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Are you a good 
neighbour?

Take steps and get 
ready for Universal 
Credit 

Fire safety in 
Charnwood

Leaseholder 
News

You can make a 
difference to your 
community in 2018
We have an exciting and bustling year ahead and we 
would like YOU to get involved. 

Rent notifi cation 
letter 2018/19
At the end of February 2018, we will be issuing rent 
notifi cation letters advising you of the change in your rent 
with effect from April 2, 2018.

It is important that you retain this letter for future reference 
as it may be required. 

Tenants’ Newsletter - Winter 2018

Our Customer Engagement team want to hear from tenants and 
leaseholders who would like to make a difference within their local 
community and improve the services that are provided.

There will be a range of activities throughout 2018 which are tailored 
to giving you the opportunity to have your say and get involved, 
including:

• Tenant networking events
• Garden Competition
• Tenant Bids
• Community Initiatives Fund
• Senior Citizens Forum
• Leaseholder Forum
• Charnwood Housing Residents Forum
• And much more

If you are interested in any of the activities listed above or would 
like to know more, please contact either Sarah or Hameed in the 
Customer Engagement team on 01509 634666.
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Another big step for Cordell Road!

The service that
keeps you safe

Ghostly goings 
on at Ashby 
Road Estate 
Community 
Centre

Since then the garden at Cordell Road was entered into 
Landlord Services annual garden competition and picked 
up second place in the communal garden category 
which was very heavily contested. 

But it doesn’t stop there; residents have now created 
a recognised residents group setting up their own 
committee, bank account and constitution.  The newly 
formed “Cordell Association” is already planning their 
next projects. 

They are hoping to secure some funding for a new shed 
to keep garden tools nice and safe so they can continue 
to keep the garden looking great and they are also 
hoping to get a community notice board to spread the 
news of the work they do.

The Charnwood Lifeline service is 
an emergency response service. It 
operates 24 hours a day, 365 days 
a year it is an excellent service 
for the elderly, infi rm, disabled 
and individuals who have been 
discharged from hospital.

A Lifeline will benefi t anybody who 
wants that extra reassurance or 
assistance in an emergency at home

Having a lifeline can help give 
individuals the extra security they 
need to remain living in their home 
for longer whilst also providing 
family members with the knowledge 
that if help is required it  can be 
arranged at the press of a button.

Lifeline will contact a doctor; call an ambulance or family member 
depending on the circumstances and callers wishes. If no family 
member is available a warden will be dispatched to check on the 
caller’s wellbeing.

The charge for the Lifeline service is £51.30 a quarter, plus a
one-off installation fee of £30. 

Cordell Road Association pictured with the Mayor of Charnwood 
Cllr Pauline Ranson.

They played games like apple bobbing, donut 
eating and shoot the ghoul, and there was 
plenty of fun had by all. 

They were funded through the Community 
Initiatives Fund from Charnwood Borough 
Council and the National Lottery. This helped 
them hold the event in a safe and supervised 
environment where parents and children could 
relax. 

The centre would like to say a big thank you to 
both of the funders as they would not have been 
able to put on these events without them!

Ashby Road Estate Community Centre held two 
Halloween parties, one for under 10s and their 
parents and another for 10 -14 year olds. There 
was plenty of food and drinks for everyone, 
including hot chocolate with marshmallows. 

At the start of the year we published an article explaining how three residents 
transformed a patch of land on Cordell Road into a community haven. 
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Are you a good neighbour?
Do you know what is expected of you as a tenant of Charnwood Borough Council? Do 
you think about how your behaviour impacts on other people?

A large proportion of the 
anti-social behaviour reports 
received by Landlord Services 
Anti-Social Behaviour 
Team are due to people 
not considering the impact 
their behaviour is having on 
their neighbours and the 
community. Examples of this 
could be nuisance caused 
by loud music, behaviour of 
visitors, parties or dog related 
nuisance.

To prevent complaints being 
made about the behaviour 
of you, a family member or 
visitors - below are some 
simple reminders about how 
you can be a good neighbour.  

