Elmton with Creswell
Parish Council

)

ARG,

COUNCIL MEETING
SUMMONS

You are hereby summoned to attend
an ordinary meeting of EImton with Creswell Parish Council
to be held on Thursday 8" May 2025 at 7:00PM
at the Events Centre, EImton Rd, Creswell
for the purpose of transacting
the business on the agenda

Events Centre, EImton Rd M. Evans
Creswell, S80 4BH Locum Clerk & RFO

DATED: 27TH APRIL 2025
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ORDINARY MEETING COUNCIL MEETING

NOTICE & AGENDA
Dated: 27" April 2025

Pursuant to Schedule 12 of the Local Government Act 1972 notice is hereby given that
an ordinary meeting of EImton with Creswell Parish Council is to be held at the Events
Centre, EImton Road, Creswell on Thursday, 8" May 2025, at 7:00PM

Matthew Evans | Locum Clerk & Responsible Financial Officer

ECPC - 01/25
ECPC - 02/25
ECPC - 03/25
ECPC - 04/25
ECPC - 05/25
ECPC - 06/25

Elmton with Creswell Parish Council

Election of Chairman of the Council
Election of Vice Chairman of the Council
Acceptance of Office

To Receive Any Declarations of Interest.

(a) Members of the Authority are required to declare any interest they
have which are covered by Section 43 of the Localism Act 2011.

(b) As a matter of good governance and best practice, members are
reminded that they have a duty to keep their register of interest up to
date, and that any changes to their interests should be declared to the
monitoring officer of Bolsover District Council within 30 days of the
member becoming aware of the change.

Approval of Minutes

1) To approve the minutes of the Ordinary Full Council Meeting held on
Thursday 27" March 2025

Public Participation Section

(a) Members of the Public and Press shall have a period of 20 minutes
to speak on matters concerning items on the meeting’s agenda.

(b) If the Police Liaison Officer, County Council or District Council
Member(s) is in attendance they will be given the opportunity to raise
any relevant Parish Council matter.



ECPC - 07/25 Review and adoption of Council Policies

(a) Standing Orders

(b) Financial Regulations

(c) Members Code of Conduct

(d) Data Publication Scheme

(e) Data Protection Policy

(f) Freedom of Information Policy

(g) Complaints Policy

(h) Vexatious Complaints Policy

(i) Investments Policy

(i) Debtors Policy

(k) Events Centre Booking Policy & Rates
(I) Equal Opportunities Policy

(m) Data Retention Schedule

(n) Sexual and General Harassment Policy
(o) Lone Worker Policy

(p) Expenses Policy

(g) Risk Management Policy

ECPC - 08/25 Review Terms of Reference of Committees
(a) HR Committee
(b) Finance Committee
(c) Property Scrutiny Committee [‘Audit’]
ECPC - 09/25 Appointment of Committee Members and Outside Bodies

(a) Property Scrutiny Committee
(b) Heritage and Wellbeing Charity

ECPC - 10/25 Finance

(a) To approve the Bank Reconciliation as produced the RFO for the
following period: 1%t January — 315 March 2025.

(b) To approve the statement of accounts as produced by the RFO for
the following period: 1% January — 31° March 2025.

(c) To approve the Bank Reconciliation as produced by the RFO for the
following period: 15t April 2025 — 30" April 2025.

(d) To approve the statement of accounts as produced by the RFO for
the following period: 1 April 2025 — 30" April 2025

(e) Internal and External audit update
ECPC - 11/25 New Business

(a) .GOV.UK Domain and E-Mail Transition



ECPC - 12/25
ECPC - 13/25
ECPC — 14/25

To approve the recommendation to move the Council to a .GOV.UK
domain, adopt a uniform set of e-mail accounts for all councillors and
staff.

(b) Debit Card Application
To approve the recommendation for the Council to apply for a debit card

for the Clerk and RFO to use in place of the use of petty cash which will
be phased out in order to promote better financial transparency.

(c) CCLA Account Creation

To approve the recommendation for the Council to open a public sector
deposit account with the CCLA [Churches, Charities and Local Authority]

group.
(d) Markland Campus Update

To receive an update from the Clerk concerning the Markland Campus
and approve recommendations for action to be taken.

(e) Cricket Club Grass Cutting

To receive an update from the Clerk concerning the Creswell Cricket
Club and consider recommendations for action.

(f) Heritage and Wellbeing Centre Working Group Update

To receive an update form the Heritage and Wellbeing Working Group
on their meetings with Bolsover District Council.

(g) To approve meeting schedule for the 2025/2026 financial year

» Thursday 26" June 2025
= July 315t 2025

= September 25" 2025

= October 30" 2025

= November 27" 2025

= December 25" 2025

= January 29" 2026

» February 26" 2026

= March 26" 2026

Consideration of Planning Applications
To receive correspondence:
Date and Time of Next Meeting

Thursday 26" June 2025 at 5:45PM



Elmton with Creswell
Parish Council

Minutes of the Ordinary Meeting of the Full Council held on Thursday 215 March 2025

At 5:45pm in the Main Room, Event Centre, Creswell

Present:
- ClIr A Davis (Chairman)
- ClIr P Colbert
- Clir D McGregor
- Clir E Glassey
- Clir T Turner
- Clir M Bryant
- ClIr S Smith

Also in Attendance: Matthew Evans (Locum Clerk & RFO) and Wendy Amis (Chief Executive of DALC) and
Neil Taylor (Chair of NALC Team)

ECPC - 20/24: To receive apologies of absence

Apologies of absence were received from CllIr. James Wells and Clir Jamie Bend.
ECPC - 21/24: To receive any Declarations of Interest

No Declarations of Interest were recorded.

ECPC - 22/24: Approval of Minutes

It was proposed by ClIr. S Smith and seconded by ClIr. E Glassey that the minutes of both meetings be
approved, this was agreed upon unanimously.

ECPC - 23/24: Public Participation Section
(a) Members of the Public

Chrstine Hope on behalf of CERAG asked Councillors questions in regards to how authorisation for a loan of
£500,000 was obtained. The Chairman directed that a response would be issued by the Clerk.

(b) Police, County and District Members
Representatives of Derbyshire Police gave an update on the work they have been doing in and around the

Parish, and called on Members of the Public to ensure that report all matters of crime and anti-social
behaviour to police in order to allow for that information to be logged and followed up.



ClIr Mick Yates (Derbyshire County Council) gave an update on the week he has been doing in the Parish and
at County Hall.

ECPC - 24/24: Parish Council Finances:

(a) To approve the Bank Reconciliations as produced by the RFO for the following period: 1st April
2024 - 31st December 2024.

It was proposed by ClIr. Smith and seconded by Clir. Colbert that the reconciliation be approved. This was
agreed upon unanimously.

(b) To approve the statement of accounts as produced by the RFO for the following period: 1st April
2024 - 31st December 2024.

It was proposed by ClIr. Smith and seconded by Clir. Colbert that the statement of accounts be approved. This
was agreed upon unanimously.

(c) To receive an update from the RFO on progress made with the 2024/2025 accounts.

The RFO informed the Council of the progress made with the accounts. It is hoped that the accounts should
be ready to be handed over to the internal auditor and to meet the required deadline for the Council to agree
the AGAR come May 2025.

(d) Appointment of Internal Audit:

The RFO recommended that the Council engage the Derbyshire Association of Local Council’s to undertake
the Council’s annual Internal Audit at a cost of £515. This was proposed by Clir. E Glassey and seconded by
Clir M Bryant, and was agreed upon unanimously.

ECPC — 25/24: New Business

(a) To approve proposals from the Health and Wellbeing Centre management to generate additional
revenue for the building.

It was proposed by ClIr Smith and seconded by Cllir D McGregor to approve the management’s proposals and
to allow for the connection of the new heating system at no cost to the Parish Council. This was agreed upon
unanimously.

(b) Formation of HR Committee

It was proposed by Cllir D McGregor and seconded by ClIr R Turner that a HR Committee be established and
that ClIr C Gilfillan, ClIr E Glassey and ClIr A Davis be appointed its members. This was agreed upon by the
majority of Councillors, with Cllr Smith voting against.

(c) Recruitment of Permanent Clerk

It was proposed by Cllir D McGregor and seconded by Clir R Turner that the HR Committee be tasked with
recruiting a new Clerk and Proper Officer of the Council. This was agreed upon unanimously.

(d) Recruitment of Permanent Responsible Financial Officer and Deputy Clerk



It was proposed by ClIr D McGregor and seconded by Clir R Turner that the HR Committee be tasked with
recruiting a new Responsible Financial Officer and Deputy Clerk of the Council. This was agreed upon
unanimously.

(e) Recruitment of Events Centre Manager

It was proposed by Clir D McGregor and seconded by ClIr E Glassey that the HR Committee be tasked with
recruiting a new Events Centre Manager. This was agreed upon unanimously.

(f) Formation of Finance Committee

It was proposed by CllIr C Gilfillan and seconded by Clir D McGregor that a Finance Committee be established
and that ClIr P Colbert, Clir S Smith and ClIr A Davis be appointed its members. This was agreed upon by the
majority of Councillors, with Cllr Smith voting against.

(9) Review of Council Policies

It was proposed by Cllir D McGregor and seconded by CliIr K Gilfillan that the Clerk be instructed to review all
policies and procedures and present revised and updated documents to the next meeting. This was agreed
upon unanimously.

(h) Adoption of Civility and Respect Pledge and New Model Code of Conduct.

It was proposed by ClIr E Glassey and seconded by Clir K Gilfillan that the Council adopt the Civility and
Respect Pledge and the new LGA Model Code of Conduct. This was agreed upon unanimously.

(i) Councillor Training Programme

It was proposed by ClIr E Glassey and seconded by R Turner that the Council instruct he Clerk to arrange for
appropriate training to take place for Councillors to attend, and that a training log be maintained. This was
agreed upon unanimously.

() NALC Investigatory Report Q&A

The Chairman proposed that Standing Orders be suspended for a period of thirty minutes to allow for the
NALC team to take questions regarding their report, this was seconded by Clir P Colbert.

The NALC team presented their report and took questions from the public on the different aspects and findings
of the report.

(k) NALC Investigatory Report

It was proposed by Cllir D McGregor and seconded by Cllr S Smith that the report be accepted and that the
Council implement in full all of the identified recommendations, this was agreed upon unanimously.



ECPC - 26/24: Date and Time of Next Meeting

It was agreed that the next meeting will be held on Thursday 24" April 2025 at 5:45 PM in the Main Hall of the
Creswell Events Centre.

MEETING CLOSED 19:48

SIGNED: NAME:

DATE




Elmton with Creswell
Parish Council

ANNUAL PARISH MEETING
NOTICE & AGENDA

Dated: 27" April 2025

Pursuant to Schedule 12, Part Ill, Paragraph 15(1)a, the Annual Meeting of the Parish
of EImton and Creswell has been called by the Chairman of the Parish Cllr. Amanda
Davis in accordance with Paragraph 14(1) of the said Act. The Meeting shall take place
on Thursday, 8th May 2025, at 6:00 PM at the Creswell Events Centre.

Cllr. Amanda Davis
Chairman of EImton with Creswell Parish Council
ECPC - 01/25 Annual Report of the Chairman of the Council

ECPC - 02/25 Approval of Minutes of the Parish Meetings held on Monday 7"
April and 28" April 2025

ECPC - 03/25 To hear any other matters from Members of the Parish
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STANDING ORDERS
ADOPTED MAY 2025

RULES OF DEBATE AT MEETINGS ...cccuiiititiiirittiiniiieiiniinenineeeaiieenane. 2
DISORDERLY CONDUCT AT MEETINGS....ccccciirttmniiiiimnniiiiinniiniennnineeenane. 4
MEETINGS GENERALLY cittuuiiiiitiiiiniiiiiniinninninnesinsssssssisssssnessssssssnasses 4
COMMITTEES AND SUB-COMMITTEES ...c.ciiiiiiiiiiiiniinninninnnnnecinnennnnine, 7
ORDINARY COUNCIL MEETINGS ...ccciiiituniiiiiinnniniinnsiiiniinssimssmmmee. 8
EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND
SUB-COMMITTEES ..ttuuiiituiiriniiiininineiriniiiieisieeinieieeisessstsesisesans 10
PREVIOUS RESOLUTIONS ....cttuiiteniiitnirineirineinieeinieeimeesisissseresssieasisennes 10
VOTING ON APPOINTMENTS ..ttt 11
MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO

BE GIVEN TO THE PROPER OFFICER ...ciittuuiiiiiinniiiniinnninninneniniinnenn, 11
MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN

N[ N O N 12
MANAGEMENT OF INFORMATION cccittuutiiriennniiiiinnnniniinnniinennsseinmesen. 12
DRAFT MINUTES .itttieiiiiiiiniiniiiniiniiniiiinsisinssiiimsisemssssesmssens 13
CODE OF CONDUCT AND DISPENSATIONS .....ccotttuuniirnmnnnniniinnninnennnni. 14
CODE OF CONDUCT COMPLAINTS ..cittruniiiriinnnninninnnninsinnnnnimnmmimmmi. 15
PROPER OFFICER .ceuuiittiiiieiitiiinieiitiiiriniiieinieeinieeiieeisissenessstsesesennes 16
RESPONSIBLE FINANCIAL OFFICER . .ccciteiirieiiieiirieiiieeinieeireneeneenineenn 17
ACCOUNTS AND ACCOUNTING STATEMENTS..cccciiteeiirimsirennicienninieennees 17
FINANCIAL CONTROLS AND PROCUREMENT ..cecuiiieeiiienirineirensineaninenan 18
HANDLING STAFF MATTERS cictveuiiiitiiiinrtitiinnnneniiniinnnineesssineessssenenes 19
RESPONSIBILITIES TO PROVIDE INFORMATION ...ccottuuuiireennncieennnncineenes 20
RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION ............. 20
RELATIONS WITH THE PRESS/MEDIA ....ccctvutuiiiiiiiiiiiiiinnniiiinneeeennessanees 21
EXECUTION AND SEALING OF LEGAL DEEDS .....ccteciireeirinnnirensinenninenan 21
COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY
COUNCILLORS . iiiiiiiiittniiniinnniiiniiensiiiiiinaiiiimsisiiesssiiimmsssiessssessss. 22
RESTRICTIONS ON COUNCILLOR ACTIVITIES..cccciiriimnniirennnnniseennnniseenes 22
STANDING ORDERS GENERALLY uuiiiiimiiiiinnniininnniniinnimmnie. 22



RULES OF DEBATE AT MEETINGS

Motions on the agenda shall be considered in the order that they appear unless
the order is changed at the discretion of the Chairman of the meeting.

A motion (including an amendment) shall not be progressed unless it has been
moved and seconded.

A motion on the agenda that is not moved by its proposer may be treated by
the Chairman of the meeting as withdrawn.

If a motion (including an amendment) has been seconded, it may be withdrawn
by the proposer only with the consent of the seconder and the meeting.

An amendment is a proposal to remove or add words to a motion. It shall not
negate the motion.

If an amendment to the original motion is carried, the original motion (as
amended) becomes the substantive motion upon which further amendment(s)
may be moved.

An amendment shall not be considered unless early verbal notice of it is given
at the meeting and, if requested by the Chairman of the meeting, is expressed
in writing to the Chairman.

A councillor may move an amendment to their own motion if agreed by the
meeting. If a motion has already been seconded, the amendment shall be with
the consent of the seconder and the meeting.

If there is more than one amendment to an original or substantive motion, the
amendments shall be moved in the order directed by the Chairman of the
meeting.

Subject to standing order 1(k), only one amendment shall be moved and
debated at a time, the order of which shall be directed by the Chairman of the
meeting.

One or more amendments may be discussed together if the Chairman of the
meeting considers this expedient but each amendment shall be voted upon
separately.

A councillor may not move more than one amendment to an original or
substantive motion.

The mover of an amendment has no right of reply at the end of debate on it.

Where a series of amendments to an original motion are carried, the mover of
the original motion shall have a right of reply either at the end of debate on the
first amendment or at the very end of debate on the final substantive motion



immediately before it is put to the vote.

Unless permitted by the Chairman of the meeting, a councillor may speak once
in the debate on a motion except:

i. to speak on an amendment moved by another councillor;

ii. to move or speak on another amendment if the motion has been
amended since they last spoke;

iii.  to make a point of order;
iv.  to give a personal explanation; or
V. to exercise a right of reply.

During the debate on a motion, a councillor may interrupt only on a point of
order or a personal explanation and the councillor who was interrupted shall
stop speaking. A councillor raising a point of order shall identify the standing
order which they considers has been breached or specify the other irregularity
in the proceedings of the meeting they are concerned by.

A point of order shall be decided by the Chairman of the meeting and their
decision shall be final.

When a motion is under debate, no other motion shall be moved except:
i to amend the motion;

il. to proceed to the next business;

iii. toadjournthe debate;

iv.  to put the motion to a vote;

V. to ask a person to be no longer heard or to leave the meeting;

vi.  to refer a motion to a committee or sub-committee for consideration;
vii.  to exclude the public and press;

viii. to adjourn the meeting; or

ix. to suspend particular standing order(s) excepting those which reflect
mandatory statutory or legal requirements.

Before an original or substantive motion is put to the vote, the Chairman of the
meeting shall be satisfied that the motion has been sufficiently debated and
that the mover of the motion under debate has exercised or waived their right
of reply.

Excluding motions moved under standing order 1(r), the contributions or
speeches by a councillor shall relate only to the motion under discussion and
shall not exceed five minutes without the consent of the Chairman of the



meeting.

DISORDERLY CONDUCT AT MEETINGS

No person shall obstruct the transaction of business at a meeting or behave
offensively or improperly. If this standing order is ignored, the Chairman of the
meeting shall request such person(s) to moderate or improve their conduct.

If person(s) disregard the request of the Chairman of the meeting to moderate
or improve their conduct, any councillor or the Chairman of the meeting may
move that the person be no longer heard or be excluded from the meeting. The
motion, if seconded, shall be put to the vote without discussion.

If a resolution made under standing order 2(b) is ignored, the Chairman of the
meeting may take further reasonable steps to restore order or to progress the
meeting. This may include temporarily suspending or closing the meeting.

MEETINGS GENERALLY

Full Council meetings °
Committee meetings
Sub-committee meetings

Meetings shall not take place in premises which at the time of the
meeting are used for the supply of alcohol, unless no other premises
are available free of charge or at areasonable cost.

The minimum three clear days for notice of a meeting does not include
the day on which notice was issued, the day of the meeting, a Sunday, a
day of the Christmas break, a day of the Easter break or of a bank
holiday or a day appointed for public thanksgiving or mourning.

The minimum three clear days’ public notice for a meeting does not
include the day on which the notice was issued or the day of the
meeting unless the meeting is convened at shorter notice.

