with any financial statements 
presented at that meeting. 
 
10. All proceedings, resolutions and reports of every Committee, Sub-Committee or Working 

Group intended to be laid before the Board shall be circulated among the members of 
the Board at least five clear working days before the meeting of the Board at which the 
same are to be submitted. 

 
 

Committees and Sub-Committees or Working Groups 
 
11. The Board may appoint such Committees or Sub-Committees as they think fit and the 

quorum for these meetings shall be in the same proportion as the quorum required for 
Board meetings.  The acts of any Committee, Sub-Committees shall be subject to the 
approval of the Board unless the Board has delegated its powers to that Committee or 
Sub-Committee. 
 

12. A Committee, Sub-Committee or Working Group may elect a Chairman of their 
meetings. If no such Chairman is elected, or if he/she is not present, the members 
present shall choose someone of their number to be Chairman of such meeting. 

 
13. A Committee, Sub-Committee or Working Group may meet and adjourn as they think 

proper. Proposals at any meeting shall be determined by a majority of votes of the 
members present, and shall be decided by a show of hands. In case of any equal 
division of votes the Chairman shall have a second or casting vote. 

 
14. Regulations 9 and 10 shall apply to minutes of Committees, Sub-Committees and 

Working Groups. 
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Notices of Motion 
 
15. Notice of every motion shall be in writing, signed by the member or members of the 

Board giving the notice, and delivered at least ten clear working days before the next 
meeting of the Board, at the offices of Principal Officer by whom it shall be dated, 
numbered in the order in which it is received, and entered in a book which shall be open 
to the inspection of every member of the Board. 

 
16. The Principal Officer shall set out in the report for every meeting of the Board all motions 

of which notice has been duly given in the order in which they have been received, 
unless the member giving such notice intimated in writing, when giving it, that he/she 
proposed to move it at some later meeting or has since withdrawn it in writing. 

 
17. If a motion thus set out in the report be not moved either by a member who gave notice 

thereof or by some other member on his/her behalf it shall, unless postponed by consent 
of the Board, be treated as withdrawn and shall not be moved without fresh notice. 

 
 

Standing Orders 
Order of Debate 

 
18. Every proposal or amendment, other than a proposal for the approval of a Committee, 

Sub-Committee or Working Group, shall be proposed and seconded and shall, if 
required, be written out and handed to the Chairman who shall read it out before it is 
further discussed or put to the meeting. 

 
19. The Chairman will invite members to speak on the subject under discussion. 

20. Members must declare where they have an interest in a matter to be discussed, the 
Chairman then deciding what if any part the member can take in any ensuing discussion 
and whether the member can vote. 

21. A proposal or amendment once made shall not be withdrawn without the consent of the 
Board. 

22. Every amendment shall be relevant to the proposal to which it is applied and its effect 
must not be to negate the wording of the motion. 

23. Whenever an amendment upon an original resolution has been proposed and seconded, 
no second or subsequent amendment shall be moved until the first amendment shall 
have been dealt with, but notice of any number of amendments may be given. 

24. If an amendment is rejected then other amendments may be proposed on the original 
resolution or proposal. 

25. If an amendment is carried the proposal as amended shall take the place of the original 
proposal and shall become the question upon which any further amendment may be 
moved. 

26. The  mover  of  a  motion  has  a  right  of  reply  at  the  end  of  the  debate immediately 
before the motion is put to the vote. 
 

27. If an amendment is moved, the mover of the original motion has a right of reply at the 
end of the debate upon the amendment but may not otherwise speak on the 
amendment. 
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28. The mover of an amendment has no right of reply to the debate on the amendment. 

29. No proposal to rescind any resolution which has been passed within the preceding six 
months, nor any proposal to the same effect as any proposal which has been negated 
within the preceding six months shall be in order. 

 

 
The Common Seal 

 
30. The Common Seal of the Board shall be kept in some safe place. All deeds and other 

documents to which the Common Seal of the Board shall require to be affixed shall be 
sealed in pursuance of the Board, and in the presence of both the Chairman and the 
Principal Officer of the Board. 
 