If you are affected by anti-social behaviour this can be reported to the Council’s Contact Centre on 01509 634666 or via 
email at contactcentre@charnwood.gov.uk  

• Respect other people whatever their race, background 
or lifestyle

• Consider the impact your lifestyle may have on other 
residents as everyone has the right to quiet enjoyment 
of their home 

• Ensure that loud music is not a source of nuisance 
to other residents - despite what people think if it 
disturbs others at any time of the day or night it is not 
acceptable 

• If you want to listen to music, television or play video 
games late at night, think about buying headphones

• Before installing any speakers or surround sound 
think about where they are being placed - the position 
of speakers could impact on neighbours and other 
residents particularly if placed on the fl oor or attached 
to a wall that is shared with another property

• Do not leave your dog alone for long periods of time as 
nuisance can be caused by prolonged barking

• Be a responsible dog owner - always keep dogs on a 
lead when outside your home and clean up after them

• If you intend to have a one off celebration, for example 
a birthday party, speak to your neighbours or put 
notes through doors to make people aware that it is 
happening. Ensure that noise doesn’t continue until 
an unreasonable hour and be prepared to reduce noise 
levels if asked 

• Take responsibility for your own behaviour and that 
of your children, friends and visitors whilst in your 
property and the neighbourhood – remember you are 
responsible for the behaviour of anyone living in your 
home or visiting you, this includes when they arrive and 
leave your property

• Ensure that you and your visitors do not damage any 
property of Charnwood Borough Council - this includes 
communal doors and bin stores

• Ensure that communal doors are kept locked at all 
times to ensure that only  residents or invited guests 
can access the block

• If you live in a block of fl ats think about how visitors 
coming and going, particularly late at night will impact 
on other people
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The report covered a number of areas including fi re safety in Council properties, buildings owned by registered providers 
(formerly known as housing associations), student accommodation and emergency planning.

Fire safety in Charnwood
Following the tragic Grenfell Tower fi re in June, an update on fi re safety issues 
in Charnwood was recently presented to borough councillors.

In summary, the report highlighted that:

• the Council does not own any high-rise buildings or any buildings clad using Aluminium Composite Material (ACM) 
as used at Grenfell. The Council does not own any buildings subject to the Department for Communities and Local 
Government Building Safety Programme

• the Council has installed external wall insulation (EWI) at some of its houses in the past. The system used is not the 
same as that used at Grenfell and as stated no ACM has been used

• on June 26 this year the Council wrote to 1,042 residents where EWI had been installed to provide reassurance

The Council continues to work with Leicestershire Fire and Rescue Service to ensure its premises are safe. 
Measures used include:

• suitable fi re doors on all fl ats and in communal areas

• annual testing of smoke alarms

• monthly and annual checks of emergency escape 

lighting in communal areas 

• compartmentation to reduce the risk of fi re spreading

• monthly checks of the communal areas and escape 
routes to ensure that they are free from obstruction

• the use of fl ame retardant paint in communal areas

• suitable fl oor types at corridors and staircases in 
communal areas

• a no smoking policy in communal areas.

The Council has also carried out extra fi re risk assessments for vulnerable residents at its 
blocks of sheltered accommodation.

Following Grenfell, Leicestershire Fire and Rescue Service set three priority response 
levels to address concerns. Priority 1 was for buildings with eight or more fl oors; priority 
2 was for buildings between fi ve and seven fl oors and priority 3 was for buildings up to 
four fl oors.

The report to councillors said there were only two residential properties in the borough 
over eight stories. They are both on Loughborough University campus and are not clad in 
ACM.

A further fi ve residential buildings in Loughborough are between fi ve and seven stories 
and one has cladding. However, the fi re service said if the cladding failed fi re safety tests, 
it did not necessarily mean the building was unsafe to occupy. Other measures could 
mitigate any risks and advice and guidance would be provided to the building owner.

None of the 14 registered providers with homes in the borough had ACM cladding.