Meetings shall be open to the public unless their presence is prejudicial
to the public interest by reason of the confidential nature of the
business to be transacted or for other special reasons. The public’s
exclusion from part or all of a meeting shall be by a resolution which
shall give reasons for the public’s exclusion.

Members of the public may make representations, answer questions and give
evidence at a meeting which they are entitled to attend in respect of the



business on the agenda.

The period of time designated for public participation at a meeting in
accordance with standing order 3(e) shall not exceed thirty minutes unless
directed by the Chairman of the meeting.

Subject to standing order 3(f), a member of the public shall not speak for
more than five minutes.

In accordance with standing order 3(e), a question shall not require a
response at the meeting nor start a debate on the question. The Chairman of
the meeting may direct that a written or oral response be given.

A member of the public wishing to speak at a meeting shall submit their
guestion at least three days before the meeting at which they wish to speak.

Only members residing within the Parish shall be permitted to speak and ask
guestions meetings, unless dispensation is given by the Chairman of the
Council.

A person who speaks at a meeting shall direct their comments to the
Chairman of the meeting.

Only one person is permitted to speak at a time. If more than one person
wants to speak, the Chairman of the meeting shall direct the order of
speaking.

Subject to standing order 3(m), a person who attends a meeting is
permitted to report on the meeting whilst the meeting is open to the
public. To “report” means to film, photograph, make an audio recording
of meeting proceedings, use any other means for enabling persons not
present to see or hear the meeting as it takes place or later or to report
or to provide oral or written commentary about the meeting so that the
report or commentary is available as the meeting takes place or later to
persons not present.

A person present at a meeting may not provide an oral report or oral
commentary about a meeting as it takes place without permission.

The press shall be provided with reasonable facilities for the taking of
their report of all or part of a meeting at which they are entitled to be
present.

Subject to standing orders which indicate otherwise, anything
authorised or required to be done by, to or before the Chairman of the
Council may in their absence be done by, to or before the Vice-
Chairman of the Council (if there is one).

The Chairman of the Council, if present, shall preside at a meeting. If
the Chairman is absent from a meeting, the Vice-Chairman of the
Council (if there is one) if present, shall preside. If both the Chairman
and the Vice-Chairman are absent from a meeting, a councillor as



chosen by the councillors present at the meeting shall preside at the
meeting.

Subject to a meeting being quorate, all questions at a meeting shall be
decided by a majority of the councillors and non-councillors with voting
rights present and voting.

The Chairman of a meeting may give an original vote on any matter put
to the vote, and in the case of an equality of votes may exercise their
casting vote whether or not they gave an original vote.

See standing orders 5(h) and (i) for the different rules that apply in the
election of the Chairman of the Council at the annual meeting of the Council.

Unless standing orders provide otherwise, voting on a question shall be
by a show of hands. At the request of a councillor, the voting on any
guestion shall be recorded so as to show whether each councillor
present and voting gave their vote for or against that question. Such a
request shall be made before moving on to the next item of business on the
agenda.

The minutes of a meeting shall include an accurate record of the following:
i. the time and place of the meeting;

ii. the names of councillors who are present and the names of councillors
who are absent;

iii. interests that have been declared by councillors and non-councillors
with voting rights;

iv.  the grant of dispensations (if any) to councillors and non-councillors
with voting rights;

v.  whether a councillor or non-councillor with voting rights left the meeting
when matters that they held interests in were being considered;

vi.  if there was a public participation session; and
vii.  the resolutions made.

A councillor or a non-councillor with voting rights who has a
disclosable pecuniary interest or another interest as set out in the
Council’s code of conduct in a matter being considered at a meeting is
subject to statutory limitations or restrictions under the code on their
right to participate and vote on that matter.

No business may be transacted at a meeting unless at least one-third of
the whole number of members of the Council are present and in no case
shall the quorum of a meeting be less than three.

See standing order 4d(viii) for the quorum of a committee or sub-committee



meeting.

If a meeting is or becomes inquorate no business shall be transacted
and the meeting shall be closed. The business on the agenda for the meeting
shall be adjourned to another meeting.

A meeting shall not exceed a period of three hours. Unless a resolution is
passed to allow for the meeting to be continued.

COMMITTEES AND SUB-COMMITTEES

Unless the Council determines otherwise, a committee may appoint a
sub-committee whose terms of reference and members shall be
determined by the committee.

The members of a committee may include non-councillors unless itis a
committee which regulates and controls the finances of the Council.

Unless the Council determines otherwise, all the members of an advisory
committee and a sub-committee of the advisory committee may be non-
councillors.

The Council may appoint standing committees or other committees as may be
necessary, and:

i shall determine their terms of reference;

ii. shall determine the number and time of the ordinary meetings of a
standing committee up until the date of the next annual meeting of the
Council;

iii. shall permit a committee, other than in respect of the ordinary meetings
of a committee, to determine the number and time of its meetings;

iv.  shall, subject to standing orders 4(b) and (c), appoint and determine the
terms of office of members of such a committee;

V. may, subject to standing orders 4(b) and (c), appoint and determine the
terms of office of the substitute members to a committee whose role is to
replace the ordinary members at a meeting of a committee if the ordinary
members of the committee confirm to the Proper Officer three days
before the meeting that they are unable to attend,;

vi.  shall, after it has appointed the members of a standing committee,
appoint the Chairman of the standing committee;

vii.  shall permit a committee other than a standing committee, to appoint its
own Chairman at the first meeting of the committee;



viii. ~shall determine the place, notice requirements and quorum for a meeting
of a committee and a sub-committee which, in both cases, shall be no
less than three;

ix.  shall determine if the public may participate at a meeting of a committee;

X.  shall determine if the public and press are permitted to attend the
meetings of a sub-committee and also the advance public notice
requirements, if any, required for the meetings of a sub-committee;

xi.  shall determine if the public may participate at a meeting of a sub-
committee that they are permitted to attend; and

xii.  may dissolve a committee or a sub-committee.

ORDINARY COUNCIL MEETINGS

In an election year, the annual meeting of the Council shall be held on or
within 14 days following the day on which the councillors elected take
office.

In a year which is not an election year, the annual meeting of the Council
shall be held on such day in May as the Council decides.

If no other time is fixed, the annual meeting of the Council shall take
place at 6pm.

In addition to the annual meeting of the Council, at least three other
ordinary meetings shall be held in each year on such dates and times as
the Council decides.

The first business conducted at the annual meeting of the Council shall
be the election of the Chairman and Vice-Chairman (if there is one) of the
Council.

The Chairman of the Council, unless they has resigned or becomes
disqualified, shall continue in office and preside at the annual meeting
until their successor is elected at the next annual meeting of the Council.

The Vice-Chairman of the Council, if there is one, unless they resign or
becomes disqualified, shall hold office until immediately after the election
of the Chairman of the Council at the next annual meeting of the Council.

In an election year, if the current Chairman of the Council has not been
re-elected as a member of the Council, they shall preside at the annual
meeting until a successor Chairman of the Council has been elected. The
current Chairman of the Council shall not have an original vote in respect
of the election of the new Chairman of the Council but shall give a casting
vote in the case of an equality of votes.

8



In an election year, if the current Chairman of the Council has been re-
elected as a member of the Council, they shall preside at the annual
meeting until a new Chairman of the Council has been elected. they may
exercise an original vote in respect of the election of the new Chairman of
the Council and shall give a casting vote in the case of an equality of
votes.

Following the election of the Chairman of the Council and Vice-Chairman (if
there is one) of the Council at the annual meeting, the business shall include:

i. In an election year, delivery by the Chairman of the Council and
councillors of their acceptance of office forms unless the Council
resolves for this to be done at a later date. In a year which is not an
election year, delivery by the Chairman of the Council of their
acceptance of office form unless the Council resolves for this to be
done at a later date;

il. Confirmation of the accuracy of the minutes of the last meeting of the
Council;

ili.  Receipt of the minutes of the last meeting of a committee;
iv.  Consideration of the recommendations made by a committee;

V. Review of delegation arrangements to committees, sub-committees, staff
and other local authorities;

vi. Review of the terms of reference for committees;
vii.  Appointment of members to existing committees;
viii. Appointment of any new committees in accordance with standing order 4;

iX. Review and adoption of appropriate standing orders and financial
regulations;

X. Review of arrangements (including legal agreements) with other local
authorities, not-for-profit bodies and businesses.

Xi.  Review of representation on or work with external bodies and
arrangements for reporting back;

xii.  In an election year, to make arrangements with a view to the Council
becoming eligible to exercise the general power of competence in the
future;

xiii. Review of inventory of land and other assets including buildings and
office equipment;

xiv. Confirmation of arrangements for insurance cover in respect of all
insurable risks;

XV. Review of the Council’'s and/or staff subscriptions to other bodies;
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Xvi. Review of the Council’'s complaints procedure;

xvii. Review of the Council’s policies, procedures and practices in respect of
its obligations under freedom of information and data protection
legislation (see also standing orders 11, 20 and 21);

xviii. Review of the Council’s policy for dealing with the press/media;
xiXx. Review of the Council’'s employment policies and procedures;

xX. Review of the Council’s expenditure incurred under s.137 of the Local
Government Act 1972 or the general power of competence.

xXi. Determining the time and place of ordinary meetings of the Council up to
and including the next annual meeting of the Council.

EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND
SUB-COMMITTEES

The Chairman of the Council may convene an extraordinary meeting of
the Council at any time.

If the Chairman of the Council does not call an extraordinary meeting of
the Council within seven days of having been requested in writing to do
so by two councillors, any two councillors may convene an extraordinary
meeting of the Council. The public notice giving the time, place and
agenda for such a meeting shall be signed by the two councillors.

The Chairman of a committee [or a sub-committee] may convene an
extraordinary meeting of the committee [or the sub-committee] at any time.

If the Chairman of a committee [or a sub-committee] does not call an
extraordinary meeting within seven days of having been requested to do so by
two members of the committee [or the sub-committee], any two members of the
committee [or the sub-committee] may convene an extraordinary meeting of
the committee [or a sub-committee].

PREVIOUS RESOLUTIONS

A resolution shall not be reversed within six months except either by a special
motion, which requires written notice by at least three councillors to be given to
the Proper Officer in accordance with standing order 9, or by a motion moved
in pursuance of the recommendation of a committee or a sub-committee.

When a motion moved pursuant to standing order 7(a) has been disposed of,
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no similar motion may be moved for a further six months.

VOTING ON APPOINTMENTS

Where more than two persons have been nominated for a position to be filled
by the Council and none of those persons has received an absolute majority of
votes in their favour, the name of the person having the least number of votes
shall be struck off the list and a fresh vote taken. This process shall continue
until a majority of votes is given in favour of one person. A tie in votes may be
settled by the casting vote exercisable by the Chairman of the meeting.

MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE
GIVEN TO THE PROPER OFFICER

A motion shall relate to the responsibilities of the meeting for which it is tabled
and in any event shall relate to the performance of the Council’s statutory
functions, powers and obligations or an issue which specifically affects the
Council’s area or its residents.

No motion may be moved at a meeting unless it is on the agenda and the
mover has given written notice of its wording to the Proper Officer at least ten
clear days before the meeting. Clear days do not include the day of the notice
or the day of the meeting.

The Proper Officer may, before including a motion on the agenda received in
accordance with standing order 9(b), correct obvious grammatical or
typographical errors in the wording of the motion.

If the Proper Officer considers the wording of a motion received in accordance
with standing order 9(b) is not clear in meaning, the motion shall be rejected
until the mover of the motion resubmits it, so that it can be understood, in
writing, to the Proper Officer at least ten clear days before the meeting.

If the wording or subject of a proposed motion is considered improper, the
Proper Officer shall consult with the Chairman of the forthcoming meeting or,
as the case may be, the councillors who have convened the meeting, to
consider whether the motion shall be included in the agenda or rejected.

The decision of the Proper Officer as to whether or not to include the motion on
the agenda shall be final.

Motions received shall be recorded and numbered in the order that they are
received.

Motions rejected shall be recorded with an explanation by the Proper Officer of
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the reason for rejection.

10. MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE

a The following motions may be moved at a meeting without written notice to the
Proper Officer:

i to correct an inaccuracy in the draft minutes of a meeting;

ii. to move to a vote,

iii. to defer consideration of a motion;

iv.  torefer a motion to a particular committee or sub-committee;
V. to appoint a person to preside at a meeting;

vi.  to change the order of business on the agenda;

vii.  to proceed to the next business on the agenda,;

viii.  to require a written report;

iXx. to appoint a committee or sub-committee and their members;
X. to extend the time limits for speaking;

Xi.  to exclude the press and public from a meeting in respect of confidential
or other information which is prejudicial to the public interest;

xii.  to not hear further from a councillor or a member of the public;
xiii.  to exclude a councillor or member of the public for disorderly conduct;
Xiv. to temporarily suspend the meeting;

Xv. to suspend a particular standing order (unless it reflects mandatory
statutory or legal requirements);

xvi. to adjourn the meeting; or

xvii. to close the meeting.

11. MANAGEMENT OF INFORMATION

See also standing order 20.
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The Council shall have in place and keep under review, technical and
organisational measures to keep secure information (including personal
data) which it holds in paper and electronic form. Such arrangements
shall include deciding who has access to personal data and encryption of
personal data.

The Council shall have in place, and keep under review, policies for the
retention and safe destruction of all information (including personal data)
which it holds in paper and electronic form. The Council’s retention
policy shall confirm the period for which information (including personal
data) shall be retained or if this is not possible the criteria used to
determine that period (e.g. the Limitation Act 1980).

The agenda, papers that support the agenda and the minutes of a meeting
shall not disclose or otherwise undermine confidential information or
personal data without legal justification.

Councillors, staff, the Council’s contractors and agents shall not disclose
confidential information or personal data without legal justification.

DRAFT MINUTES

Full Council meetings °
Committee meetings
Sub-committee meetings

If the draft minutes of a preceding meeting have been served on councillors
with the agenda to attend the meeting at which they are due to be
approved for accuracy, they shall be taken as read.

There shall be no discussion about the draft minutes of a preceding meeting
except in relation to their accuracy. A motion to correct an inaccuracy in the
draft minutes shall be moved in accordance with standing order 10(a)(i).

The accuracy of draft minutes, including any amendment(s) made to them,
shall be confirmed by resolution and shall be signed by the Chairman of the
meeting and stand as an accurate record of the meeting to which the
minutes relate.

If the Chairman of the meeting does not consider the minutes to be an
accurate record of the meeting to which they relate, they shall sign the
minutes and include a paragraph in the following terms or to the same effect:

“The Chairman of this meeting does not believe that the minutes of
the meeting of the ( ) held on [date] in respect of ( ) were a correct
record but this view was not upheld by the meeting and the minutes
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13.

are confirmed as an accurate record of the proceedings.”

If the Council’s gross annual income or expenditure (whichever is
higher) does not exceed £25,000, it shall publish draft minutes on a
website which is publicly accessible and free of charge not later than
one month after the meeting has taken place.

Subject to the publication of draft minutes in accordance with standing order
12(e) and standing order 20(a) and following a resolution which confirms the
accuracy of the minutes of a meeting, the draft minutes or recordings of the
meeting for which approved minutes exist shall be destroyed.

CODE OF CONDUCT AND DISPENSATIONS

See also standing order 3(u).

All councillors and non-councillors with voting rights shall observe the code of
conduct adopted by the Council.

Unless they have been granted a dispensation, a councillor or non-councillor
with voting rights shall withdraw from a meeting when it is considering a matter
in which they have a disclosable pecuniary interest. They may return to the
meeting after it has considered the matter in which they had the interest.

Unless they have been granted a dispensation, a councillor or non-councillor
with voting rights shall withdraw from a meeting when it is considering a matter
in which they have another interest if so required by the Council’s code of
conduct. They may return to the meeting after it has considered the matter in
which they had the interest.

Dispensation requests shall be in writing and submitted to the Proper
Officer as soon as possible before the meeting, or failing that, at the start of
the meeting for which the dispensation is required.

A decision as to whether to grant a dispensation shall be made by the Proper
Officer and that decision is final.

A dispensation request shall confirm:

i. the description and the nature of the disclosable pecuniary interest or
other interest to which the request for the dispensation relates;

ii. whether the dispensation is required to participate at a meeting in a
discussion only or a discussion and a vote;

iii. the date of the meeting or the period (not exceeding four years) for which
the dispensation is sought; and

iv. an explanation as to why the dispensation is sought.
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Subject to standing orders 13(d) and (f), a dispensation request shall be
considered by the Proper Officer before the meeting or, if this is not possible, at
the start of the meeting for which the dispensation is required].

A dispensation may be granted in accordance with standing order 13(e) if
having regard to all relevant circumstances any of the following apply:

i without the dispensation the number of persons prohibited from
participating in the particular business would be so great a
proportion of the meeting transacting the business as to impede the
transaction of the business;

ii.  granting the dispensation is in the interests of persons living in the
Council’s area; or

iii. itis otherwise appropriate to grant a dispensation.

CODE OF CONDUCT COMPLAINTS

Upon notification by the Principal Council that a councillor or non-
councillor with voting rights has breached the Council’s code of conduct,
the Council shall consider what, if any, action to take against them. Such
action excludes disqualification or suspension from office.
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15.

PROPER OFFICER

The Proper Officer shall be either (i) the clerk or (ii) other staff member(s)
nominated by the Council to undertake the work of the Proper Officer when the
Proper Officer is absent.

The Proper Officer shall:

i. at least three clear days before a meeting of the council, a
committee or a sub-committee,

e serve on councillors by delivery or post at their residences or by
email authenticated in such manner as the Proper Officer thinks
fit, a signed summons confirming the time, place and the agenda
(provided the councillor has consented to service by email), and

e Provide, in a conspicuous place, public notice of the time, place
and agenda (provided that the public notice with agenda of an
extraordinary meeting of the Council convened by councillors is
signed by them).