31. Copies of all sealed documents must be retained. 
 
 
 

Suspension of Standing Orders 

 
32. Any one or more of the standing orders, in any case of urgency or upon resolution or 

proposal made on a notice duly given, may be suspended at any meeting, so far as 
regards any business at such meeting, provided that 75% of the members of the Board 
present and voting are in agreement. 

33. In relation to any meeting held before 7th May 2021, “presence” at a meeting 
includes physical attendance and being present through remote attendance. 
“Remote attendance” means attending or participating in a meeting by electronic 
means, including by one or more of the following: 
(i) telephone conference 
(ii) video conference 
(iii) live webcast 
(iv) live interactive streaming.   

34. In relation to ay meeting held before 7th May 2021, regulation 5 is suspended and 
the Board shall instead provide members with relevant details to enable members 
to attend and participate in meetings, including remotely. The Board shall provide 
confirmation of these details in the agenda For these purposes, “details” includes 
one or more of the following: 
(i) the venue 
(ii) the availability of a telephone conference facility and the manner of 

accessing such facility 
(iii) the availability of a video conference facility and the manner of accessing 

such facility 
(iv) the availability of a live webcast facility and the manner of accessing such 

facility 
(v) the availability of a live interactive streaming facility and the manner of 

accessing such facility. 
 
:  
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STATUTORY PROVISIONS REGARDING THE PROCEEDINGS OF AN 
INTERNAL DRAINAGE BOARD SET OUT IN PARAGRAPH 3 OF SCHEDULE 2 
TO THE LAND DRAINAGE ACT, 1991. 
  

 
3. (1) An internal drainage board may, with the approval of the relevant Minister, make 
rules– 
 

a) for regulating the proceedings of the board, including quorum, place of meetings and 
notices to be given of meetings; 

b) with respect to the appointment of a chairman and a vice-chairman; 
c) for enabling the board to constitute committees; and 
d) for authorising the delegation to committees of any of the powers of the board and 

for regulating the proceedings of committees, including quorum, place of meetings 
and notices to be given of meetings. 
 

(2) The first meeting of an internal drainage board shall be held on such day and at such 
time and place as may be fixed by the relevant Minister; and the relevant Minister 
shall cause notice of the meeting to be sent by post to each member of the board 
not less than fourteen days before the appointed day. 

 
(3) Any member of an internal drainage board who is interested in any company with 
which the board has, or proposes to make, any contract shall– 

 
a) disclose to the board the fact and nature of his interest; and 
b) take no part in any deliberation or decision of the board relating to such contract; 

 
And such disclosure shall be forthwith recorded in the minutes of the board. 
 
(4)  A minute of the proceedings of a meeting of an internal drainage board, or of a 
committee of such a board, purporting to be signed at that or the next ensuing meeting 
by a person describing himself as, or appearing to be, the chairman of the meeting to 
the proceedings of which the minute relates– 
 

a) shall be evidence of the proceedings; and 
b) shall be received in evidence without further proof. 

 
(5) Until the contrary is proved– 

 
a) every meeting in respect of the proceedings of which a minute has been so 

signed shall be deemed to have been duly convened and held; 
b) all the proceedings had at any such meeting shall be deemed to have 

been duly had; and 
c) where the proceedings at any such meeting are the proceedings of a 

committee, the committee shall be deemed to have been duly constituted 
and to have had power to deal with the matters referred to in the minute. 
 

(6) The proceedings of an internal drainage board shall not be invalidated by any 
vacancy in the membership of the board or by any defect in the appointment or 
qualification of any member of the board. 
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Schedule of Policies with Review Dates         Updated:   Sept 2020 

 
 

Date of Adoption Minute 
Number 

Web Site Last Reviewed by G&P 
Committee 

Proposed 
Review 

Date 
Policy/Document  

1. Anti-Bribery Policy 23 September 2020 3106 Published  2 September 2020 2023 
2. Anti-Fraud and Corruption Policy 23 September 2020 3106 Published 2 September 2020 2023 
3. Biodiversity Action Plan 28 June 2017 2523 Published  2021 
3a.  Biosecurity Policy and Procedures 6 February 2019 2822 No  2023 
4. Complaints Against Board Members Procedure 23 September 2020 3106 Published 2 September 2020 2023 
5. Complaints Procedure 23 September 2020 3106 Published 2 September 2020 2023 
6. Data Protection Policy 27 June 2018 2694 Published 10 May 2017 2021 
7. Delegation of Powers to Officers 24 June 2015 2221 Published 4th Dec 2019 2022 
8. Employee Handbook  5 November 2014  2099 No Revised April 2016 

by Citation 
2020 

9.  Financial Regulations  05 February 2020 3002 Published 04 Dec 2019 2023 
10. Flood Protection and Water Level Management 