The Council is a partner member of Leicester, Leicestershire and Rutland (LLR) Prepared, 
which is the multi-agency Local Resilience Forum that delivers emergency planning for 
Leicester, Leicestershire and Rutland. They co-ordinate emergency planning across the 
city and the county in case of any major incidents. The Council also has its own major 
incident plan.

The full report can be found at www.bit.ly/cbcfi resafety
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What is asbestos?
Asbestos is a naturally occurring mineral which was 
commonly used in building materials between the 1950s 
and 1980s.  

Almost all buildings that were constructed or altered during 
this time are likely to have some materials that contain 
asbestos. This can include; window sills, bath panels, 
chimneys, water tanks, fl oor tiles and textured coatings such 
as Artex.  

White asbestos, which is the least dangerous, is the kind 
most likely to be found in your home.

What if we fi nd asbestos?
If the asbestos in your home is in good condition, does not 
pose a risk and it is unlikely to be disturbed or damaged then 
we will simply leave it alone. 

The greatest risk arises when materials that contain asbestos 
are sawn, drilled, sanded or scrubbed as this kind of activity 
releases fi bres into the air which can cause you harm. 

If you do any kind of DIY at home it is always best to call 
us fi rst on 01509 634666 if you are unsure whether any 
asbestos will be damaged in the process.

If you use any tradesmen for work inside your home, please 
make sure they have been trained in asbestos awareness and 
that they always check for the presence of asbestos before 
doing any work.
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Keeping warm and safe
Fire safety in the home is essential in order to keep you and your family safe.  

Did you know around 65 fi res each year are caused by faulty electric blankets and two fi res a day are caused by heaters? In 
England, on average, 7,700 chimney fi res occur each year and there have been an estimated 650,000 house fi res in the UK 
caused by hair straighteners, curling wands and other electrical beauty products.

What can you do?
• Make sure all heating appliances and boilers are serviced 

• Regularly test your smoke and carbon monoxide alarms 

• If you are using portable heaters keep them away from 
curtains and furniture and never use them for drying 
clothes

• Ensure chimneys are swept before using open fi res and 
check log burning fl ues are free from tar build up – always 
use a fi re guard

• Only use recommended chargers and do not leave them 
plugged in overnight, 1.8million phone chargers are 
bought online each year that are counterfeits and cost 

as little as 3p to build, a test found that 50% of chargers 
bought from online trading used poor components

• Keep candles away from things that might catch fi re such 
as Christmas trees and greetings cards and make sure you 
put them out when you leave the room

• Unplug fairy lights when you leave the house or go to bed

• Never leave your cooking unattended with the heat 
switched on

• If you need to use extension cables and adapters know 
the limit, never overload! If in doubt one plug, one socket, 
use a socket overload calculator to check 

Asbestos in your home
We carry out routine asbestos inspections in our council properties to make sure that if 
your home does contain asbestos we can deal with it in the correct way. 
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Take steps and get ready for Universal Credit 

If you claim housing benefi t and are of working 
age, then you need to be aware of changes being 
introduced in Charnwood over the coming months.

Universal Credit was introduced in the borough in 
2015 but it has only affected a small number of 
people so far.

However, from July 2018 more and more people in 
the borough will start to receive Universal Credit 
instead of some of their benefi ts, including housing 
benefi t.

Every Charnwood tenant pays rent and it is 
important to understand that while housing 
benefi t is paid directly to the Council, Universal 
Credit will be paid to you and you then need to pay 
your rent to the Council.

People, including Council tenants, who have 
reached the state retirement age will not be 
affected.

What is universal credit?

Universal Credit is a new benefi t for working age people 
who are on a low income or out of work. It replaces:

• housing benefi t

• income-based Jobseeker’s Allowance

• income-based Employment and Support Allowance

• Income Support

• Working Tax Credit

• Child Tax Credit.

Please note, it does not include Council Tax Support – this 
is something you will need to continue claiming from 
Charnwood Borough Council.
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Take steps and get ready for Universal Credit 
Will it affect me as a Council tenant?