See standing order 3(b) for the meaning of clear days for a meeting of a
full council and standing order 3(c) for the meaning of clear days for a
meeting of a committee;

ii. subject to standing order 9, include on the agenda all motions in the order
received unless a councillor has given written notice at least three days
before the meeting confirming their withdrawal of it;

iii. convene a meeting of the Council for the election of a new Chairman of
the Council, occasioned by a casual vacancy in their office;

iv. facilitate inspection of the minute book by local government
electors;

V. receive and retain copies of byelaws made by other local
authorities;

Vi. hold acceptance of office forms from councillors;
vii.  hold a copy of every councillor’s register of interests;

viii. assist with responding to requests made under freedom of information
legislation and rights exercisable under data protection legislation, in
accordance with the Council’s relevant policies and procedures;

ix. liaise, as appropriate, with the Council’'s Data Protection Officer (if there
is one);

X. receive and send general correspondence and notices on behalf of the
Council except where there is a resolution to the contrary;
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Xi.  assist in the organisation of, storage of, access to, security of and
destruction of information held by the Council in paper and electronic
form subject to the requirements of data protection and freedom of
information legislation and other legitimate requirements (e.g. the
Limitation Act 1980);

xii. arrange for legal deeds to be executed;
(see also standing order 23);

xiii. arrange or manage the prompt authorisation, approval, and instruction
regarding any payments to be made by the Council in accordance with its
financial regulations;

xiv. record every planning application notified to the Council and the Council’s
response to the local planning authority in a book for such purpose;

xv. refer a planning application received by the Council to the Chairman or in
their absence Vice-Chair (if there is one) of the Council within two
working days of receipt to facilitate an extraordinary meeting if the nature
of a planning application requires consideration before the next ordinary
meeting of the Council;

Xvi. manage access to information about the Council via the publication
scheme; and

xvii. retain custody of the seal of the Council (if there is one) which shall not
be used without a resolution to that effect.
(see also standing order 23).

RESPONSIBLE FINANCIAL OFFICER

The Council shall appoint appropriate staff member(s) to undertake the work of
the Responsible Financial Officer when the Responsible Financial Officer is
absent.

ACCOUNTS AND ACCOUNTING STATEMENTS

“Proper practices” in standing orders refer to the most recent version of
“Governance and Accountability for Local Councils — a Practitioners’ Guide”.

All payments by the Council shall be authorised, approved and paid in
accordance with the law, proper practices and the Council’s financial
regulations.

The Responsible Financial Officer shall supply to each councillor as soon as
practicable after 30 June, 30 September and 31 December in each year a
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statement to summarise:

i. the Council’'s income and expenditure for each quarter;

il. the Council’s aggregate income and expenditure for the year to date;
iii. the balances held at the end of the quarter being reported and

which includes a comparison with the budget for the financial year and
highlights any actual or potential overspends.

As soon as possible after the financial year end at 31 March, the Responsible
Financial Officer shall provide:

i. each councillor with a statement summarising the Council’s income and
expenditure for the last quarter and the year to date for information; and

ii. to the Council the accounting statements for the year in the form of
Section 2 of the annual governance and accountability return, as required
by proper practices, for consideration and approval.

The year-end accounting statements shall be prepared in accordance with
proper practices and apply the form of accounts determined by the Council
income and expenditure for the year to 31 March. A completed draft annual
governance and accountability return shall be presented to all councillors at
least 14 days prior to anticipated approval by the Council. The annual
governance and accountability return of the Council, which is subject to
external audit, including the annual governance statement, shall be presented
to the Council for consideration and formal approval before 30 June.

FINANCIAL CONTROLS AND PROCUREMENT

The Council shall consider and approve financial regulations drawn up by the
Responsible Financial Officer, which shall include detailed arrangements in
respect of the following:

i. the keeping of accounting records and systems of internal controls;
ii. the assessment and management of financial risks faced by the Council;

iii.  the work of the independent internal auditor in accordance with proper
practices and the receipt of regular reports from the internal auditor,
which shall be required at least annually;

iv.  the inspection and copying by councillors and local electors of the
Council’s accounts and/or orders of payments; and

v.  whether contracts with an estimated value below [60,000] due to special
circumstances are exempt from a tendering process or procurement
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exercise.

Financial regulations shall be reviewed regularly and at least annually for
fithess of purpose.

Subject to additional requirements in the financial regulations of the Council,
the tender process for contracts for the supply of goods, materials, services or
the execution of works shall include, as a minimum, the following steps:

i a specification for the goods, materials, services or the execution of
works shall be drawn up;

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s
specification (i) the time, date and address for the submission of tenders
(iii) the date of the Council’s written response to the tender and (iv) the
prohibition on prospective contractors contacting councillors or staff to
encourage or support their tender outside the prescribed process;

iii. tenders are to be submitted in writing in a sealed marked envelope
addressed to the Proper Officer;

iv. tenders shall be opened by the Proper Officer in the presence of at least
one councillor after the deadline for submission of tenders has passed;

v.  tenders are to be reported to and considered by the appropriate meeting
of the Council or a committee or sub-committee with delegated
responsibility.

Neither the Council, nor a committee or a sub-committee with delegated
responsibility for considering tenders, is bound to accept the lowest value
tender.

Where the value of a contract is likely to exceed the threshold specified
by the Government from time to time, the Council must consider whether
the contract is subject to the requirements of the current procurement
legislation and, if so, the Council must comply with procurement rules.
NALC'’s procurement guidance contains further details.

HANDLING STAFF MATTERS

A matter personal to a member of staff that is being considered by a meeting of
Council OR the HR committee is subject to standing order 11.

Subject to the Council’s policy regarding absences from work, the Council’s
most senior member of staff shall notify the Chairman of the HR committee or,
if they are not available, the vice-chair (if there is one) of the committee of
absence occasioned by illness or other reason and that person shall report
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20.

21.

such absence to the HR committee at its next meeting.

The Chairman of the HR committee or in their absence, the Vice-Chairman
shall upon a resolution conduct a review of the performance and annual
appraisal of the work of the member of staff’s job title. The reviews and
appraisal shall be reported in writing and are subject to approval by resolution
by the HR committee.

Subject to the Council’s policy regarding the handling of grievance matters, the
Council’'s most senior member of staff (or other members of staff) shall contact
the Chairman of the HR committeeor in their absence, the Vice-Chairman of the
cmmittee in respect of an informal or formal grievance matter, and this matter
shall be reported back and progressed by resolution of the committee.

Subject to the Council’s policy regarding the handling of grievance matters, if
an informal or formal grievance matter raised by the member of staff’s job title
relates to the Chairman or Vice-Chairman of the HR committee, this shall be
communicated to another member of the committee, which shall be reported
back and progressed by resolution of the committee.

Any persons responsible for all or part of the management of staff shall treat as
confidential the written records of all meetings relating to their performance,
capabilities, grievance or disciplinary matters.

In accordance with standing order 11(a), persons with line management
responsibilities shall have access to staff records referred to in standing order
19(f).

RESPONSIBILITIES TO PROVIDE INFORMATION

See also standing order 21.

In accordance with freedom of information legislation, the Council shall
publish information in accordance with its publication scheme and
respond to requests for information held by the Council.

The Council, shall publish information in accordance with the
requirements of the Local Government (Transparency Requirements)
(England) Regulations 2015.

RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION
(Below is not an exclusive list).
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22.

23.

See also standing order 11.

The Council may appoint a Data Protection Officer.

The Council shall have policies and procedures in place to respond to an
individual exercising statutory rights concerning their personal data.

The Council shall have a written policy in place for responding to and
managing a personal data breach.

The Council shall keep a record of all personal data breaches comprising
the facts relating to the personal data breach, its effects and the remedial
action taken.

The Council shall ensure that information communicated in its privacy
notice(s) is in an easily accessible and available form and kept up to date.

The Council shall maintain a written record of its processing activities.

RELATIONS WITH THE PRESS/MEDIA

Requests from the press or other media for an oral or written comment or
statement from the Council, its councillors or staff shall be handled in
accordance with the Council’s policy in respect of dealing with the press and/or
other media.

EXECUTION AND SEALING OF LEGAL DEEDS

See also standing orders 15(b)(xii) and (xvii).

A legal deed shall not be executed on behalf of the Council unless authorised
by a resolution.

Subject to standing order 23(a), the Council’s common seal shall alone be
used for sealing a deed required by law. It shall be applied by the Proper
Officer in the presence of two councillors who shall sign the deed as
withesses. Or Subject to standing order 23(a), any two councillors may
sign, on behalf of the Council, any deed required by law and the Proper
Officer shall witness their signatures.]
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24,

25.

26.

COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY
COUNCILLORS

An invitation to attend a meeting of the Council shall be sent, together with the
agenda, to the ward councillor(s) of the District and County Council OR Unitary
Council representing the area of the Council.

Unless the Council determines otherwise, a copy of each letter sent to the
District and County Council OR Unitary Council shall be sent to the ward
councillor(s) representing the area of the Council.

RESTRICTIONS ON COUNCILLOR ACTIVITIES

Unless duly authorised no councillor shall:

i. inspect any land and/or premises which the Council has a right or duty to
inspect; or

ii. issue orders, instructions or directions.

STANDING ORDERS GENERALLY

All or part of a standing order, except one that incorporates mandatory
statutory or legal requirements, may be suspended by resolution in relation to
the consideration of an item on the agenda for a meeting.

A motion to add to or vary or revoke one or more of the Council’s standing
orders, except one that incorporates mandatory statutory or legal requirements,
shall be proposed by a special motion, the written notice by at least three
councillors to be given to the Proper Officer in accordance with standing order
9.

The Proper Officer shall provide a copy of the Council’s standing orders to a
councillor as soon as possible.

The decision of the Chairman of a meeting as to the application of standing
orders at the meeting shall be final.
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These Financial Regulations were adopted by the council at its meeting held on [enter date].



1. General

1.1. These Financial Regulations govern the financial management of the council and
may only be amended or varied by resolution of the council. They are one of the
council’s governing documents and shall be observed in conjunction with the
council’s Standing Orders.

1.2. Councillors are expected to follow these regulations and not to entice employees to
breach them. Failure to follow these regulations brings the office of councillor into
disrepute.

1.3. Wilful breach of these regulations by an employee may result in disciplinary
proceedings.

1.4. Inthese Financial Regulations:

‘Accounts and Audit Regulations’ means the regulations issued under Sections
32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any
superseding legislation, and then in force, unless otherwise specified.
“Approve” refers to an online action, allowing an electronic transaction to take
place.

“Authorise” refers to a decision by the council, or a committee or an officer, to
allow something to happen.

‘Proper practices’ means those set out in The Practitioners’ Guide
Practitioners’ Guide refers to the guide issued by the Joint Panel on
Accountability and Governance (JPAG) and published by NALC in England or
Governance and Accountability for Local Councils in Wales — A Practitioners
Guide jointly published by One Voice Wales and the Society of Local Council
Clerks in Wales.

‘Must’ and bold text refer to a statutory obligation the council cannot change.
‘Shall’ refers to a non-statutory instruction by the council to its members and
staff.

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the
council. The RFO;

acts under the policy direction of the council;

administers the council's financial affairs in accordance with all Acts,
Regulations and proper practices;

determines on behalf of the council its accounting records and control systems;
ensures the accounting control systems are observed,;
ensures the accounting records are kept up to date;

seeks economy, efficiency and effectiveness in the use of council resources;
and

produces financial management information as required by the council.

1.6. The council must not delegate any decision regarding:



1.7.

e setting the final budget or the precept (council tax requirement);

e the outcome of a review of the effectiveness of its internal controls
e approving accounting statements;

e approving an annual governance statement;

e borrowing;

e declaring eligibility for the General Power of Competence; and

e addressing recommendations from the internal or external auditors

In addition, the council shall:
o determine and regularly review the bank mandate for all council bank accounts;

e authorise any grant or single commitment in excess of [£5,000];

Risk management and internal control

2.1.

2.2.

2.3.

2.4,

2.5.

2.6.

The council must ensure that it has a sound system of internal control, which
delivers effective financial, operational and risk management.

The Clerk with the RFO shall prepare, for approval by the council, a risk
management policy covering all activities of the council. This policy and
consequential risk management arrangements shall be reviewed by the council at
least annually.

When considering any new activity, the Clerk with the RFO shall prepare a draft risk
assessment including risk management proposals for consideration by the council.

At least once a year, the council must review the effectiveness of its system
of internal control, before approving the Annual Governance Statement.

The accounting control systems determined by the RFO must include
measures to:

e ensure that risk is appropriately managed;

e ensure the prompt, accurate recording of financial transactions;
e prevent and detect inaccuracy or fraud; and

¢ allow the reconstitution of any lost records;

¢ identify the duties of officers dealing with transactions and

e ensure division of responsibilities.

At least once in each quarter, and at each financial year end, two members other
than the Chairman shall be appointed to verify bank reconciliations (for all
accounts) produced by the RFO. The member’s shall sign and date the
reconciliations and the original bank statements (or similar document) as evidence



2.7.

of this. This activity, including any exceptions, shall be reported to and noted by the
council.

Regular back-up copies shall be made of the records on any council computer and
stored either online or in a separate location from the computer. The council shall
put measures in place to ensure that the ability to access any council computer is

not lost if an employee leaves or is incapacitated for any reason.

Accounts and audit

3.1

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

All accounting procedures and financial records of the council shall be determined
by the RFO in accordance with the Accounts and Audit Regulations.

The accounting records determined by the RFO must be sufficient to explain
the council’s transactions and to disclose its financial position with
reasonable accuracy at any time. In particular, they must contain:

o day-to-day entries of all sums of money received and expended by the
council and the matters to which they relate;

e arecord of the assets and liabilities of the council;

The accounting records shall be designed to facilitate the efficient preparation of the
accounting statements in the Annual Governance and Accountability Return.

The RFO shall complete and certify the annual Accounting Statements of the
council contained in the Annual Governance and Accountability Return in
accordance with proper practices, as soon as practicable after the end of the
financial year. Having certified the Accounting Statements, the RFO shall submit
them (with any related documents) to the council, within the timescales required by
the Accounts and Audit Regulations.

The council must ensure that there is an adequate and effective system of
internal audit of its accounting records and internal control system in
accordance with proper practices.

Any officer or member of the council must make available such documents
and records as the internal or external auditor consider necessary for the
purpose of the audit and shall, as directed by the council, supply the RFO, internal
auditor, or external auditor with such information and explanation as the council
considers necessary.

The internal auditor shall be appointed by the council and shall carry out their work
to evaluate the effectiveness of the council’s risk management, control and
governance processes in accordance with proper practices specified in the
Practitioners’ Guide.

The council shall ensure that the internal auditor:
e is competent and independent of the financial operations of the council;
e reports to council in writing, or in person, on a regular basis with a minimum of

one written report during each financial year;

4



e can demonstrate competence, objectivity and independence, free from any
actual or perceived conflicts of interest, including those arising from family
relationships; and

e has no involvement in the management or control of the council
3.9. Internal or external auditors may not under any circumstances:

e perform any operational duties for the council,

e initiate or approve accounting transactions;

e provide financial, legal or other advice including in relation to any future
transactions; or

o direct the activities of any council employee, except to the extent that such
employees have been appropriately assigned to assist the internal auditor.

3.10.For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as described in The Practitioners
Guide.

3.11.The RFO shall make arrangements for the exercise of electors’ rights in relation to
the accounts, including the opportunity to inspect the accounts, books, and
vouchers and display or publish any notices and documents required by the Local
Audit and Accountability Act 2014, or any superseding legislation, and the Accounts
and Audit Regulations.

3.12.The RFO shall, without undue delay, bring to the attention of all councillors any
correspondence or report from internal or external auditors.

Budget and precept

4.1. Before setting a precept, the council must calculate its council tax
requirement for each financial year by preparing and approving a budget, in
accordance with The Local Government Finance Act 1992 or succeeding
legislation.

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed
by the council at least annually in November for the following financial year and the
final version shall be evidenced by a hard copy schedule signed by the Clerk and
the Chair of the Council or relevant committee. The RFO will inform committees of
any salary implications before they consider their draft budgets.

4.3. No later than December each year, the RFO shall prepare a draft budget with
detailed estimates of all income and expenditure for the following financial year
along with a forecast for the following three financial years, taking account of the
lifespan of assets and cost implications of repair or replacement.

4.4. Unspent budgets for completed projects shall not be carried forward to a
subsequent year. Unspent funds for partially completed projects may only be
carried forward (by placing them in an earmarked reserve) with the formal approval
of the full council.



4.5.

4.6.

4.7.

4.8.

4.9.

Each committee (if any) shall review its draft budget and submit any proposed
amendments to the council Finance committee not later than the end of November
each year.

The draft budget with any committee proposals and three-year forecast, including
any recommendations for the use or accumulation of reserves, shall be considered
by the finance committee and a recommendation made to the council.

Having considered the proposed budget and three-year forecast, the council shall
determine its council tax requirement by setting a budget. The council shall set a
precept for this amount no later than the end of January for the ensuing financial
year.

Any member with council tax unpaid for more than two months is prohibited
from voting on the budget or precept by Section 106 of the Local Government
Finance Act 1992 and must disclose at the start of the meeting that Section
106 applies to them.

The RFO shall issue the precept to the billing authority no later than the end of
February and supply each member with a copy of the agreed annual budget.

4.10.The agreed budget provides a basis for monitoring progress during the year by

comparing actual spending and income against what was planned.

4.11.Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the

council.

Procurement

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

Members and officers are responsible for obtaining value for money at all
times. Any officer procuring goods, services or works should ensure, as far as
practicable, that the best available terms are obtained, usually by obtaining prices
from several suppliers.

The RFO should verify the lawful nature of any proposed purchase before it is made
and in the case of new or infrequent purchases, should ensure that the legal power
being used is reported to the meeting at which the order is authorised and also
recorded in the minutes.

Every contract shall comply with the council’s Standing Orders and these Financial
Regulations and no exceptions shall be made, except in an emergency.

For a contract for the supply of goods, services or works where the estimated
value will exceed the thresholds set by Parliament, the full requirements of
The Procurement Act 2023 and The Procurement Regulations 2024 or any
superseding legislation (“the Legislation”), must be followed in respect of the
tendering, award and notification of that contract.

Where the estimated value is below the Government threshold, the council shall
(with the exception of items listed in paragraph 5.12) obtain prices as follows:

For contracts estimated to exceed [£60,000] including VAT, the Clerk shall seek
formal tenders from at least three suppliers agreed by the council OR advertise an
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open invitation for tenders in compliance with any relevant provisions of the
Legislation. Tenders shall be invited in accordance with Appendix 1.

5.7. For contracts estimated to be over £30,000 including VAT, the council must
comply with any requirements of the Legislation regarding the publication of
invitations and notices.

5.8. For contracts greater than £3,000 excluding VAT the Clerk or RFO shall seek at
least 3 fixed-price quotes;

5.9. where the value is between £500 and £3,000 excluding VAT, the Clerk or RFO shall
try to obtain 3 estimates which might include evidence of online prices, or recent
prices from regular suppliers.

5.10.For smaller purchases, the clerk shall seek to achieve value for money.

5.11.Contracts must not be split to avoid compliance with these rules.
5.12. The requirement to obtain competitive prices in these regulations need not apply to
contracts that relate to items (i) to (iv) below:

i. specialist services, such as legal professionals acting in disputes;
ii. repairs to, or parts for, existing machinery or equipment;
iii. works, goods or services that constitute an extension of an existing contract;

iv.  goods or services that are only available from one supplier or are sold at a
fixed price.