Policy Statement 18 September 2013 1860 Published 
  

11. Freedom of Information Publication Scheme 28 June 2017 2534 Published 10 May 2017 2020 
12. Gifts and Hospitality Policy  28 June 2017 2532 Published 10 May 2017 2020 
13. Grievance Hearings  5 June 2019 2879 No 3 April 2019 2022 
14. Media Protocol 28 June 2017 2533 Published 10 May 2017 2020 
15. Member Code of Conduct 18 September 2013 1838 Published  2018 
16. Members/Officer Protocol 6 February 2019 2823 No* 5 December 2018 2022 
17. Mission Statement 6 February 2019 2823 Published 5 December 2018 2022 
18. Redundancy Policy  23 September 2020  3106 No* 2 September 2020 2023 
19. Standing Orders 12 June 2013 

Defra approved   
20 June 2013 
27 June 2018 

1804 
1851 
2679 

Published 4 April 2018 2021 

20. Substitute Member Protocol 6 February 2019 2823 No*  5 December 2018 2022 
21. Voting on Appointments Procedure 6 February 2019 2823 No* 5 December 2018 2022 
22. Whistle Blowing Policy 28 June 2017 2534 Published 10 May 2017 2020 
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Terms of Reference for the Board and Committees Date of Adoption  Minute 
Number 

Website Last Reviewed by G&P 
Committee 

Proposed 
Review 
Date 

23. Matters reserved for the Board 05 February 2020 3002 Published  04 December 2019 2023 
24. Engineering Committee 05 February 2020 3002 Published  04 December 2019 2023 
25. Finance & General Purposes Committee 05 February 2020 3002 Published  04 December 2019 2023 
26. Governance and Probity Committee 05 June 2019 2879 Published  03 April 2019 2022 
27. Staff & Pensions Committee 05 June 2019 2879 Published 03 April 2019 2022 
28. Treasury Management Committee 05 June 2019 2865 Published 03 April 2019 (Full Board) 2022 

 

 

 

 

Financial Registers for Annual Approval 
 

Date 
Approved/Noted 

Latest Minute 
No. 

 Review Due 

Annual Governance Statement/Accountability Return 22 July 2020 3044/5 Published Annually 
DEFRA Annual Report – signed by MD and JD 28 August 2020 - Published Annually 
Risk Register 9 September 2020 3096 (F&GP) Archived in Board 

Documents 
Annually 

Treasury Management Policy 22 July 2020 3042 Published  Annually 
Insurance Policies Schedule 22 July 2020 3042 Archived in Board 

Documents 
 Annually 

 

 

Other Policies/Guidance Notes Date of Adoption Minute Number Web Site Proposed Review 
Date 

      29. LGPS Discretions 2014 14 June 2014 2002 No* - 
30. Guidance for Elected Members in respect of Extended 

Absence 
22 June 2016 2352 Archived in Board 

Documents 
- 

31. Culvert and Structures Statement 9 November 2016 2415 Archived in Board 
Documents 

- 

32. Business Continuity Plan 12 February 2014 1934 No - 
33. Guidance for Members of staff in respect of Gifts and 

Hospitality 
28 June 2017 2532 Archived in Board 

Documents 
- 

34. Capital and Finance Reserves Policy 23 September 2020 3106  2023 
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Board  
Council Entitlement to Appoint Members Review 8 February 2017 2481 Archived in Board 

Documents 
Triennially 

2020 
 

Election   
Register of Electors Notice 3 April 2018  Published  1 April 2021 
Notice of Approved Electoral Register 27 June 2018 2692 Published  June 2021 
Notice of Election 11 September 2018  Published 11 September 2018 
Poll/No Poll 16 October 2018  Published 16 October 2018 
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