If you are of working age and receiving one of the previously 
mentioned benefits, yes it will.

From July 2018, new claimants in Charnwood for the 
previously mentioned benefits will be asked to apply for 
Universal Credit (there will be some exceptions such as 
families with more than two children).

After that, if your circumstances change you may have to 
switch to Universal Credit but even if your circumstances do 
not change, at some point in the next couple of years you 
will switch over to Universal Credit. The DWP will inform 
you of when this will happen.

Remember, this is only for people of working age, not 
pensioners.

How will universal credit differ from 
current benefits?
Universal Credit will be paid to you in one lump sum every 
month and it is up to you to manage your money. That 
means budgeting and paying your bills, including your rent 
and council tax to the Council.  If you do not pay your rent, 
you could ultimately lose your home.

What does that mean for me as a 
Council tenant?
• If you are of working age, your housing benefit will stop 

in the next couple of years and be replaced by Universal 
Credit

• When applying for Universal Credit you will need to tell 
the DWP about the rent you are expected to pay, even if 
housing benefit has paid some or all of this before. 

• When you receive Universal Credit, the money will be 
paid in once a month to your bank account. It is then up 
to you to pay the Council as your landlord. Remember, 
ultimately, if you do not pay your rent, you can be 
evicted

• You must remember to claim for council tax support 
separately.

What should I do now?

For Universal Credit, you will need to:

• get a bank account 

• get online 

• get budgeting

Open a bank account

You need a bank account so setting one up 
now may help. A post office account does not 
qualify unfortunately.

Get online

You will need an email address to apply and 
then you will be expected to manage your 
Universal Credit claim online.

If you do not have internet access at home or on a mobile 
phone, the Council has computers in reception at its main 
office in Southfield Road, Loughborough which customers 
can use.

Start budgeting

Start working out:

• how much you pay in rent (and receive in housing benefit)

• how much you spend on bills each month, for example 
rent, council tax, electricity, gas, food, TV, phone, water etc

To find out more, it may be worth looking at:
www.gov.uk/universal-credit
www.citizensadvice.org.uk/benefits/universal-credit

What the Council will be doing?

As your landlord we want to make sure you understand 
the changes Universal Credit will bring and understand the 
need to pay your bills on time. That includes your rent and 
council tax.  

Failure to pay your rent could result in eviction. Failure to pay 
Council Tax can ultimately lead to a prison sentence.

We will be looking at how we can support tenants in the 
months ahead.
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This is not only to ensure the health and safety of residents 
and visitors but also to ensure we meet our duty under the 
Regulatory Reform (Fire Safety) Order 2005, where we have to 
consider and mitigate against any signifi cant fi re safety issues 
in our sheltered courts and blocks.

No doubt we were all shocked to see the devastating impact 
of the fi re at Grenfell Tower in London earlier in the year. 
Whilst we have no such tower blocks in Charnwood the 
effect of any fi re can have signifi cant consequences to those 
involved.

Only recently, a scooter was parked in a communal corridor in 
one of our sheltered courts, against our advice and warnings.

The scooter caught fi re and thanks to the quick thinking and 
training of our wardens the incident resulted in only minor 
damage to the building.

It does however highlight that requests to store scooters 
safely is not ‘health and safety gone mad’ but a real safety 
issue that can put residents and visitors lives at risk.
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Store your scooter safely
We regularly inform you that mobility scooters should not be stored in or driven through 
our communal areas. 

Tenant bidsHome contents 
insurance –
get covered

Each year Landlord Services allocates a pot of money for 
Tenant Bids. The fund is used to support projects which will 
improve the communities where our tenants live. Tenants 
are encouraged to use their imagination and identify new 
ways to solve old problems.

Decisions on which projects will be funded are decided 
by tenant members of the Charnwood Housing Residents 
Forum and the Senior Citizens Forum. 

If you would like to know more about the tenant Bid 
Scheme, or have an idea for a project in your area, 
please contact either Sarah or Hameed in the Customer 
Engagement team on 01509 634666.