5.13.When applications are made to waive this financial regulation to enable a price to
be negotiated without competition, the reason should be set out in a
recommendation to the council or relevant committee. Avoidance of competition is
not a valid reason.

5.14. The council shall not be obliged to accept the lowest or any tender, quote or
estimate.

5.15.Individual purchases within an agreed budget for that type of expenditure may be
authorised by:

e the Clerk, under delegated authority, for any items below £1,000 excluding VAT.

o the Clerk, in consultation with the Chair of the Council or Chair of the appropriate
committee, for any items below £2,000 excluding VAT.

e aduly delegated committee of the council for all items of expenditure within their
delegated budgets for items under £5,000 excluding VAT.

e in respect of grants, a duly authorised committee within any limits set by council
and in accordance with any policy statement agreed by the council.
e the council for all items over £5,000;

Such authorisation must be supported by a minute (in the case of council or
committee decisions) or other auditable evidence trail.

5.16.No individual member, or informal group of members may issue an official order
unless instructed to do so in advance by a resolution of the council or make any
contract on behalf of the council.



5.17.No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the council or a duly delegated committee
acting within its Terms of Reference except in an emergency.

5.18.In cases of serious risk to the delivery of council services or to public safety on
council premises, the clerk may authorise expenditure of up to £5,000 excluding
VAT on repair, replacement or other work that in their judgement is necessary,
whether or not there is any budget for such expenditure. The Clerk shall report such
action to the Chair as soon as possible and to the council as soon as practicable
thereafter.

5.19.No expenditure shall be authorised, no contract entered into or tender accepted in
relation to any major project, unless the council is satisfied that the necessary funds
are available and that where a loan is required, Government borrowing approval
has been obtained first.

5.20. An official order or letter shall be issued for all work, goods and services above
£250 excluding VAT unless a formal contract is to be prepared or an official order
would be inappropriate. Copies of orders shall be retained, along with evidence of
receipt of goods.

5.21.Any ordering system can be misused and access to them shall be controlled by the
RFO.

Banking and payments

6.1. The council's banking arrangements, including the bank mandate, shall be made by
the RFO and authorised by the council; banking arrangements shall not be
delegated to a committee. The council has resolved to bank with Virgin Money,
Santander and Unity Trust. The arrangements shall be reviewed annually for
security and efficiency.

6.2. The council must have safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud or error. Wherever possible, more than
one person should be involved in any payment, for example by dual online
authorisation or dual cheque signing. Even where a purchase has been authorised,
the payment must also be authorised and only authorised payments shall be
approved or signed to allow the funds to leave the council’s bank.

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to
the appropriate expenditure heading and verified to confirm that the work, goods or
services were received, checked and represent expenditure previously authorised
by the council before being certified by the RFO. Where the certification of invoices
is done as a batch, this shall include a statement by the RFO that all invoices listed
have been ‘examined, verified and certified’ by the RFO.

6.4. Personal payments (including salaries, wages, expenses and any payment made in
relation to the termination of employment) may be summarised to avoid disclosing
any personal information.



6.5. All payments shall be made by online banking, in accordance with a resolution of
the council or duly delegated committee or a delegated decision by an officer,
unless the council resolves to use a different payment method.

6.6. For each financial year the RFO may draw up a schedule of regular payments due
in relation to a continuing contract or obligation (such as Salaries, PAYE, National
Insurance, pension contributions, rent, rates, regular maintenance contracts and
similar items), which the council or a duly delegated committee may authorise in
advance for the year.

6.7. A copy of this schedule of regular payments shall be signed by two members on
each and every occasion when payment is made - to reduce the risk of duplicate
payments.

6.8. A list of such payments shall be reported to the next appropriate meeting of the
council or Finance Committee for information only.

6.9. The Clerk and RFO shall have delegated authority to authorise payments only in
the following circumstances:

i. any payments of up to £1,000 excluding VAT, within an agreed budget.

ii. payments of up to £2,000 excluding VAT in cases of serious risk to the
delivery of council services or to public safety on council premises.

iii. any payment necessary to avoid a charge under the Late Payment of
Commercial Debts (Interest) Act 1998 or to comply with contractual terms,
where the due date for payment is before the next scheduled meeting of the
council, where the Clerk and RFO certify that there is no dispute or other
reason to delay payment, provided that a list of such payments shall be
submitted to the next appropriate meeting of council or finance committee.

iv.  Fund transfers within the councils banking arrangements up to the sum of
£10,000, provided that a list of such payments shall be submitted to the next
appropriate meeting of council or finance committee.

6.10.The RFO shall present a schedule of payments requiring authorisation, forming part
of the agenda for the meeting, together with the relevant invoices, to the council or
finance committee. The council or committee shall review the schedule for
compliance and, having satisfied itself, shall authorise payment by resolution. The
authorised schedule shall be initialled immediately below the last item by the person
chairing the meeting. A detailed list of all payments shall be disclosed within or as
an attachment to the minutes of that meeting.

7. Electronic payments

7.1. Where internet banking arrangements are made with any bank, the RFO shall be
appointed as the Service Administrator. The bank mandate agreed by the council
shall identify a number of councillors who will be authorised to approve transactions
on those accounts and a minimum of two people will be involved in any online



7.2.

7.3.

7.4.

7.5.

7.6.

7.7.

7.8.

7.9.

approval process. The Clerk may be an authorised signatory, but no signatory
should be involved in approving any payment to themselves.

All authorised signatories shall have access to view the council’s bank accounts
online.

No employee or councillor shall disclose any PIN or password, relevant to the
council or its banking, to anyone not authorised in writing by the council or a duly
delegated committee.

The Service Administrator shall set up all items due for payment online. A list of
payments for approval, together with copies of the relevant invoices, shall be sent
by email to two authorised signatories.

In the prolonged absence of the Service Administrator an authorised signatory shall
set up any payments due before the return of the Service Administrator.

Two councillors who are authorised signatories shall check the payment details
against the invoices before approving each payment using the online banking
system.

Evidence shall be retained showing which members approved the payment online
and a printout of the transaction confirming that the payment has been made shall
be appended to the invoice for audit purposes.

A full list of all payments made in a month shall be provided to the next council
meeting and appended to the minutes.

With the approval of the council in each case, regular payments (such as gas,
electricity, telephone, broadband, water, National Non-Domestic Rates, refuse
collection, pension contributions and HMRC payments) may be made by variable
direct debit, provided that the instructions are signed/approved online by two
authorised members. The approval of the use of each variable direct debit shall be
reviewed by the council at least every two years.

7.10.Payment may be made by BACS or CHAPS by resolution of the council provided

that each payment is approved online by two authorised bank signatories, evidence
is retained and any payments are reported to the council at the next meeting. The
approval of the use of BACS or CHAPS shall be renewed by resolution of the
council at least every two years.

7.11.1f thought appropriate by the council, regular payments of fixed sums may be made

by banker’s standing order, provided that the instructions are signed or approved
online by two members, evidence of this is retained and any payments are reported
to council when made. The approval of the use of a banker’s standing order shall be
reviewed by the council at least every two years.

7.12.Account details for suppliers may only be changed upon written natification by the

supplier verified by two of the Clerk and the RFO. This is a potential area for fraud
and the individuals involved should ensure that any change is genuine. Data held
should be checked with suppliers every two years.
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7.13.Members and officers shall ensure that any computer used for the council’s
financial business has adequate security, with anti-virus, anti-spyware and firewall
software installed and regularly updated.

7.14.Remembered password facilities other than secure password stores requiring
separate identity verification should not be used on any computer used for council
banking.

8. Cheque payments

8.1. Cheques or orders for payment in accordance with a resolution or delegated
decision shall be signed by two members and countersigned by the Clerk.

8.2. A signatory having a family or business relationship with the beneficiary of a
payment shall not, under normal circumstances, be a signatory to that payment.

8.3. To indicate agreement of the details on the cheque with the counterfoil and the
invoice or similar documentation, the signatories shall also initial the cheque
counterfoil and invoice.

8.4. Cheques or orders for payment shall not normally be presented for signature other
than at, or immediately before or after a council or committee meeting. Any
signatures obtained away from council meetings shall be reported to the council or
Finance Committee at the next convenient meeting.

9. Payment cards

9.1. Any Debit Card issued for use will be specifically restricted to the Clerk and the
RFO and will also be restricted to a single transaction maximum value of £1,000
unless authorised by council or finance committee in writing before any order is
placed.

9.2. A pre-paid debit card may be issued to employees with varying limits. These limits
will be set by the council. Transactions and purchases made will be reported to the
council and authority for topping-up shall be at the discretion of the council.

9.3. Any corporate credit card or trade card account opened by the council will be
specifically restricted to use by the Clerk and RFO specify other officers and any
balance shall be paid in full each month.

9.4. Personal credit or debit cards of members or staff shall not be used under any
circumstances. Except for expenses of up to £250 including VAT, incurred in
accordance with council policy.

10. Petty Cash

10.1.The council will not maintain any form of cash float (except for the purpose of
discharging the business of the bar in the Council’s events centre). All cash received
must be banked intact. Any payments made in cash by the Clerk or RFO (for
example for postage or minor stationery items) shall be refunded on a regular basis,
at least quarterly.}
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11.

12.

Payment of salaries and allowances

11.1.As an employer, the council must make arrangements to comply with the
statutory requirements of PAYE legislation.

11.2.Councillors allowances (where paid) are also liable to deduction of tax under
PAYE rules and must be taxed correctly before payment.

11.3.Salary rates shall be agreed by the council, or a duly delegated committee. No
changes shall be made to any employee’s gross pay, emoluments, or terms and
conditions of employment without the prior consent of the council or relevant
committee.

11.4.Payment of salaries shall be made, after deduction of tax, national insurance,
pension contributions and any similar statutory or discretionary deductions, on the
dates stipulated in employment contracts.

11.5.Deductions from salary shall be paid to the relevant bodies within the required
timescales, provided that each payment is reported, as set out in these regulations
above.

11.6.Each payment to employees of net salary and to the appropriate creditor of the
statutory and discretionary deductions shall be recorded in a payroll control account
or other separate confidential record, with the total of such payments each calendar
month reported in the cashbook. Payroll reports will be reviewed by the finance
committee to ensure that the correct payments have been made.

11.7.Any termination payments shall be supported by a report to the council, setting out
a clear business case. Termination payments shall only be authorised by the full
council.

11.8.Before employing interim staff, the council must consider a full business case.

Loans and investments

12.1.Any application for Government approval to borrow money and subsequent
arrangements for a loan must be authorised by the full council and recorded in the
minutes. All borrowing shall be in the name of the council, after obtaining any
necessary approval.

12.2. Any financial arrangement which does not require formal borrowing approval from
the Secretary of State (such as Hire Purchase, Leasing of tangible assets or loans
to be repaid within the financial year) must be authorised by the full council,
following a written report on the value for money of the proposed transaction.

12.3.The council shall consider the requirement for an Investment Strategy and Policy in
accordance with Statutory Guidance on Local Government Investments, which must
be written in accordance with relevant regulations, proper practices and guidance.
Any Strategy and Policy shall be reviewed by the council at least annually.

12.4. All investment of money under the control of the council shall be in the name of the
council.

12.5.All investment certificates and other documents relating thereto shall be retained in
the custody of the RFO.
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13.

14.

12.6.Payments in respect of short term or long-term investments, including transfers
between bank accounts held in the same bank, shall be made in accordance with
these regulations.

Income

13.1.The collection of all sums due to the council shall be the responsibility of and under
the supervision of the RFO.

13.2.The council will review all fees and charges for work done, services provided, or
goods sold at least annually as part of the budget-setting process, following a report
of the Clerk. The RFO shall be responsible for the collection of all amounts due to
the council.

13.3.Any sums found to be irrecoverable and any bad debts shall be reported to the
council by the RFO and shall be written off in the year. The council’s approval shall
be shown in the accounting records.

13.4.All sums received on behalf of the council shall be deposited intact with the
council's bankers, with such frequency as the RFO considers necessary. The origin
of each receipt shall clearly be recorded on the paying-in slip or other record.

13.5.Personal cheques shall not be cashed out of money held on behalf of the council.

13.6.The RFO shall ensure that VAT is correctly recorded in the council’s accounting
software and that any VAT Return required is submitted from the software by the
due date.

13.7.Where significant sums of cash are regularly received by the council, the RFO shall
ensure that more than one person is present when the cash is counted in the first
instance, that there is a reconciliation to some form of control record such as ticket
issues, and that appropriate care is taken for the security and safety of individuals
banking such cash.

13.8.Any income that is the property of a charitable trust shall be paid into a charitable
bank account. Instructions for the payment of funds due from the charitable trust to
the council (to meet expenditure already incurred by the authority) will be given by
the Managing Trustees of the charity meeting separately from any council meeting.

Payments under contracts for building or other construction works

14.1.Where contracts provide for payment by instalments the RFO shall maintain a
record of all such payments, which shall be made within the time specified in the
contract based on signed certificates from the architect or other consultant engaged
to supervise the works.

14.2. Any variation of, addition to or omission from a contract must be authorised by the
Clerk to the contractor in writing, with the council being informed where the final
cost is likely to exceed the contract sum by 5% or more, or likely to exceed the
budget available.
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15.

16.

17.

Stores and equipment

15.1.The officer in charge of each section shall be responsible for the care and custody
of stores and equipment in that section.

15.2.Delivery notes shall be obtained in respect of all goods received into store or
otherwise delivered and goods must be checked as to order and quality at the time
delivery is made.

15.3. Stocks shall be kept at the minimum levels consistent with operational
requirements.

15.4.The RFO shall be responsible for periodic checks of stocks and stores, at least
annually.

Assets, properties and estates

16.1.The Clerk shall make arrangements for the safe custody of all title deeds and Land
Registry Certificates of properties held by the council.

16.2.The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date, with a record of all properties held by the council,
their location, extent, plan, reference, purchase details, nature of the interest,
tenancies granted, rents payable and purpose for which held, in accordance with
Accounts and Audit Regulations.

16.3.The continued existence of tangible assets shown in the Register shall be verified at
least annually, possibly in conjunction with a health and safety inspection of assets.

16.4.No interest in land shall be purchased or otherwise acquired, sold, leased or
otherwise disposed of without the authority of the council, together with any other
consents required by law. In each case a written report shall be provided to council
in respect of valuation and surveyed condition of the property (including matters
such as planning permissions and covenants) together with a proper business case
(including an adequate level of consultation with the electorate where required by
law).

16.5.No tangible moveable property shall be purchased or otherwise acquired, sold,
leased or otherwise disposed of, without the authority of the council, together with
any other consents required by law, except where the estimated value of any one
item does not exceed £500. In each case a written report shall be provided to
council with a full business case.

Insurance

17.1.The RFO shall keep a record of all insurances effected by the council and the
property and risks covered, reviewing these annually before the renewal date in
conjunction with the council’s review of risk management.
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17.2.The Clerk shall give prompt notification to the RFO of all new risks, properties or
vehicles which require to be insured and of any alterations affecting existing
insurances.

17.3.The RFO shall be notified of any loss, liability, damage or event likely to lead to a
claim, and shall report these to the council at the next available meeting. The RFO
shall negotiate all claims on the council's insurers in consultation with the Clerk.

17.4.All appropriate members and employees of the council shall be included in a
suitable form of security or fidelity guarantee insurance which shall cover the
maximum risk exposure as determined annually by the council, or duly delegated
committee.

18. Charities

18.1.Where the council is sole managing trustee of a charitable body the Clerk and RFO
shall ensure that separate accounts are kept of the funds held on charitable trusts
and separate financial reports made in such form as shall be appropriate, in
accordance with Charity Law and legislation, or as determined by the Charity
Commission. The Clerk and RFO shall arrange for any audit or independent
examination as may be required by Charity Law or any Governing Document.

19. Suspension and revision of Financial Regulations

19.1. The council shall review these Financial Regulations annually and following any
change of clerk or RFO. The Clerk shall monitor changes in legislation or proper
practices and advise the council of any need to amend these Financial Regulations.

19.2.The council may, by resolution duly notified prior to the relevant meeting of council,
suspend any part of these Financial Regulations, provided that reasons for the
suspension are recorded and that an assessment of the risks arising has been
presented to all members. Suspension does not disapply any legislation or permit
the council to act unlawfully.

19.3. The council may temporarily amend these Financial Regulations by a duly notified
resolution, to cope with periods of absence, local government reorganisation,
national restrictions or other exceptional circumstances.
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Appendix 1 - Tender process

1)

2)

3)

4)

5)

6)

Any invitation to tender shall state the general nature of the intended contract and the
Clerk shall obtain the necessary technical assistance to prepare a specification in
appropriate cases.

The invitation shall in addition state that tenders must be addressed to the Clerk in
the ordinary course of post, unless an electronic tendering process has been agreed
by the council.

Where a postal process is used, each tendering firm shall be supplied with a
specifically marked envelope in which the tender is to be sealed and remain sealed
until the prescribed date for opening tenders for that contract. All sealed tenders
shall be opened at the same time on the prescribed date by the Clerk in the presence
of at least one member of council.

Where an electronic tendering process is used, the council shall use a specific email
address that will be monitored to ensure that nobody accesses any tender before the
expiry of the deadline for submission.

Any invitation to tender issued under this regulation shall be subject to Standing
Order and shall refer to the terms of the Bribery Act 2010.

Where the council, or duly delegated committee, does not accept any tender, quote
or estimate, the work is not allocated and the council requires further pricing, no
person shall be permitted to submit a later tender, estimate or quote who was present
when the original decision-making process was being undertaken.
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Model Councillor Code of Conduct 2020

Joint statement

The role of councillor across all tiers of local government is a vital part of our country’s
system of democracy. It is important that as councillors we can be held accountable and all
adopt the behaviors and responsibilities associated with the role. Our conduct as an
individual councillor affects the reputation of all councillors. We want the role of councillor to
be one that people aspire to. We also want individuals from a range of backgrounds and
circumstances to be putting themselves forward to become councillors.

As councillors, we represent local residents, work to develop better services and deliver
local change. The public have high expectations of us and entrust us to represent our local
area, taking decisions fairly, openly, and transparently. We have both an individual and
collective responsibility to meet these expectations by maintaining high standards and
demonstrating good conduct, and by challenging behaviour which falls below expectations.

Importantly, we should be able to undertake our role as a councillor without being
intimidated, abused, bullied, or threatened by anyone, including the general public.

This Code has been designed to protect our democratic role, encourage good conduct and
safeguard the public’s trust in local government.
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Introduction

The Local Government Association (LGA) has developed this Model Councillor Code of
Conduct, in association with key partners and after extensive consultation with the sector,
as part of its work on supporting all tiers of local government to continue to aspire to high
standards of leadership and performance. It is a template for councils to adopt in whole
and/or with local amendments.

