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Swaffham Town Council         Appendix A
Traveller Incursion Guide
Councillor Action











	GENERAL INFORMATION:

	Date and Time of Incursion
	

	Location of Incursion
	

	How Entry was Gained?

Site Security last checked/photo’d?
	

	Number of Travellers
	

	Details of Vehicles 

(number, registration, make, model, colour etc)
	

	Number of Children
	

	Number of Animals
	

	Any additional relevant information:




Reporting protocol                                                                Appendix B
To be undertaken by Town Clerk/Deputy Clerk or in their absence Mayor / Chairman of Personnel HR & Governance Committee
	CONTACTS: There is a contact sheet at Appendix A, please update with changes/additions.

	First STC Officer on Duty/Lead Officer(name)
	

	Police Informed
	

	Gypsy Liaison Team (ESCC) Informed
	

	Lewes District Council Informed
	

	Councillors Informed
	

	REMINDER: REPORT EACH OCCURENCE OF CRIMINAL ACTIVITY/DAMAGE ON/TO STC LAND/FACILITIES TO 101

	FIRST ACTION (with police presence):
	

	Formal Eviction Letter given (date & by) (attach copy to this form)
	

	Date Given for Eviction
	

	Date Travellers Said Intend to Leave
	

	COMMUNITY IMPACT ASSESSMENT MEETING:

	ESCC TLT Welfare Check Undertaken? Any changes to STC services needed i.e. toilets, utilities, access etc?
	

	Complicating Factors i.e. health or welfare factors, vehicle issues etc?
	

	CIA meeting arranged by ESCC Traveller Liaison Team (details)
	

	Police Willing to Apply to SI for Eviction?
	

	Repeat Offenders? If yes, give previous dates of encampment.
	

	STC to seek Court Order?
	

	AS SOON AS POSSIBLE STC ACTIONS:

	Press Release by STC
	

	Letter to Local Residents on Adjoining Roads
	

	Letter to Local Pubs/Bars
	

	Log of Residents Calls/Complaints/Incidents
	

	Disruption of Events? If yes, give details.
	

	POST INCURSION:

	Date Left
	

	Method i.e. own accord, evicted, Police, Court order etc
	

	. Liaise with LDC about Clean Up/Councillor Volunteers
	

	Hazardous Waste Dept. needed?
	

	Further Comments/Future Considerations/Point to Note etc

	

	Financial Impact Assessment Calculated?


	


To be attached to this form for future reference: 

- STC eviction letter 

- CIA meeting Agenda & Notes

- Details of residents’ complaints 

- Any correspondence to residents 

- Press releases 

- Details of impact on events/the community 

- Details of subsequent maintenance works/clean up etc 

- Financial Impact assessment 
Review: after each occurrence or September annually, whichever is sooner. 

�





Outside of normal working Hours








Within normal working hours











1 - Alert the Police – call 101 and obtain crime reference no.








1 – Inform Town Clerk / Deputy Town Clerk











2 – Alert Breckland DC


01362 656 870





Councillors should tell the public to report any incidents, crimes, damage etc to the Police, 101.





3 – Alert the Mayor and /or Chairman of Personnel Committee – who will then inform the Town Clerk








N.B – a more detailed guide is then followed.
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