Wondering if you need contents insurance? Think about 
how you would cope if you lost your valuables due to a 
robbery or a fi re. Charnwood Borough Council can insure 
your contents through Royal Sun Alliance and give you 
peace of mind.

If you would like to insure your possessions against fi re, 
fl ood, theft and accidental damage for as little as £0.33 
per week, paid with your weekly rent (based on up to 
£4,000 worth or cover) please contact Landlord
services on 01509 634666 or email us at
rent.control@charnwood.gov.uk
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What happens when you move home?

Activities to keep you active and healthy

Charnwood Borough Council receives approximately 500 terminations of tenancies 
from customers each year who are moving home.  

We currently offer a range of classes tailored to the older generation. These sessions 
are designed to help improve mobility and balance, while providing a fun and 
friendly platform for you to meet new people.

For full details on all of these activities contact the Sport and Active Recreation team on 01509 63 2535, email 
active.together@charnwood.gov.uk or visit www.charnwood.gov.uk/sportandleisure 

Seated Exercise, Mondays 1pm – 2pm
A fun and social class to help improve balance, coordination 
and mobility. It is suitable for people with Parkinson’s, 
Dementia and stroke patients.  The class meet weekly on 
Mondays from 1pm to 2pm.  Contact the Sport and Active 
Recreation team for further details.

Games Mornings - curling
Monday morning from 10am to midday at Thurmaston 
Community Centre, cost is £1.50 per session, turn up and 
take part.  

Wednesday morning from 10am to midday at 
Loughborough Leisure Centre, cost is £3.00 per session, turn 
up and take part.  

At both sessions hot drinks and snacks are included in the price.

Walking for Health Groups
Walking for Health walks are around two to three miles in 
length, very friendly and free to attend.  There are regular 
walks in Shepshed, Barrow upon Soar, Loughborough and 

Mountsorrel.  All of these walks begin at 10.30am and last 
for around an hour. There is also an option to stop for a drink 
and chat after the walk has finished.  Contact the Sport and 
Active Recreation team for further details.

Dementia Exercise Group, Friday 11.30am – 
12.30pm
A weekly class which takes place at Loughborough Leisure 
Centre every Friday morning from 11.30am to 12.30pm.  The 
session is designed to give people living with Dementia the 
opportunity to use the Gym under close supervision. The 
class is £3 per session.  Booking is required with the Sport 
and Active Recreation team.

Green Gym
Designed to improve people’s health and wellbeing and 
make a positive impact on the local environment.  The 
Green Gym group meets weekly to carry out conservation 
tasks around Charnwood. The group work at various 
locations so please contact Cara Wild on 01509 632526 or 
email cara.wild@charnwood.gov.uk to find out more.

As part of the process, a pre-termination visit by our void team leader will need to take place. 
This is so that we can inspect the property and talk you through the termination process. 

The visit shouldn’t take long and will enable us to see what work needs to be carried out, if 
any, once you have left the property – this also helps us to reduce the time it takes to get the 
property ready for the next customer. If the property is damaged or left in a poor condition 
then you will need to pay for the repair work.

Our void team leader will arrange an appointment at a time that suits you.

It is really important that these pre-inspections take place and we would like to  
thank all our customers who have allowed us access to their properties to follow 
out the inspection.
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Leaseholder News
Winter 2018

Message from your Leasehold Team
I hope you all had a good Christmas and New Year. 

Firstly let me introduce you all to Trevor Banbrook, he is another Leaseholder Offi cer who will be working 
alongside myself on a Monday as I have reduced my hours and I no longer work on a Monday.  Trevor is 
currently training with me for a couple of months on a Tuesday until he fully understands the Charnwood 
Borough Council Leases etc.
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Important Information
We have a new Insurance provider Aspen and 
they have now asked us to put a procedure 
in place for empty properties.  Currently you 
have to inform us if the property is going to be 
unoccupied for 30 days or more, if you do not 
do this the Insurance Company could refuse to 
honour any claims.