All councils are required to have a local Councillor Code of Conduct.

The LGA will undertake an annual review of this Code to ensure it continues to be fit- for-
purpose, incorporating advances in technology, social media and changes in legislation. The
LGA can also offer support, training and mediation to councils and councillors on the
application of the Code and the National Association of Local Councils (NALC) and the
county associations of local councils can offer advice and support to town and parish
councils.

Definitions

For the purposes of this Code of Conduct, a “councillor” means a member or co-opted
member of a local authority or a directly elected mayor. A “co-opted member” is defined in
the Localism Act 2011 Section 27(4) as “a person who is not a member of the authority but
who

a) is a member of any committee or sub-committee of the authority, or;
b) is a member of, and represents the authority on, any joint committee or joint sub-
committee of the authority;

and who is entitled to vote on any question that falls to be decided at any meeting of that
committee or sub-committee”.

For the purposes of this Code of Conduct, “local authority” includes county councils, district
councils, London borough councils, parish councils, town councils, fire and rescue
authorities, police authorities, joint authorities, economic prosperity boards, combined
authorities and National Park authorities.

Purpose of the Code of Conduct

The purpose of this Code of Conduct is to assist you, as a councillor, in modelling the
behaviour that is expected of you, to provide a personal check and balance, and to set out
the type of conduct that could lead to action being taken against you. It is also to protect
you, the public, fellow councillors, local authority officers and the reputation of local
government. It sets out general principles of conduct expected of all councillors and your
specific obligations in relation to standards of conduct. The LGA encourages the use of
support, training and mediation prior to action being taken using the Code. The
fundamental aim of the Code is to create and maintain public confidence in the role of
councillor and local government.
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General principles of councillor conduct

Everyone in public office at all levels; all who serve the public or deliver public services,
including ministers, civil servants, councillors and local authority officers; should uphold
the Seven Principles of Public Life, also known as the Nolan Principles.

Building on these principles, the following general principles have been developed
specifically for the role of councillor.

In accordance with the public trust placed in me, on all occasions:

* | act with integrity and honesty

* | act lawfully

* | treat all personsfairly and with respect; and

* | lead by example and act in a way that secures public confidence in the role of
councillor.

In undertaking my role:

* | impartially exercise my responsibilities in the interests of the local community

* | do not improperly seek to confer an advantage, or disadvantage, on any
person

* | avoid conflicts of interest

* | exercise reasonable care and diligence; and

* | ensure that public resources are used prudently in accordance with my local
authority’s requirements and in the public interest.

Application of the Code of Conduct

This Code of Conduct applies to you as soon as you sign your declaration of acceptance of
the office of councillor or attend your first meeting as a co-opted member and continues to
apply to you until you cease to be a councillor.

This Code of Conduct applies to you when you are acting in your capacity as a councillor
which may include when:

* you misuse your position as a councillor

* Your actions would give the impression to a reasonable member of the public with
knowledge of all the facts that you are acting as a councillor;

The Code applies to all forms of communication and interaction, including:

* at face-to-face meetings

* at online or telephone meetings
* in written communication

* in verbal communication

* in non-verbal communication

* in electronic and social media communication, posts, statements and
comments.

You are also expected to uphold high standards of conduct and show leadership at all times
when acting as a councillor.

Your Monitoring Officer has statutory responsibility for the implementation of the Code of
Conduct, and you are encouraged to seek advice from your Monitoring Officer on any
matters that may relate to the Code of Conduct. Town and parish councillors are
encouraged to seek advice from their Clerk, who may refer matters to the Monitoring
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Officer.

Standards of councillor conduct

This section sets out your obligations, which are the minimum standards of conduct required of
you as a councillor. Should your conduct fall short of these standards, a complaint may be
made against you, which may result in action being taken.

Guidance is included to help explain the reasons for the obligations and how they should be
followed.

General Conduct

1. Respect
As a councillor:

1.1 I treat other councillors and members of the public with respect.

1.2 I treat local authority employees, employees and representatives of partner
organisations and those volunteering for the local authority with respect and
respect the role they play.

Respect means politeness and courtesy in behaviour, speech, and in the written word.
Debate and having different views are all part of a healthy democracy. As a councillor, you
can express, challenge, criticise and disagree with views, ideas, opinions and policies in a
robust but civil manner. You should not, however, subject individuals, groups of people or
organisations to personal attack.

In your contact with the public, you should treat them politely and courteously. Rude and
offensive behaviour lowers the public’s expectations and confidence in councillors.

In return, you have a right to expect respectful behaviour from the public. If members of the
public are being abusive, intimidatory or threatening you are entitled to stop any
conversation or interaction in person or online and report them to the local authority, the
relevant social media provider or the police. This also applies to fellow councillors, where
action could then be taken under the Councillor Code of Conduct, and local authority
employees, where concerns should be raised in line with the local authority’s councillor-
officer protocol.

2. Bullying, harassment and discrimination
As a councillor:

2.1 1do not bully any person.
2.2 1 do not harass any person.

2.3 | promote equalities and do not discriminate unlawfully against any
person.

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as
offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power
through means that undermine, humiliate, denigrate or injure the recipient. Bullying might be
a regular pattern of behaviour or a one-off incident, happen face-to-face, on social media, in
emails or phone calls, happen in the workplace or at work social events and may not always
be obvious or noticed by others.

The Protection from Harassment Act 1997 defines harassment as conduct that causes
alarm or distress or puts people in fear of violence and must involve such conduct on at least
two occasions. It can include repeated attempts to impose unwanted communications and
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contact upon a person in a manner that could be expected to cause distress or fear in any
reasonable person.

Unlawful discrimination is where someone is treated unfairly because of a protected
characteristic. Protected characteristics are specific aspects of a person's

identity defined by the Equality Act 2010. They are age, disability, gender reassignment,
marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and
sexual orientation.

The Equality Act 2010 places specific duties on local authorities. Councillors have a central
role to play in ensuring that equality issues are integral to the local authority's performance
and strategic aims, and that there is a strong vision and public commitment to equality
across public services.

3. Impartiality of officers of the council

As a councillor:

3.1 1do not compromise, or attempt to compromise, the impartiality of
anyone who works for, or on behalf of, the local authority.

Officers work for the local authority as a whole and must be politically neutral (unless they
are political assistants). They should not be coerced or persuaded to act in a way that would
undermine their neutrality. You can question officers in order to understand, for example,
their reasons for proposing to act in a particular way, or the content of a report that they
have written. However, you must not try and force them to act differently, change their
advice, or alter the content of that report, if doing so would prejudice their professional
integrity.

4. Confidentiality and access to information
As a councillor:

4.1 | do not disclose information:
a. given to mein confidence by anyone
b. acquired by me which | believe, or ought reasonably to be
aware, is of a confidential nature, unless
i. Ihave received the consent of a person authorised to give it;

ii. lam required by law to do so;

iii. the disclosure is made to athird party for the purpose of
obtaining professional legal advice provided that the third
party agrees not to disclose the information to any other
person; or

iv. thedisclosureis:

1. reasonable and in the public interest; and

2. made in good faith and in compliance with the
reasonable requirements of the local authority; and

3. | have consulted the Monitoring Officer prior to its
release.

4.2 1 do not improperly use knowledge gained solely as a result of my role as a
councillor for the advancement of myself, my friends, my family members,
my employer or my business interests.

4.3 1 do not prevent anyone from getting information that they are entitled to by
law.
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Local authorities must work openly and transparently, and their proceedings and printed
materials are open to the public, except in certain legally defined circumstances. You should
work on this basis, but there will be times when itis required by law that discussions,
documents and other information relating to or held by the local authority must be treated in
a confidential manner. Examples include personal data relating to individuals or information
relating to ongoing negotiations.

5. Disrepute
As a councillor:

5.1 1do not bring my role or local authority into disrepute.

As a Councillor, you are trusted to make decisions on behalf of your community and your
actions and behaviour are subject to greater scrutiny than that of ordinary members of the
public. You should be aware that your actions might have an adverse impact on you, other
councillors and/or your local authority and may lower the public’s confidence in your or your
local authority’s ability to discharge your/its functions. For example, behaviour that is
considered dishonest and/or deceitful can bring your local authority into disrepute.

You are able to hold the local authority and fellow councillors to account and are able to
constructively challenge and express concern about decisions and processes undertaken by
the council whilst continuing to adhere to other aspects of this Code of Conduct.

6. Use of position
As a councillor:

6.1 1 do not use, or attempt to use, my position improperly to the advantage or
disadvantage of myself or anyone else.

Your position as a member of the local authority provides you with certain opportunities,
responsibilities, and privileges, and you make choices all the time that will impact others.
However, you should not take advantage of these opportunities to further your own or
others’ private interests or to disadvantage anyone unfairly.

7. Use of local authority resources and facilities
As a councillor:

7.1 1do not misuse council resources.

7.2 1 will, when using the resources of the local authority or authorising their use

by

others:

a. act in accordance with the local authority's requirements; and

b. ensure that such resources are not used for political purposes unless

that use could reasonably be regarded as likely to facilitate, or be
conducive to, the discharge of the functions of the local authority or of
the office to which | have been elected or appointed.

You may be provided with resources and facilities by the local authority to assist you in
carrying out your duties as a councillor.

Examples include:

» office support

* stationery

* equipment such as phones, and computers
e transport
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* access and use of local authority buildings and rooms.

These are given to you to help you carry out your role as a councillor more effectively and
are not to be used for business or personal gain. They should be used in accordance with
the purpose for which they have been provided and the local authority’s own policies
regarding their use.

8. Complying with the Code of Conduct
As a Councillor:

8.1 I undertake Code of Conduct training provided by my local authority.

8.2 | cooperate with any Code of Conduct investigation and/or
determination.

8.3 1 do not intimidate or attempt to intimidate any person who is likely to be
involved with the administration of any investigation or proceedings.

8.4 | comply with any sanction imposed on me following a finding that | have
breached the Code of Conduct.

It is extremely important for you as a councillor to demonstrate high standards, for you to
have your actions open to scrutiny and for you not to undermine public trust in the local
authority or its governance. If you do not understand or are concerned about the local
authority’s processes in handling a complaint you should raise this with your Monitoring
Officer.

Protecting your reputation and the reputation of the local authority

9. Interests

As a councillor:
9.1 | register and disclose my interests.

Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and
maintain a register of interests of members of the authority .

You need to register your interests so that the public, local authority employees and fellow
councillors know which of your interests might give rise to a conflict of interest. The register is
a public document that can be consulted when (or before) an issue arises. The register

also protects you by allowing you to demonstrate openness and a willingness to be held
accountable. You are personally responsible for deciding whether or not you should

disclose an interest in a meeting, but it can be helpful for you to know early on if others think
that a potential conflict might arise. It is also important that the public know about any

interest that might have to be disclosed by you or other councillors when making or taking
part in decisions, so that decision making is seen by the public as open and honest. This
helps to ensure that public confidence in the integrity of local governance is maintained.

You should note that failure to register or disclose a disclosable pecuniary interest as set
out in Table 1, is a criminal offence under the Localism Act 2011.

Appendix B sets out the detailed provisions on registering and disclosing interests. If in
doubt, you should always seek advice from your Monitoring Officer.
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10. Gifts and hospitality
As a councillor:

10.1 1do not accept gifts or hospitality, irrespective of estimated value, which
could give rise to real or substantive personal gain or a reasonable
suspicion of influence on my part to show favour from persons seeking to
acquire, develop or do business with the local authority or from persons
who may apply to the local authority for any permission, licence or other
significant advantage.

10.2 Iregister with the Monitoring Officer any gift or hospitality with an
estimated value of at least £50 within 28 days of its receipt.

10.3 I register with the Monitoring Officer any significant gift or
hospitality that | have been offered but have refused to accept.

In order to protect your position and the reputation of the local authority, you should
exercise caution in accepting any gifts or hospitality which are (or which you reasonably
believe to be) offered to you because you are a councillor. The presumption should always
be not to accept significant gifts or hospitality. However, there may be times when such a
refusal may be difficult if it is seen as rudeness in which case you could accept it but must
ensure it is publicly registered. However, you do not need to register gifts and hospitality
which are not related to your role as a councillor, such as Christmas gifts from your friends
and family. It is also important to note that it is appropriate to accept normal expenses and
hospitality associated with your duties as a councillor. If you are unsure, do contact your
Monitoring Officer for guidance.
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Appendices

Appendix A — The Seven Principles of Public Life

The principles are:

Selflessness

Holders of public office should act solely in terms of the public interest.
Integrity

Holders of public office must avoid placing themselves under any obligation to people or
organisations that might try inappropriately to influence them in their work. They should not
act or take decisions in order to gain financial or other material benefits for themselves,
their family, or their friends. They must disclose and resolve any interests and relationships.

Objectivity

Holders of public office must act and take decisions impatrtially, fairly and on merit, using
the best evidence and without discrimination or bias.

Accountability

Holders of public office are accountable to the public for their decisions and actions and
must submit themselves to the scrutiny necessary to ensure this.

Openness

Holders of public office should act and take decisions in an open and transparent manner.
Information should not be withheld from the public unless there are clear  and lawful
reasons for so doing.

Honesty
Holders of public office should be truthful.
Leadership

Holders of public office should exhibit these principles in their own behaviour. They should
actively promote and robustly support the principles and be willing to challenge poor
behaviour wherever it occurs.
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Appendix B Registering interests

Within 28 days of becoming a member or your re-election or re-appointment to office you must
register with the Monitoring Officer the interests which fall within the categories set out in
Table 1 (Disclosable Pecuniary Interests) which are as described in “The Relevant
Authorities (Disclosable Pecuniary Interests) Regulations 2012”. You should also register
details of your other personal interests which fall within the categories set out in Table 2
(Other Registerable Interests).

“Disclosable Pecuniary Interest” means an interest of yourself, or of your partner if you are
aware of your partner's interest, within the descriptions set out in Table 1 below.

"Partner" means a spouse or civil partner, or a person with whom you are living as husband
or wife, or a person with whom you are living as if you are civil partners.

1.

You must ensure that your register of interests is kept up-to-date and within 28
days of becoming aware of any new interest, or of any change to a registered
interest, notify the Monitoring Officer.

A ‘sensitive interest’ is as an interest which, if disclosed, could lead to the
councillor, or a person connected with the councillor, being subject to violence
or intimidation.

Where you have a ‘sensitive interest’ you must notify the Monitoring Officer with
the reasons why you believe it is a sensitive interest. If the Monitoring Officer
agrees they will withhold the interest from the public register.

Non participation in case of disclosable pecuniary interest

4.

Where a matter arises at a meeting which directly relates to one of your Disclosable
Pecuniary Interests as set out in Table 1, you must disclose the interest, not
participate in any discussion or vote on the matter and must not remain in the room
unless you have been granted a dispensation. If it is a ‘sensitive interest’, you do not
have to disclose the nature of the interest, just that you have an interest.
Dispensation may be granted in limited circumstances, to enable you to participate
and vote on a matter in which you have a disclosable pecuniary interest.

[Where you have a disclosable pecuniary interest on a matter to be considered or is
being considered by you as a Cabinet member in exercise of your executive function,
you must notify the Monitoring Officer of the interest and must not take any steps or
further steps in the matter apart from arranging for someone else to deal with it ]

Disclosure of Other Registerable Interests

6.
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Where a matter arises at a meeting which directly relates to the financial interest or
wellbeing of one of your Other Registerable Interests (as set out in Table 2), you must
disclose the interest. You may speak on the matter only if members of the public are
also allowed to speak at the meeting but otherwise must not take part in any
discussion or vote on the matter and must not remain in the room unless you have
been granted a dispensation. If it is a ‘sensitive interest’, you do not have to disclose
the nature of the interest.
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Disclosure of Non-Registerable Interests

7. Where a matter arises at a meeting which directly relates to your financial interest

or well-being (and is not a Disclosable Pecuniary Interest set out in Table 1) or a
financial interest or well-being of a relative or close associate, you must disclose the
interest. You may speak on the matter only if members of the public are also allowed
to speak at the meeting. Otherwise you must not take part in any discussion or vote
on the matter and must not remain in the room unless you have been granted a
dispensation. If it is a ‘sensitive interest’, you do not have to disclose the nature of
the interest.

Where a matter arises at a meeting which affects —
a. your own financial interest or well-being;
b. afinancial interest or well-being of a relative or close associate; or
c. afinancial interest or wellbeing of a body included under Other Registrable Interests as
set out in Table 2

you must disclose the interest. In order to determine whether you can remain in the
meeting after disclosing your interest the following test should be applied

Where a matter (referred to in paragraph 8 above) affects the financial interest or well-being:
a. to a greater extent than it affects the financial interests of the majority of
inhabitants of the ward affected by the decision and;
b. areasonable member of the public knowing all the facts would believe that it
would affect your view of the wider public interest

You may speak on the matter only if members of the public are also allowed to
speak at the meeting. Otherwise you must not take part in any discussion or vote
on the matter and must not remain in the room unless you have been granted a
dispensation.

If it is a ‘sensitive interest’, you do not have to disclose the nature of the interest.

10. Where you have an Other Registerable Interest or Non-Registerable Interest on a matter
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your executive function, you must notify the Monitoring Officer of the interest and must
not take any steps or further steps in the matter apart from arranging for someone else
to deal with it]
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Table 1: Disclosable Pecuniary Interests

This table sets out the explanation of Disclosable Pecuniary Interests as set out in the
Relevant Authorities (Disclosable Pecuniary Interests) Requlations 2012.

Subject Description :
Employment, office, trade, Any employment, office, trade,
profession or vocation profession or vocation carried on for

profit or gain.

Sponsorship Any payment or provision of any other
financial benefit (other than from the
council) made to the councillor during the
previous 12-month period for expenses
incurred by him/her in carrying out
his/her duties as a councillor, or towards
his/her election expenses.

This includes any payment or financial
benefit from a trade union within the
meaning of the Trade Union and Labour
Relations (Consolidation) Act 1992.

Contracts Any contract made between the
councillor or his/her spouse or civil
partner or the person with whom the
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councillor is living as if they were
spouses/civil partners (or a firm in which
such person is a partner, or an incorporated
body of which such person is a director* or
a body that such person has a beneficial
interest in the securities of*) and the council
(a) under which goods or services are to be
provided or works are to be executed; and
(b) which has not been fully discharged.

Land and Property

Any beneficial interest in land which is
within the area of the council.

‘Land’ excludes an easement, servitude,
interest or right in or over land which does
not give the councillor or his/her spouse or
civil partner or the person with whom the
councillor is living as if they were spouses/
civil partners (alone or jointly with another)
a right to occupy or to receive income.

