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TOWN COUNCIL




NEW STARTER BRIEFING NOTES
THE OLD COURTHOUSE

Facilities


Office Hours 

Keys/Key Cabinet


Phone and Email

Copier and Laminator


Safe


Procedures Manuals

Councillors Mail


Dress Code


Phone – Answering Style


Letter Signing


Payroll


Authorised Signatories List


Staff:-
Office Staff 


Ground Staff


Leave, Sickness and Overtime Records


Diary


Filing System


Wall Planner


Fire Alarm System


Fire Extinguishers and Fire Exits


Health and Safety Law
THE COUNCIL


Names of Councillors


Committees – Full Council, G&F, Planning, Town Environment, Planning & Highways

Working Groups

Meetings Schedule


Council responsibility areas: 
-
War Memorial Recreational Ground (incl. 2 play areas)

· Squires Pond

· Norwood Gardens Play Area

· Burgage

· Church Street, WMRG, Westgate Toilets

· Millennium Wood (Brackenhurst)

· Skate Park

· Froggatt’s Field

· Riverside
MISCELLANEOUS


Town Notice Boards


Tourist Information Centre
Policy 12.1 New Staff Briefing Notes
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