With this is mind we are currently putting 
together a check list that you must complete 
once you inform us that the property is going to 
be unoccupied for 30 days or more.

Certifi ed Summaries and Estimates
There have been a number of queries regarding the 28 days you have to 
challenge the income and expenditure on your Certifi ed Summaries.

To clarify, if and when you receive your Estimate and Certifi ed Summary 
please check all the costs and if there is anything you are unsure about 
or don’t think you should be charged for, please get in contact with me 
immediately.

Please note once the 28 days have passed, the Certifi ed Summary or 
Estimate will stand as correct.

I will wait until the 28 days have lapsed and then reply with a revised 
Certifi ed Summary if necessary.

This year has seen a lot of additional services provided such 
as Asbestos reports, Fire Risk Assessments and Periodical 
testing of Electric.  These have been carried out before, but 
you weren’t charged for them as we were unable to capture 
all the costs.

Please note we are trying to pull together a draft Planned 
Maintenance Report to give you some indication as to 
when you will need to  start preparing for the work and 
the associated costs. These costs will be recharged to your 
Estimates and Certifi ed Summaries.  Some of these new 
costs like Emergency Lighting will be on your Estimates and 
Certifi ed Summaries from now on as they will need to be 
carried out monthly/annually as part of the safety towards 
your block. 

We will be preparing Estimates for 2018/19 so they should 
be landing on your doorstep towards the end of February/
early March 2018.

Norman Storr

Earlier in the year, I received some really sad news that 
Norman Storr from The Mills, Quorn had passed away.  
Norman was an active member of the Leaseholders Forum 
and attended all meetings until his lovely wife Jean was 
taken ill and sadly passed away.  I kept in regular contact 
with Norman regarding his property. Mr Storr always kept 
the long border in front of the Mills absolutely stunning.  I 
would quite often drive or walk past and see the beautiful 
colours and Norman out weeding. Norman was also an 
active member of Quorn in Bloom where the village has 
achieved a Silver Gilt award for the past two years.  Norman 
partook and came fi rst in the best Communal garden 
competition. I understand now that a plaque will be placed 
in front of the Mills dedicating the border to Norman’s 
memory.  A worthy accolade I’m sure.

Sarah
Email: sarah.taylor@charnwood.gov.uk

Tel: 01509 634830

Leasehold Offi cer, Landlord Services, Charnwood Borough Council, Southfi eld Road, Loughborough, Leics LE11 2TN
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Charnwood Leaseholder Forum (CLF) terms of reference

The CLF established in February 2005, is a forum for Leaseholders of Charnwood Borough Council (CBC) to be involved in the 
monitoring and review of all CBC services provided to its leaseholders.

The CLF is recognised by CBC as a consultative group which reports into the Charnwood Housing Resident’s Forum (CHRF).

This Code of Conduct (the Code) sets out the standards of behaviour that must be adhered to when participating in meetings at 
the forum or any other form of customer involvement activity. It is not intended to be exhaustive, or cover every eventuality, but 
sets out some common sense requirements to enable customer involvement activities to function smoothly and successfully.

Any customer engaging in any involvement activity will be deemed to have agreed to abide by the Code of Conduct.

• To identify what improvements can be made to services in order to increase satisfaction amongst leaseholders

• To review the service standards for leaseholders annually

• To receive information from customer satisfaction surveys and complaints about services from leaseholders (To ensure that 
CBC learns from any feedback received)

• To assist and contribute to the production of the Leaseholder Section of the quarterly newsletter, Your Homes Matter

• CLF will be administered by the Customer Engagement 
Team who will be responsible for sending out agendas, 
minutes and documents for the meeting.  These will be 
circulated at least one week prior to the meeting

• Agendas and minutes will be sent out to all members 
who have requested a copy of them and the minutes are 
available on the CBC website

• Agenda items and relevant documentation from the 
Chairman, members of the Forum or officers should be 
submitted to the Customer Engagement team at least two 
weeks before the meeting