Licenses

Any licence (alone or jointly with others) to|
occupy land in the area of the council for a
month or longer

Corporate tenancies

Any tenancy where (to the councillor’s
knowledge)—

(a) the landlord is the council; and

(b) the tenant is a body that the councillor,
or his/her spouse or civil partner or the
person with whom the councillor is living as
if they were spouses/ civil partners is a
partner of or a director* of or has a
beneficial interest in the securities* of.

Securities

Any beneficial interest in securities* of a
body where—

(a) that body (to the councillor's

knowledge) has a place of business or

land in the area of the council; and

(b) either—

(i) ) the total nominal value of the

securities* exceeds £25,000 or one
hundredth of the total issued share

capital of that body; or

(i) if the share capital of that body is of
more than one class, the total nominal
value of the shares of any one class in
which the councillor, or his/ her spouse or
civil partner or the person with whom the
councillor is living as if they were
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spouses/civil partners have a beneficial
interest exceeds one hundredth of the
total issued share capital of that class.

* ‘director’ includes a member of the committee of management of an industrial and
provident society.

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a
collective investment scheme within the meaning of the Financial Services and Markets Act
2000 and other securities of any description, other than money deposited with a building
society.

Table 2: Other Registrable Interests

You must register as an Other Registerable Interest :
a) any unpaid directorships

b) any body of which you are a member or are in a position of general control or
management and to which you are nominated or appointed by your authority

c¢) any body
() exercising functions of a public nature
(if) directed to charitable purposes or
(iiif) one of whose principal purposes includes the influence of public opinion
or policy (including any political party or trade union)

of which you are a member or in a position of general control or management
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Appendix C —the Committee on Standards in Public Life

The LGA has undertaken this review whilst the Government continues to consider the
recommendations made by the Committee on Standards in Public Life in their report on
Local Government Ethical Standards. If the Government chooses to implement any of the
recommendations, this could require a change to this Code.

The recommendations cover:

* Recommendations for changes to the Localism Act 2011 to clarify in law when the
Code of Conduct applies

* The introduction of sanctions

* An appeals process through the Local Government Ombudsman

* Changes to the Relevant Authorities (Disclosable Pecuniary Interests)
Regulations 2012

* Updates to the Local Government Transparency Code

* Changes to the role and responsibilities of the Independent Person

* That the criminal offences in the Localism Act 2011 relating to Disclosable
Pecuniary Interests should be abolished

The Local Government Ethical Standards report also includes Best Practice
recommendations. These are:

Best practice 1: Local authorities should include prohibitions on bullying and harassment in
codes of conduct. These should include a definition of bullying and harassment,
supplemented with a list of examples of the sort of behaviour covered by such a definition.

Best practice 2: Councils should include provisions in their code of conduct requiring
councillors to comply with any formal standards investigation and prohibiting trivial or
malicious allegations by councillors.

Best practice 3: Principal authorities should review their code of conduct each year and
regularly seek, where possible, the views of the public, community organisations and
neighbouring authorities.

Best practice 4: An authority’s code should be readily accessible to both councillors and
the public, in a prominent position on a council’s website and available in council premises.

Best practice 5: Local authorities should update their gifts and hospitality register at least
once per quarter, and publish it in an accessible format, such as CSV.

Best practice 6: Councils should publish a clear and straightforward public interest test
against which allegations are filtered.

Best practice 7: Local authorities should have access to at least two Independent
Persons.

Best practice 8: An Independent Person should be consulted as to whether to undertake a
formal investigation on an allegation, and should be given the option to
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review and comment on allegations which the responsible officer is minded to dismiss
as being without merit, vexatious, or trivial.

Best practice 9: Where a local authority makes a decision on an allegation of misconduct
following a formal investigation, a decision notice should be published as soon as possible
on its website, including a brief statement of facts, the provisions of the code engaged by
the allegations, the view of the Independent Person, the reasoning of the decision-maker,
and any sanction applied.

Best practice 10: A local authority should have straightforward and accessible guidance
on its website on how to make a complaint under the code of conduct, the process for
handling complaints, and estimated timescales for investigations and outcomes.

Best practice 11: Formal standards complaints about the conduct of a parish councillor
towards a clerk should be made by the chair or by the parish council, rather than the clerk in
all but exceptional circumstances.

Best practice 12: Monitoring Officers’ roles should include providing advice, support and
management of investigations and adjudications on alleged breaches to parish councils
within the remit of the principal authority. They should be provided with adequate training,
corporate support and resources to undertake this work.

Best practice 13: A local authority should have procedures in place to address any
conflicts of interest when undertaking a standards investigation. Possible steps should
include asking the Monitoring Officer from a different authority to undertake the
investigation.

Best practice 14: Councils should report on separate bodies they have set up or which
they own as part of their annual governance statement and give a full picture of their
relationship with those bodies. Separate bodies created by local authorities should abide by
the Nolan principle of openness and publish their board agendas and minutes and annual
reports in an accessible place.

Best practice 15: Senior officers should meet regularly with political group leaders or group
whips to discuss standards issues.

The LGA has committed to reviewing the Code on an annual basis to ensure it is still
fit for purpose.
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Elmton with Creswell
Parish Council

&Sy,

PUBLICATION SCHEME | Adopted May 2025

Information to be published Location Cost
Class 1 — Who we are and what we do (Hard copy /

Online)
(Organisational information, structures, locations, and contracts.)
List of Council Members and their responsibilities Online N.A.
Details of any representation on local public bodies Online N.A.
Postal and email address Online N.A
Contact details for the Parish Clerk and Council Members
Location of Main Council office and accessibility details Online N.A.
Staffing structure Online N.A.
Class 2 — What we spend and how we spend it (Hard copy /

Online)
(Financial information about projected and actual income and
expenditure, procurement, contracts and financial audit)
Statement of accounts and internal audit report in the format Online N.A
included in the Annual Return form
Finalised budget Online N.A
Precept Online N.A

*For costs of hard copy documents please refer to the Schedule of Charges on Page 5



Borrowing Approval letter

Hard Copy

All items of expenditure above £100 Online *
Financial Standing Orders and Regulations Online *
Grants given and received Hard copy *
List of current contracts awarded and value of contract Hard copy *
Member’s allowances and expenses Hard copy *

Class 3 — What our priorities are and how we are doing

(Hard copy /

format) or any other impact assessment (e.g. Health and Safety
Impact Assessment, Equality Impact Assessment e.c.t), as
appropriate and relevant

(Strategies and plans, performance indicators, audits, inspections onine)

and reviews)

Annual governance statement in format included in the Annual Online N.A
Return form

Parish Plan Not held

Annual Report to Parish Meeting Online N.A
Quality status Online N.A
Local charters drawn up in accordance with DLUHC’s guidelines | Not held

Data protection impact assessments (in full or short summary Hard copy *

*For costs of hard copy documents please refer to the Schedule of Charges on Page 5




Class 4 — How we make decisions

(Hard copy /

Online)
(Decision making processes and records of decisions)
Timetable of meetings (Council and any committee/sub- Online N.A
committee meetings and parish meetings)
Agendas of meetings (as above) Online N.A
Minutes of meetings (as above) — exclude material that is Online N.A
properly considered to be exempt from disclosure
Reports presented to Council meetings — exclude material that is | Hard copy *
properly considered to be exempt from disclosure
Responses to consultation papers Hard copy *
Responses to planning applications Hard copy *
Bye-laws Hard copy *

Class 5 — Our policies and procedures

(Hard copy /

Online)
(Current written protocols, policies and procedures for delivering
our services and responsibilities)
Policies and procedures for the conduct of Council business: Online *

Procedural standing orders

Committee and sub-committee terms of reference
Delegated authority in respect of officers

Code of Conduct

Policy Statements

*For costs of hard copy documents please refer to the Schedule of Charges on Page 5




Policies and procedures for the provision of services and about Online *
the employment of staff:
= Internal instructions to staff and policies relating to the
delivery of services
= Equality and diversity policy
= Health and safety policy
= Recruitment policies and details of current vacancies
= Policies and procedures for handling requests for
information
= Complaints procedures (including those covering
requests for information and operating the public
scheme)
Records management, personal data and access to information Hard copy *

policies

Include information security polices, records retention,
destruction and archive policies, and data protection (including
data sharing and CCTV usage policies)

Class 6 — Lists and Registers

(Hard copy /

Online)
(Currently maintained lists and registers only)
Information legally required to hold in publicly available registers | Hard copy *
Assets register, including details of public land and building Hard copy *
assets
Disclosure log indicting the information provided in response to Hard copy *
FOIA (Freedom of Information Act) and EIR (Environmental
Information Regulations) requests.
Register of member’s interests Online N.A
Register of gifts and hospitality Online N.A

*For costs of hard copy documents please refer to the Schedule of Charges on Page 5




Class 7 — The services we offer (Hard copy /

Online)
(Information about the services we offer, including leaflets,
guidance, and newsletters produced for the public and
businesses)
Allotments Online N.A
Burial grounds and closed churchyards Hard copy
Community centres and village halls Online N.A
Parks, playing fields and recreational facilities Online N.A
Seating, litter bins, clocks, memorials and lighting Hard copy *
Bus shelters Hard copy *
Markets Not held
Public conveniences Not held
Agency agreements Hard copy
Services for which we are entitled to recover a fee and details of | Hard copy
those fees

Schedule of Charges*.

Type of Charge Description Basis of Charge
Disbursement cost Photocopying @ 10p per Acutal cost *
sheet (black & white)
Photocopying @ 20p per Actual cost*
sheet (colour)

*For costs of hard copy documents please refer to the Schedule of Charges on Page 5



Postage

Actual cost of Royal Malil
standard 2" class

*the actual cost incurred

*For costs of hard copy documents please refer to the Schedule of Charges on Page 5
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DATA PROTECTION POLICY

Purpose

Definitions

Data protection principles
Processing

Individual rights

Data security

Training



Purpose

The council is committed to being transparent about how it collects and uses the personal
data of staff, and to meeting our data protection obligations. This policy sets out the council's
commitment to data protection, and your rights and obligations in relation to personal data in
line with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018
(DPA).

This policy applies to the personal data of current and former job applicants, employees,
workers, contractors, and former employees, referred to as HR-related personal data. This
policy does not apply to the personal data relating to members of the public or other
personal data processed for council business.

The council has appointed [name and job title] as the person with responsibility for data
protection compliance within the council. Questions about this policy, or requests for further
information, should be directed to them.

Definitions

"Personal data" is any information that relates to a living person who can be identified from
that data (a ‘data subject’) on its own, or when taken together with other information. It
includes both automated personal data and manual filing systems where personal data are
accessible according to specific criteria. It does not include anonymised data.

“Processing” is any use that is made of data, including collecting, recording, organising,
consulting, storing, amending, disclosing or destroying it.

"Special categories of personal data" means information about an individual's racial or ethnic
origin, political opinions, religious or philosophical beliefs, trade union membership, health,
sex life or sexual orientation and genetic or biometric data as well as criminal convictions
and offences.

"Criminal records data" means information about an individual's criminal convictions and
offences, and information relating to criminal allegations and proceedings.

Data protection principles

The council processes HR-related personal data in accordance with the following data
protection principles the council:

e processes personal data lawfully, fairly and in a transparent manner

o collects personal data only for specified, explicit and legitimate purposes

e processes personal data only where it is adequate, relevant and limited to what is
necessary for the purposes of processing

o keeps accurate personal data and takes all reasonable steps to ensure that
inaccurate personal data is rectified or deleted without delay

o keeps personal data only for the period necessary for processing

e adopts appropriate measures to make sure that personal data is secure, and
protected against unauthorised or unlawful processing, and accidental loss,
destruction or damage



The council will tell you of the personal data it processes, the reasons for processing your
personal data, how we use such data, how long we retain the data, and the legal basis for
processing in our privacy notices.

The council will not use your personal data for an unrelated purpose without telling you
about it and the legal basis that we intend to rely on for processing it. The council will not
process your personal data if it does not have a legal basis for processing.

The council keeps a record of our processing activities in respect of HR-related personal
data in accordance with the requirements of the General Data Protection Regulation
(GDPR).

Processing
Personal data

The council will process your personal data (that is not classed as special categories of
personal data) for one or more of the following reasons:

e it is necessary for the performance of a contract, e.g., your contract of employment
(or services); and/or

e it is necessary to comply with any legal obligation; and/or

o it is necessary for the council’s legitimate interests (or for the legitimate interests of a
third party), unless there is a good reason to protect your personal data which
overrides those legitimate interests; and/or

e it is necessary to protect the vital interests of a data subject or another person; and/or

e itis necessary for the performance if a task carried out in the public interest or in the
exercise of official authority vested in the controller.

If the council processes your personal data (excluding special categories of personal data) in
line with one of the above bases, it does not require your consent. Otherwise, the council is
required to gain your consent to process your personal data. If the council asks for your
consent to process personal data, then we will explain the reason for the request. You do not
need to consent or can withdraw consent later.

The council will not use your personal data for an unrelated purpose without telling you
about it and the legal basis that we intend to rely on for processing it.

Personal data gathered during the employment is held in your personnel file in hard copy
and electronic format on HR and IT systems and servers. The periods for which the council
holds your HR-related personal data are contained in our privacy notices to individuals.

Sometimes the council will share your personal data with contractors and agents to carry out
our obligations under a contract with the individual or for our legitimate interests. We require
those individuals or companies to keep your personal data confidential and secure and to
protect it in accordance with Data Protection law and our policies. They are only permitted to
process that data for the lawful purpose for which it has been shared and in accordance with
our instructions.



The council will update HR-related personal data promptly if you advise that your information
has changed or is inaccurate. You may be required to provide documentary evidence in
some circumstances.

The council keeps a record of our processing activities in respect of HR-related personal
data in accordance with the requirements of the General Data Protection Regulation
(GDPR).

Special categories of data

The council will only process special categories of your personal data (see above) on the
following basis in accordance with legislation:

o where it is necessary for carrying out rights and obligations under employment law or
a collective agreement;

e where it is necessary to protect your vital interests or those of another person where
you are physically or legally incapable of giving consent;

e where you have made the data public;

¢ where it is necessary for the establishment, exercise or defence of legal claims;

o where itis necessary for the purposes of occupational medicine or for the
assessment of your working capacity;

e where it is carried out by a not-for-profit body with a political, philosophical, religious
or trade union aim provided the processing relates to only members or former
members provided there is no disclosure to a third party without consent;

¢ where it is necessary for reasons for substantial public interest on the basis of law
which is proportionate to the aim pursued and which contains appropriate
safeguards;

¢ where is it necessary for reasons of public interest in the area of public health; and

o where is it necessary for archiving purposes in the public interest or scientific and
historical research purposes.

If the council processes special categories of your personal data in line with one of the
above bases, it does not require your consent. In other cases, the council is required to gain
your consent to process your special categories of personal data. If the council asks for your
consent to process a special category of personal data, then we will explain the reason for
the request. You do not have to consent or can withdraw consent later.

Individual rights
As a data subject, you have a number of rights in relation to your personal data.

Subject access requests

You have the right to make a subject access request. If you make a subject access request,
the council will tell you:

o whether or not your data is processed and if so why, the categories of personal data
concerned and the source of the data if it is not collected from yourself;

e to whom your data is or may be disclosed, including to recipients located outside the
European Economic Area (EEA) and the safeguards that apply to such transfers;



o for how long your personal data is stored (or how that period is decided);

e your rights to rectification or erasure of data, or to restrict or object to processing;

e your right to complain to the Information Commissioner if you think the council has
failed to comply with your data protection rights; and

¢ whether or not the council carries out automated decision-making and the logic
involved in any such decision-making.

The council will also provide you with a copy of your personal data undergoing processing.
This will normally be in electronic form if you have made a request electronically, unless you
agree otherwise.

If you want additional copies, the council may charge a fee, which will be based on the
administrative cost to the council of providing the additional copies.

To make a subject access request, you should send the request to the Clerk or Chairman of
the Council. In some cases, the council may need to ask for proof of identification before the
request can be processed. The council will inform you if we need to verify your identity and
the documents we require.

The council will normally respond to a request within a period of one month from the date it
is received. Where the council processes large amounts of your data, this may not be
possible within one month. The council will write to you within one month of receiving the
original request to tell you if this is the case.

If a subject access request is manifestly unfounded or excessive, the council is not obliged
to comply with it. Alternatively, the council can agree to respond but will charge a fee, which
will be based on the administrative cost of responding to the request. A subject access
request is likely to be manifestly unfounded or excessive where it repeats a request to which
the council has already responded. If you submit a request that is unfounded or excessive,
the council will notify you that this is the case and whether or not we will respond to it.

Other rights

You have a number of other rights in relation to your personal data. You can require the
council to:

e rectify inaccurate data;

e stop processing or erase data that is no longer necessary for the purposes of
processing;

e stop processing or erase data if your interests override the council's legitimate
grounds for processing data (where the council relies on our legitimate interests as a
reason for processing data);

e stop processing or erase data if processing is unlawful; and

e stop processing data for a period if data is inaccurate or if there is a dispute about
whether or not your interests override the council's legitimate grounds for processing
data.

e complain to the Information Commissioner. You can do this by contacting the
Information Commissioner’s Office directly. Full contact details including a helpline
number can be found on the Information Commissioner’s Office website
(www.ico.org.uk).



To ask the council to take any of these steps, you should send the request to the Clerk or
Chairman of the Council.

Data security

The council takes the security of HR-related personal data seriously. The council has
internal policies and controls in place to protect personal data against loss, accidental
destruction, misuse or disclosure, and to ensure that data is not accessed, except by
employees in the proper performance of their duties.

Where the council engages third parties to process personal data on our behalf, such parties
do so on the basis of written instructions, are under a duty of confidentiality and are obliged
to implement appropriate technical and organisational measures to ensure the security of
data.

[Impact assessments

Some of the processing that the council carries out may result in risks to privacy (such as
monitoring of public areas via CCTV). Where processing would result in a high risk to your
rights and freedoms, the council will carry out a data protection impact assessment (DPIA) to
determine the necessity and proportionality of processing. This will include considering the
purposes for which the activity is carried out, the risks for yourself and the measures that can
be put in place to mitigate those risks.]

Data breaches

The council have robust measures in place to minimise and prevent data breaches from
taking place. Should a breach of personal data occur the council must take notes and keep
evidence of that breach.

If you are aware of a data breach you must contact the Clerk or Chairman of the Council
immediately and keep any evidence, you have in relation to the breach.

If the council discovers that there has been a breach of HR-related personal data that poses
a risk to the rights and freedoms of yourself, we will report it to the Information
Commissioner within 72 hours of discovery. The council will record all data breaches
regardless of their effect.

If the breach is likely to result in a high risk to the rights and freedoms of individuals, we will
tell you that there has been a breach and provide you with information about its likely
consequences and the mitigation measures we have taken.

International data transfers

The council will not transfer HR-related personal data to countries outside the EEA.

Individual responsibilities




You are responsible for helping the council keep your personal data up to date. You should
let the council know if data provided to the council changes, for example if you move to a
new house or change your bank details.

Everyone who works for, or on behalf of, the council has some responsibility for ensuring
data is collected, stored and handled appropriately, in line with the council’s policies.

You may have access to the personal data of other individuals and of members of the public
in the course of your work with the council. Where this is the case, the council relies on you
to help meet our data protection obligations to staff and members of the public. Individuals
who have access to personal data are required:

e to access only data that you have authority to access and only for authorised
purposes;

e not to disclose data except to individuals (whether inside or outside the council) who
have appropriate authorisation;

o to keep data secure (for example by complying with rules on access to premises,
computer access, including password protection, locking computer screens when
away from desk, and secure file storage and destruction including locking drawers
and cabinets, not leaving documents on desk whilst unattended);

e not to remove personal data, or devices containing or that can be used to access
personal data, from the council's premises without prior authorisation and without
adopting appropriate security measures (such as encryption or password protection)
to secure the data and the device; and

e not to store personal data on local drives or on personal devices that are used for
work purposes.

e to never transfer personal data outside the European Economic Area except in
compliance with the law and with express authorisation from the Clerk or Chair of the
Council

e to ask for help from the council’s data protection lead if unsure about data protection
or if you notice a potential breach or any areas of data protection or security that can
be improved upon.

Failing to observe these requirements may amount to a disciplinary offence, which will be
dealt with under the council's disciplinary procedure. Significant or deliberate breaches of
this policy, such as accessing personal data without authorisation or a legitimate reason to
do so or concealing or destroying personal data as part of a subject access request, may
constitute gross misconduct and could lead to dismissal without notice.

Training
The council provides training to all individuals about their data protection responsibilities.

If your roles require you to have regular access to personal data, or you are responsible for
implementing this policy or responding to subject access requests under this policy, you will
receive additional training to help you understand your duties and how to comply with them.]

This is a non-contractual policy and procedure which will be reviewed from time to time.
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FREEDOM OF INFORMATION POLICY | Adopted
Sep 2024

The Freedom of Information Act 2000

The Freedom of Information Act 2000 provides public access to information held by public
authorities. It does this in two ways:

= Public authorties are obliged to publish certain information about their activities
= Members of the public are entitled to request information from public authorities

The FOI Act gives two related qualified rights — the right to be told whether the information is
held and the right to receive the information, subject to exemptions. The right of access applies
regardless of the purpose of the application

The Act covers any recorded information held by a public authority in England, Wales and
Northern Ireland and by UK-wide public authorities based in Scotland. Recorded information
includes printed documents, computer files, letters, emails, photographs, hand written notes and
sound or video recordings.

The Act does not give people access to their own personal data (information about themselves).
Individuals wishing to see information about themselves need to make a Subject Access
Request under the Data Protection Act 2018.

Policy
Elmton with Creswell Parish Council will

1. Respond to requests for information promptly and within 20 working days from the day
after the day of receipt. Where we are not able to do so we will inform requesters of the
reasons and keep them updated of progress in dealing with their request.

2. Maintain a ‘Publication Scheme' that provides information which is readily accessible
without the need for a formal FolA request.

3. Continue to protect the personal data entrusted to us, by disclosing it only in accordance
with the Data Protection Act 2018.



4. Consult with third parties before disclosing information that could affect their rights and
interests. However, we reserve the right to take the final decision on disclosure.

5. Reserve the right to make reasonable charge for information requests in line with the
FolA Fees Regulations or other applicable regulations, including charging for requests

made under the Data Protection Act 2018.

6. Where we are not minded to disclose information where exemption(s) apply seek to
explain the exemption and how we are applying it.

7. Provide a review process for requesters

8. Ensure that all staff are aware of their obligations under the Act to make information
available.

Making a request for information
To constitute a valid request under FolA and EIR requests:

1. Must be in writing;

2. Must clearly describe the information being sought;
3. Can be made by an individual or an organisation;
4. Can be made by letter or email;

5. Must be legible and;

6. Must contain the name of the applicant and a return address

Requests for information do not:

1. Have to be written in a special form;
2. Need to mention the FOIA or EIR, or

3. Need to refer to “Freedom of Information”.

When making your request you should include: your preferred correspondence details e.g.
name, email or postal address as well as a clear description of the information you are
requesting in as much detail as possible. If we need to clarify your request it may take longer to
provide you the information you have requested.



Elmton with Creswell Parish Council has a duty to provide advice and assistance to applicants
under Section 16 of the FOIA so far as it would be reasonable to expect the Council to do so.
The Council must advise whether it holds the information, and must normally supply it within 20
working days. However, if your request is unclear and we need further details to establish if we
hold the information, we may ask for clarification from you. The time limit will stop and will not
restart until we receive the additional information.

If you wish to request information which is not already published on our website through our
Publication Scheme, please e-mail info@elmtonwithcreswellparish.org.uk or write to us at:

Elmton with Creswell Parish Council
Creswell Events Centre

Elmton Road

Creswell

Derbyshire

Any information we supply to you under FOIA should be for your personal use. We retain
copyright to all information we disclose.

Repeat Requests

Where a repeated request is received that is identical or substantially similar to a previous
request from the same person, The Council will consider this as a repeated request. The
Council is not obliged to comply with repeat requests for information, under the FOIA unless a
reasonable interval has elapsed between compliance with the previous request and the making
of the current request.

In reaching a decision about whether an application for access should be categorised, as a
repeat request the Council will have regard to:

1. The time that has elapsed since the previous request;
2. Whether the request is identical or substantially similar to the previous request;
3. Whether any relevant, new information has been generated since the previous request.

4. A ‘reasonable interval’ will be deemed to be 40 working days.

Vexatious requests

The Council is not obliged to comply with vexatious requests under the FOIA.


mailto:info@elmtonwithcreswellparish.org.uk

In determining whether a request should be refused because it is vexatious the Council will
consider all the circumstances of the request, including:

1. The context and history of requests submitted by an applicant;

2. Whether the request is likely to cause unjustified distress, disruption or irritation.
3. Whether the request could fairly be seen as obsessive

4. Whether complying with the request imposes a significant burden

5. Whether an applicant is habitually and persistently submitting requests where there
appears to be no reasonable grounds for them to do so

6. Whether there is a strong likelihood that such requests are being made to intentionally
cause harassment, cause distress to staff, divert resources or to disrupt the proper
workings of the Council.

Fees

Section 9 of the FOIA allows the Council to charge a fee for providing information in response to
a request. The fee is determined in accordance with the Fees Regulations. The Fee Regulations
set out what charges are permissible for information requests. These charges are currently
defined as two elements, prescribed costs and disbursements.

Under section 12 of the FOIA, the Council does not have to comply with a request for
information if the cost of compliance exceeds the Appropriate limit, this is the limit for the
estimated or calculated prescribed costs. The regulations define an ‘Appropriate Limit’, for non-
central Government is currently £450.

The Council must still confirm or deny whether it holds the information requested unless the cost
of this alone would exceed the appropriate limit.

The Council can only take into account the costs it reasonably expects to incur in:

1. Determining whether it holds the information requested;
2. Locating the information, or document containing the information;
3. Retrieving the information, or a document containing it; and

4. Extracting the information from a document containing it

The cost will be calculated at £25 per hour per person, regardless of the actual cost or rate of
pay. The calculation of the appropriate limit of £450 is equivalent to about 2.5 days of one
person’s time charged at the £25 per hour rate.



Where a reasonable estimate is made that the appropriate limit of £450 for the costs of
preparation would be exceeded then the Council will either:

A. Refuse to comply with the request; and/or

B. Issue a fees notice to the applicant for the estimated amount

Where appropriate the applicant may be asked whether they would like to reframe their request
so that it does not exceed the appropriate limit of £450, in these circumstances the applicant will
have the choice of amending the request or alternatively paying the preparation fees.

Where the limit is exceeded, there is no requirement for the Council to undertake work up to the
limit. The Council can also include the costs of Disbursement as a separate fee.

Requests for review

If you have not received the information you asked for, or if some of it has been withheld, the
Council has a procedure for reviewing FOI requests.

You must put your request for review in writing within 40 working days of receiving the Council’s
response, giving the reasons for your review request. You can either email
info@elmtonwithcreswellparish.org.uk or write to the address above.

Appealing to the Information Commissioner’s Office

If you are not happy with the way your request has been handled or your review response you
may appeal to:

The Information Commissioner
Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Tel: 01625 545745
Fax: 01625 524510

Website: https://ico.org.uk
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COMPLAINTS POLICY & PROCEDURE

Aim of the Complaints Procedure

The Parish Council aims to learn from complaints and, where they are found to be
justified, to ensure that appropriate measures are taken to improve services.

It will:
e ensure that anyone who wishes to make a complaint knows how to go
about it;
e respond to a complaint efficiently and within a reasonable time;
e ensure that service users are satisfied that the complaint has been taken
seriously and, where possible, reasonable measures have been taken to
improve services.

All complaints will be dealt with in confidence, and the name of the complainant will
not be revealed by the Parish Council, except where it is the wish of the complainant.

What is a Complaint

The Parish Council will investigate a complaint from a person, or their nominated
representative, if it is one of the following:

e An expression of dissatisfaction about the failure to provide or meet the
expected standard of a service.

Neglect or delay in responding to a contact with the Parish Council.
Failure to observe the Parish Council's policies or procedures.
Discourteous or dishonest conduct by a member of staff.

Harassment, bias or discrimination.

The Complaints Procedure does not cover:

e Complaints about the conduct of Parish Councillors. These should be
reported to the Monitoring Officer at Bolsover District Council

« Where a person wishes to disagree with a Parish Council decision or
policy or makes a request under the Freedom of Information Act, whereby
there are alternative processes for representation in place.

To make a Complaint

A formal written letter of complaint must be sent to the Clerk or if the complaint
involves the Clerk, the letter should be sent to the Chairman of the Parish Council.



Stage One

In the first instance, formal complaints should be submitted in writing to the Clerk of
the Council, who is responsible for managing the complaint and seeking a fair and
timely resolution. Complainants should include their name, contact information, and a
clear explanation of the issue, including any relevant dates, individuals involved, and
supporting documentation. Upon receipt, the Clerk will acknowledge the complaint
within five working days and carry out a proportionate investigation. A full written
response outlining the findings and any actions to be taken will be issued within twenty
working days. If the complaint relates to the conduct of the Clerk, it should instead be
directed to the Chair of the Council for handling under the same procedure.

If the complainant remains dissatisfied with the outcome of the initial investigation,
they may escalate the matter to the full Parish Council by submitting a written request
for an appeal within ten working days of receiving the Stage 1 response. The appeal
must set out the grounds on which it is being made and provide any additional
supporting information.

Stage Two

The appeal will be considered at the next suitable Council meeting, with all parties
involved given the opportunity to present their case. To preserve fairness, any
councillors with prior involvement in the complaint will not participate in the appeal
decision. The Council will deliberate in private session and issue a written decision
within ten working days of the meeting. The decision of the Council will be final, and
no further appeal will be available within the Council’s procedures. At the meeting
the Parish Council may resolve to exclude members of the public and press to
ensure confidentiality. Depending on whether the complainant wishes the matter to
be dealt with in this way.

Anonymous Complaints

The Parish Council will not action any information/complaints made anonymously
whether by telephone, email or letter.

They will report any potentially criminal matter to the Police.

If any Parish Councillor or the Clerk receives an anonymous phone call the caller will
be advised that anonymous calls cannot be actioned other than to inform the Police
if appropriate and that any complaint against the Parish Council should be put in
writing to the Clerk and any complaint about an individual Parish Councillor should
be addressed to the Monitoring Officer at Rotherham Borough Council.

Abusive calls will be be terminated.
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A policy for the management of abusive, unreasonably persistent / habitual, or vexatious
requests, and requesters. This policy can also be used for the management of abusive,
persistent, or vexatious complaints and complainants by substituting “request” and
“requester” with the words “complaint” and “complainant” where appropriate.

1. Introduction

1.1 This policy identifies situations where a person making a request, either individually or as
part of a group, or a group of requesters, might be considered to be habitual or vexatious.
The following forms the Parish Council’s policy for ways of responding to these situations.

1.2 Habitual means ‘done repeatedly or as a habit’. The term vexatious is recognised in law
and means ‘denoting an action or the bringer of an action that is brought purely to cause
annoyance to the defendant’.

1.3 Indicators that requests (which can be verbal, written, in person, via telephone or
information technology) are vexatious are if:

a) they include abusive or aggressive language.

b) requesters can be said to bear a personal grudge or make completely unsubstantiated
accusations against the Parish Council, individual Councillors, or specific employees.

c) requests from individuals are unreasonably persistent, frequent, or overlapping.

d) the effort required to meet the request will be so grossly oppressive or a strain on time
and resources, that the Parish Council cannot reasonably be expected to comply, no matter
how legitimate the matter or valid intentions of the requester.

1.4 This policy intends to assist in identifying and managing persons who seek to be
disruptive to the Council through pursuing an unreasonable course of conduct.

1.5 The term “request” in this policy includes requests made under the Freedom of
Information Act 2000 and the Data Protection Act 1998, and any subsequent modification of
this legislation.

1.6 Habitual or vexatious requests can be a problem for Council staff and Members. The
difficulty in handling such requests is that they are time consuming and wasteful of resources
in terms of Officer and Councillor time. While the Parish Council endeavours to respond with
patience and sympathy to the needs of all requesters there are times when there is nothing
further which can reasonably be done to assist or to rectify a real or perceived problem.

1.7 When dealing with any request the Parish Council will consider:
a) the burden complying with requests would bring on it.

b) the motive of the requester.

c) the value or serious purpose of the request.

d) if dealing with the request would cause any harassment of or distress to employees.



1.8 Raising of legitimate queries, or the criticism of the progress of a request, for example if
agreed timescales are not met, should not in itself lead to someone being regarded as a
vexatious or an unreasonably persistent requestor. Similarly, the fact that a requestor is
unhappy with the outcome of a request and seeks to challenge it should not necessarily
cause him or her to be labelled vexatious or unreasonably persistent.

1.9 The aim of this policy is to contribute to the overall aim of dealing with all requests in
ways which are demonstrably consistent, fair, and reasonable while ensuring that others e.g.
Staff, Councillors or the Council as a whole suffer no detriment.

2. Habitual or Vexatious Requesters

2.1 For the purpose of this policy the following definition of habitual or vexatious requesters
will be used: “The repeated and/or obsessive pursuit of unreasonable requests and/or
unrealistic outcomes and/or reasonable requests in an unreasonable manner”.

2.2 Prior to considering its implementation the Clerk will send a copy of this policy to the
requester to give them prior notification of its possible implementation.

2.3 Where requests continue and have been identified as habitual or vexatious in
accordance with the criteria set out in Section 3, the Clerk will seek agreement from
Councillors to treat the requester as a habitual or vexatious requester for the appropriate
course of action to be taken. Section 4 details the options available for dealing with habitual
or vexatious requests.

2.4 The Clerk on behalf of the Parish Council or the Chairman (if appropriate) will notify
requesters, in writing, of the reasons why their request has been treated as habitual or
vexatious and the action that will be taken.

2.5 The status of the requester, including their compliance with any restrictions issued under
this policy, will be kept under review. If a requester subsequently demonstrates a more
reasonable approach, then their status will be reviewed. See 6.1.

3. Definitions

3.1 The Parish Council defines unreasonably persistent and vexatious requesters as those
people who, because of the frequency or nature of their contacts with the Council, hinder the
Council’s consideration of their or other people’s requests. The description ‘unreasonably
persistent’ and ‘vexatious’ may apply separately or jointly to a requester.

3.2 Examples include the way in which, or frequency with which requesters raise their issues
and how requesters respond when informed of the Parish Council’s decision about the
request such as:

e Having insufficient or no grounds for their complaint and making the complaint to annoy;
o Refusing to specify the grounds of a complaint, despite offers of assistance;
e Refusing to cooperate with the complaints investigation process;

e Refusing to accept that certain issues are not within the remit of the complaints policy
despite having been provided with information about the scope of the policy/ procedure;



o Refusing to accept that issues are not within the power of the Council to investigate,
change or influence;

e Insisting on the complaint being dealt with in ways which are incompatible with the
adopted complaints procedure or with good practice;

e Making unjustified complaints about staff who are trying to deal with the issues, and
seeking to have them replaced;

o Changing the basis of the complaint as the investigation proceeds;

o Denying or changing statements he or she made at an earlier stage;

e Introducing trivial or irrelevant new information at a later stage;

e Raising many detailed but unimportant questions, and insisting they are all answered;
e Submitting falsified documents from themselves or others;

e Adopting a 'scatter gun' approach: pursuing parallel complaints on the same issue with
various members of staff and/or organisations e.g. MP’s, Councillors, Council’s
independent auditor;

e Making excessive demands on the time and resources of staff with lengthy phone calls,
emails to numerous council staff, frequent and/or complex letters, emails or other social
media communications and expecting immediate responses;

e Submitting repeat complaints with minor additions/variations, which the complainant
insists make these 'new' complaints.

o Refusing to accept the decision; repeatedly arguing points with no new evidence;

e Complain about or challenge an issue based on an historic and/or an irreversible
decision or incident.

e Speaking to the member of staff in a derogatory manner which causes offence,
swearing, either verbally or in writing despite being asked to refrain from using such
language;

e Using threatening language or behaviour towards Council staff which provokes fear;

e Repeatedly contacting a member of staff regarding the same matter which has already
been addressed.

4. Imposing Restrictions

4.1 The Clerk will ensure that the request is being or has been addressed in accordance with
policy and relevant regulations.

4.2 In the first instance the Clerk will consult with the Council prior to issuing a warning to the
requester. The Clerk or Chairman (if appropriate) will contact the requester in writing (sent



by signed for delivery), provide them with a copy of this policy and explain why this
behaviour is causing concern and ask them to change this behaviour

4.3 If the disruptive behaviour continues, the Clerk or Chairman (if appropriate) will issue a
further letter, sent by signed for delivery to the requester advising them that the way in which
they will be allowed to contact the Parish Council in future will be restricted. The Clerk or
Chairman will make this decision in consultation with the Council and inform the requester in
writing of the procedures that have been applied and for what period. The letter will state:

a) why the decision has been taken.

b) what action has been taken.

¢) the duration of that action.

d) how they can appeal against the decision.