• Meetings are chaired by a Leaseholder or, in their absence 
an appropriate officer from CBC

• Meetings will be quarterly. Extra meetings may be arranged 
to address urgent issues if required

• Meeting dates will be included in Your Homes Matter 
Newsletter, on the CBC website and also sent out with the 
Estimates. This is currently under review as we are trialling 
open surgeries

• A request for an Officer to attend a forum needs to be 
agreed by two show of hands in support of the proposal

As an attendee you must comply with the following 
requirements;

• Be friendly, polite, courteous and respectful at all times to 
fellow members, and others, present

• Be prepared for the meeting by reading all relevant 
paperwork beforehand and bring them with you to the 
meeting

• Arrive on time for the meeting. Anyone arriving over 10 
minutes after the start of the meeting, without prior 
consent with the Chair, may be refused attendance at the 
meeting

• Follow the agenda and keep to time, within reason

• Phones should remain on silent during the meeting. All 
mobile phones should remain out of sight, unless prior 
consent has been agreed with the Chair
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What is the CLF?

Code of conduct

Purpose of the CLF

Administration of the CLF

Meeting etiquette
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As an attendee you are expected to:

• Appreciate and respect difference – in knowledge, 
background, ability to speak in public, etc. Never 
discriminate on any grounds against any other attendee

• Not seek to obtain any personal benefi t or advantage, or 
expect to receive favourable treatment by staff through 
attendance at meetings

• Not speak or write on behalf of attendees without prior 
agreement of attendees. Make any correspondence sent on 
behalf of any involvement group available to all members of 
that group

• Use the normal procedures for reporting repairs, complaints, etc

• Not represent a political party in your role as a member of a group

• Respect the confi dentiality of personal information about 
individuals, whether present or not, and refrain from 
mentioning specifi c individual cases which may cause 
embarrassment or identifi cation of an individual

• Any information or items of a confi dential nature must not 
be disclosed to anyone else apart from other attendees at 
the meeting

• Not to use attendees personal email addresses or telephone 
numbers unless requested to by that member

• Attendees are requested not to make unsolicited 
approaches to other attendees outside of meetings where 
this behaviour is considered to be unwanted, of a harassing 
nature or obtrusive, either in person, via telephone, text 
message, email or other social media

If a discussion is becoming heated, the Chair may call for a fi ve minute time out at the meeting.

If an attendee fails to abide by the Code, the Chair may warn them that if they break the Code again they may be asked to leave 
the meeting.

If, despite a warning, an attendee continues to breach the Code, an attendee can be suspended from the meeting or expelled by 
the Chair.

They will not be permitted to attend any future meetings unless they provide satisfactory evidence to CBC and the forum that 
they will comply with the Code – e.g. a letter of apology.

If an attendee’s behaviour outside of the meeting breaches the Code of Conduct they will receive a warning and if further 
breaches occur they will not be permitted to attend any future meetings unless they provide satisfactory evidence to CBC and 
the forum that they will comply with the Code – e.g. a letter of apology.

If you need to discuss the Code of Conduct, or want to fi nd out more about anything to do with our customer involvement 
activities please contact the Customer Engagement team on 01509 634931 or email involvement@charnwood.gov.uk 

Personal conduct

Breaches of the Code of Conduct

More information

• Do not use recording equipment, either video or audio, 
without the consent of all members attending the meeting 

• Speak only through the Chair of the meeting and not 
interrupt, heckle or make distracting noises or gestures

• Show respect for buildings, facilities and equipment being 
used

• Do not use threatening behaviour, violence, obscene or 
offensive language or display any other behaviours which 
may cause offence or otherwise disrupt the meeting

• Demonstrate actively that you are interested in and care 
about the issue you are discussing and want to make a 
positive difference

• Remember that the purpose of the meeting/activity is to 
benefi t customers in general and not specifi c individuals

• Offer to withdraw from a meeting where a confl ict of 
interest is clear and substantial and refrain from voting if 
invited to remain

Meeting etiquette (continued)
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