4.4. Any restriction that is imposed on the requester’s contact with the Parish Council will be
appropriate and proportionate and the requester will be advised of the period over which the
restriction will be in place. In most cases restrictions will apply for between three to six
months, but in exceptional cases this may be extended. In such cases the restrictions would
be reviewed on a quarterly basis.

4.5 Restrictions will be tailored to deal with the individual circumstances of the requester and
may include one or a combination of the below measures:

e Banning the complainant from making contact by telephone except through a third party
e.g. a solicitor, a Councillor or a friend acting on their behalf;

e Banning the complainant from sending emails to individual and/or all Council staff or
Councillors and insisting they only correspond by letter;

e Requiring contact to take place with one named member of staff or Councillor only (with
a named deputy in their absence);

e Restricting telephone calls to specified days and/or times and/or duration;

e Requiring any personal contact to take place in the presence of an appropriate witness.

e Letting the requester know that the Parish Council will not respond to or acknowledge

any further contact from them on the specific topic of that request.

4.6 Where a requester continues to behave in a way that is unacceptable, the Clerk, in
consultation with the Council, may decide to refuse all contact with the requester and stop
any investigation into his or her request.

4.7 Where the behaviour is so extreme or it threatens the immediate safety and welfare of
employees or Councillors, other options will be considered, e.g. the reporting of the matter to
the police or taking legal action. In such cases, the requester may not be given prior
warning of that action.

5. New requests from requesters who are treated as abusive, vexatious or persistent

5.1 New requests from people whose contact has triggered this policy will be treated on their
merits. The Clerk together with the Council will decide whether any restrictions that have
been applied before are still appropriate and necessary in relation to the new request. A



blanket policy is not supported, nor is ignoring genuine service requests or complaints where
they are founded.

5.2 The fact that a requester is judged to be unreasonably persistent or vexatious, and any
restrictions imposed on Council’s contact with him or her, will be recorded and notified to
those who need to know within the Council at the discretion of the Clerk or Chairman.

6. Review

6.1 The status of a requester judged to be unreasonably persistent or vexatious will be
reviewed by the Clerk and the Council after three months and at the end of every
subsequent three months within the period during which the policy is to apply.

6.2 The requester will be informed of the result of this review if the decision to apply this
policy has been changed or extended.

7. Record Keeping

7.1 The Clerk will retain adequate records of the details of the case and the action that has
been taken. Records will be kept of:

a) the name and address of each member of the public who is treated as abusive, vexatious,
or persistent, or any other person who so aids the requester.

b) when the restrictions came into force and end.
¢) what the restrictions are.
d) when the person was advised.

7.2 The Parish Council will be provided with a regular report giving information about
members of the public who have been treated as vexatious/persistent as per this policy, as a
confidential matter.

8 Appeals

8.1 Appeals against the Council’s decision can be made to the Council in writing within 5
working days of the receipt of the decision. The Council will review the decision and address
any points made in the Appeal correspondence. The outcome of this review will be final.



Elmton with Creswell
Parish Council

QUALITY AND DIVERSITY POLICY | ADOPTED MAY 2025

Our commitment 2
The law 2
Types of unlawful discrimination 2
Equal opportunities in employment 3
Dignity at work 4
People not employed by the council 4
Training 4
Your responsibilities 5
Grievances 5

Monitoring and review 5



Our commitment

The council is committed to providing equal opportunities in employment and to avoiding
unlawful discrimination.

This policy is intended to assist the council to put this commitment into practice. Compliance
with this policy should also ensure that employees do not commit unlawful acts of
discrimination.

Striving to ensure that the work environment is free of harassment and bullying and that
everyone is treated with dignity and respect is an important aspect of ensuring equal
opportunities in employment.

The law

It is unlawful to discriminate directly or indirectly in recruitment or employment because of
age, disability, sex, gender reassignment, pregnancy, maternity, race (which includes colour,
nationality, caste and ethnic or national origins), sexual orientation, religion or belief, or
because someone is married or in a civil partnership. These are known as "protected
characteristics”.

Discrimination after employment may also be unlawful, e.g. refusing to give a reference for a
reason related to one of the protected characteristics.

The council will not discriminate against or harass a member of the public in the provision of
services or goods. It is unlawful to fail to make reasonable adjustments to overcome barriers
to using services caused by disability. The duty to make reasonable adjustments includes
the removal, adaptation or alteration of physical features, if the physical features make it
impossible or unreasonably difficult for disabled people to make use of services. In addition,
service providers have an obligation to think ahead and address any barriers that may
impede disabled people from accessing a service.

Types of unlawful discrimination

Direct discrimination is where a person is treated less favourably than another because of a
protected characteristic.

In limited circumstances, employers can directly discriminate against an individual for a
reason related to any of the protected characteristics where there is an occupational
requirement. The occupational requirement must be crucial to the post and a proportionate
means of achieving a legitimate aim.

Indirect discrimination is where a provision, criterion or practice is applied that is
discriminatory in relation to individuals who have a relevant protected characteristic such
that it would be to the detriment of people who share that protected characteristic compared




with people who do not, and it cannot be shown to be a proportionate means of achieving a
legitimate aim.

Harassment is where there is unwanted conduct, related to one of the protected
characteristics (other than marriage and civil partnership, and pregnancy and maternity) that
has the purpose or effect of violating a person’s dignity; or creating an intimidating, hostile,
degrading, humiliating or offensive environment. It does not matter whether or not this effect
was intended by the person responsible for the conduct.

Associative discrimination is where an individual is directly discriminated against or harassed
for association with another individual who has a protected characteristic.

Perceptive discrimination is where an individual is directly discriminated against or harassed
based on a perception that he/she has a particular protected characteristic when he/she
does not, in fact, have that protected characteristic.

Third-party harassment occurs where an employee is harassed and the harassment is
related to a protected characteristic, by third parties.

Victimisation occurs where an employee is subjected to a detriment, such as being denied a
training opportunity or a promotion because he/she made or supported a complaint or raised
a grievance under the Equality Act 2010, or because he/she is suspected of doing so.
However, an employee is not protected from victimisation if he/she acted maliciously or
made or supported an untrue complaint.

Failure to make reasonable adjustments is where a physical feature or a provision, criterion
or practice puts a disabled person at a substantial disadvantage compared with someone
who does not have that protected characteristic and the employer has failed to make
reasonable adjustments to enable the disabled person to overcome the disadvantage.

Equal opportunities in employment

The council will avoid unlawful discrimination in all aspects of employment including
recruitment, promotion, opportunities for training, pay and benefits, discipline and selection
for redundancy.

Recruitment

Person and job specifications will be limited to those requirements that are necessary for the
effective performance of the job. Candidates for employment or promotion will be assessed
objectively against the requirements for the job, taking account of any reasonable
adjustments that may be required for candidates with a disability. Disability and personal or
home commitments will not form the basis of employment decisions except where
necessary.



Working practices

The council will consider any possible indirectly discriminatory effect of its standard working
practices, including the number of hours to be worked, the times at which these are to be
worked and the place at which work is to be done, when considering requests for variations
to these standard working practices and will refuse such requests only if the council
considers it has good reasons, unrelated to any protected characteristic, for doing so. The
council will comply with its obligations in relation to statutory requests for contract variations.
The council will also make reasonable adjustments to its standard working practices to
overcome barriers caused by disability.

Equal opportunities monitoring

The council will monitor the ethnic, gender and age composition of the existing workforce
and of applicants for jobs (including promotion), and the number of people with disabilities
within these groups, and will consider and take any appropriate action to address any
problems that may be identified as a result of the monitoring process.

The council treats personal data collected for reviewing equality and diversity in accordance
with the data protection policy. Information about how data is used and the basis for
processing is provided in the council’s privacy notices.

Dignity at work

The council has a separate dignity at work policy concerning issues of bullying and
harassment on any ground, and how complaints of this type will be dealt with.

People not employed by the council

The council will not discriminate unlawfully against those using or seeking to use the
services provided by the council.

You should report any bullying or harassment by suppliers, visitors or others to the council
who will take appropriate action.

Training

The council will [provide training in/raise awareness of] equal opportunities to those likely to
be involved in recruitment or other decision making where equal opportunities issues are
likely to arise.

The council will [provide training to/raise awareness of] all staff engaged to work at the
council to help them understand their rights and responsibilities under the dignity at work
policy and what they can do to help create a working environment free of bullying and



harassment. [The council will provide additional training to managers to enable them to deal
more effectively with complaints of bullying and harassment.]

Your responsibilities

Every employee is required to assist the council to meet its commitment to provide equal
opportunities in employment and avoid unlawful discrimination. Employees can be held
personally liable as well as, or instead of, the council for any act of unlawful discrimination.
Employees who commit serious acts of harassment may be guilty of a criminal offence.

Acts of discrimination, harassment, bullying or victimisation against employees or customers
are disciplinary offences and will be dealt with under the council’s disciplinary procedure.
Discrimination, harassment, bullying or victimisation may constitute gross misconduct and
could lead to dismissal without notice.

Grievances

If you consider that you may have been unlawfully discriminated against, you should use the
council’s grievance procedure to make a complaint. If your complaint involves bullying or
harassment, the grievance procedure is modified as set out in the dignity at work policy.

The council will take any complaint seriously and will seek to resolve any grievance that it
upholds. You will not be penalised for raising a grievance, even if your grievance is not
upheld, unless your complaint is both untrue and made in bad faith.

Monitoring and review

This policy will be monitored periodically by the council to judge its effectiveness and will be
updated in accordance with changes in the law. [In particular, the council will monitor the
ethnic and gender composition of the existing workforce and of applicants for jobs (including
promotion), and the number of people with disabilities within these groups, and will review its
equal opportunities policy in accordance with the results shown by the monitoring. If changes
are required, the council will implement them.

Information provided by job applicants and employees for monitoring purposes will be used
only for these purposes and will be dealt with in accordance with relevant data protection
legislation.]

This is a non-contractual procedure which will be reviewed from time to time.
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1. Introduction

In accordance with the Local Government Act 1972 and good employment practice,
Elmton with Creswell Parish Council establishes this Human Resources (HR)
Committee to oversee all staffing matters of the Council. The Committee is authorised
to make decisions within its remit and acts under the delegation of the full Council.
These Terms of Reference outline the Committee’s responsibilities, powers,
composition, and procedures.

2. Purpose

The HR Committee is responsible for the oversight and management of all personnel
matters relating to employees of the Council. This includes, but is not limited to, staff
recruitment and appointment, performance appraisal of the Clerk to the Council,
management of terms and conditions, grievance and disciplinary matters, and the
development of employment-related policies and procedures.

The Committee is tasked with ensuring that the Council meets its legal obligations as
an employer under employment law and aligns with best practice as advised by the
National Association of Local Councils (NALC) and the Society of Local Council Clerks
(SLCC).

3. Membership

The HR Committee shall consist of three members of the Parish Council, to be
appointed annually at the Annual Meeting of the Council. Members shall not include
the Chair of the Council, unless no other members are eligible or available.

The Committee shall elect its own Chair at its first meeting following appointment. The
quorum for a meeting shall be two members.

Membership of the Committee may not include any employee of the Council, and
councillors with a close personal connection to an employee shall declare an interest
and withdraw from relevant items.



The Clerk shall attend meetings in an advisory capacity and shall withdraw where
matters concerning their own employment are discussed.

4. Frequency of Meetings

The HR Committee shall meet as often as required to fulfil its responsibilities, with a
minimum of two meetings per year. Meetings may be convened by the Chair of the
Committee, the Chair of the Council, or by resolution of the Committee or full Council.

Meetings dealing with confidential staff matters shall be held in accordance with the
Public Bodies (Admissions to Meetings) Act 1960, section 1(2), allowing exclusion of
the press and public where confidential matters of a personal nature are to be
discussed.

5. Delegated Authority

The HR Committee is granted full delegated authority by the Parish Council to make
decisions in relation to:

The recruitment, selection, and appointment of all Council staff, including the issuing
of employment contracts and job descriptions.

The annual performance appraisal of the Clerk to the Council.

Day-to-day personnel matters such as terms and conditions of employment, working
hours, leave entitlements, and pay within the budget approved by Council.

The initiation and resolution of grievance, disciplinary, and capability procedures in
accordance with the Council’s adopted policies.

The recommendation of new or revised HR-related policies to the full Council for
adoption.

In cases involving dismissal, major restructuring, or significant contractual changes,
the Committee shall make a recommendation to the full Council, which retains the
power of final approval.

6. Recruitment and Appointment of Staff

The HR Committee shall be responsible for managing the end-to-end recruitment
process for all employees of the Council. This includes:

Determining the need for a new or replacement post in consultation with the Clerk and
with reference to the Council’s strategic and budgetary priorities.



Drafting and approving job descriptions, person specifications, and advertising
strategies.

Shortlisting and interviewing candidates in a fair and transparent manner in
accordance with the Council’s Equal Opportunities Policy and legal obligations under
the Equality Act 2010.

Making formal offers of employment and issuing contracts of employment in line with
the Employment Rights Act 1996.

Where the appointment is for the Clerk to the Council (who is also the Proper Officer
and Responsible Financial Officer unless otherwise resolved), the Committee shall
manage the process in its entirety and present the recommendation to the full Council
for formal ratification.

7. Appraisal and Performance Management

The Committee is responsible for conducting the annual performance appraisal of the
Clerk to the Council. This process shall involve setting performance objectives,
reviewing progress, offering feedback and support, and identifying training or
development needs.

A formal record of the appraisal shall be retained confidentially, and outcomes may
inform decisions regarding training, pay progression (within budget and policies), and
workforce planning. The Committee may also consider feedback mechanisms and
performance targets in respect of other staff through consultation with the Clerk.

8. Terms and Conditions of Employment

The HR Committee shall ensure that all employment arrangements comply with
statutory requirements, including the National Minimum Wage Act 1998, the Working
Time Regulations 1998, the Employment Rights Act 1996, and relevant provisions of
the Local Government Services National Agreement on Pay and Conditions of Service
("Green Book"), where applicable.

The Committee shall review staff contracts, job descriptions, salary scales, and
employment policies on a periodic basis and make appropriate recommendations to
the full Council for amendments or adoption.

9. Grievance, Disciplinary, and Capability Procedures

The HR Committee shall implement and oversee the Council’s procedures for dealing
with staff grievances, disciplinary issues, and concerns regarding performance or
conduct.



The Committee shall ensure compliance with the ACAS Code of Practice on
Disciplinary and Grievance Procedures and any adopted local policies. It shall act fairly
and impartially in all proceedings and ensure that employees have the right to be
accompanied and to appeal decisions, as required by law.

Appeals against decisions made by the Committee shall be heard by an Appeals Panel
appointed by the Council and comprising members not previously involved in the
matter.

10. Confidentiality and Data Protection

The Committee shall handle all personal and employment information in strict
confidence and in compliance with the UK General Data Protection Regulation (UK
GDPR) and the Data Protection Act 2018. Papers and minutes relating to staff matters
shall be treated as confidential and only circulated to Committee members and
authorised officers.

11. Reporting and Transparency

The Committee shall report its activities and decisions to the full Council as
appropriate, subject to necessary confidentiality. A summary of non-confidential
decisions shall be included in the Council’s public minutes to ensure transparency and
accountability.

All matters relating to staffing, while confidential in detail, shall be conducted with
probity and in line with public expectations for openness in public service.

12. Review of Terms of Reference

These Terms of Reference shall be reviewed annually by the Committee and
recommended to the full Council for approval. The Council reserves the right to amend
these Terms of Reference by resolution at any time, in line with the Council’s evolving
governance needs.
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Introduction

In accordance with the Local Government Act 1972 and the Accounts and Audit
Regulations 2015, the Parish Council of EImton with Creswell has established a
Finance Committee to support the Council in discharging its statutory responsibilities
in relation to the proper administration of its financial affairs. These Terms of Reference
set out the purpose, membership, functions, and operating procedures of the Finance
Committee. The Committee is established as a standing committee of the Parish
Council and shall report directly to the full Council.

2. Purpose and Scope

The primary purpose of the Finance Committee is to oversee the financial governance
of the Parish Council and to ensure the effective stewardship of public funds. The
Committee is tasked with reviewing, scrutinising, and making recommendations to the
full Council on all matters relating to the Council’s financial management, including the
preparation and monitoring of budgets, financial reporting, audit compliance,
procurement, and the overall financial strategy. The Committee shall act in accordance
with all relevant legislation, the Council’s Standing Orders, Financial Regulations, and
relevant guidance from the National Association of Local Councils (NALC) and other
bodies.

3. Membership

The Finance Committee shall consist of three serving members of the Council.
Membership shall be determined annually at the Annual Meeting of the Council, where
the Council shall also consider appointments to all other committees. No person who
is not an elected or co-opted member of the Council shall serve as a voting member
of the Committee.

The Committee shall elect a Chair from among its members at its first meeting
following the Annual Meeting of the Council. The Clerk to the Council, and the
Council’s Responsible Financial Officer (RFO), shall attend all meetings of the Finance



Committee to provide professional advice and administrative support, but shall not be
entitled to vote.

Should any member of the Committee resign, be disqualified, or otherwise cease to
serve on the Council or Committee, the full Council shall appoint a replacement at the
next available meeting.

4. Quorum

A meeting of the Finance Committee shall be deemed quorate where three members
are present. In the absence of a quorum, the meeting may proceed for discussion
purposes, but no decisions or formal recommendations may be made. Any items
requiring decision shall be deferred until a quorate meeting is convened.

5. Frequency of Meetings

The Finance Committee shall meet on a quarterly basis, with meetings scheduled in
line with the Council’s financial reporting cycle. Additional meetings may be convened
by the Chair of the Committee or by resolution of the Committee or full Council if there
is urgent or exceptional business requiring attention. Notice of meetings shall be
issued in accordance with the Council’s Standing Orders and the Public Bodies
(Admissions to Meetings) Act 1960, with at least three clear working days’ notice being
given to all members and the public. Meetings shall be held in public, unless matters
of a confidential or sensitive financial nature justify exclusion under the terms of the
Local Government Act 1972, Schedule 12A.

6. Powers and Authority

The Finance Committee shall act in an advisory capacity unless specific delegated
authority is conferred by the full Council in accordance with section 101 of the Local
Government Act 1972. All decisions requiring approval of financial expenditure beyond
delegated limits set in the Council’s Financial Regulations must be referred to the full
Council for resolution. The Committee is authorised to monitor and review financial
matters, request documentation and information from officers, and make formal
recommendations to the full Council. It may also commission professional advice or
services with the agreement of the Council, where necessary to ensure legal or
financial compliance.

7. Responsibilities and Functions



The responsibilities of the Finance Committee shall include, but are not limited to, the
following core areas:

Budgeting and Precept Planning

The Committee shall lead on the preparation of the annual budget for the Council, in
consultation with the Clerk/RFO and other committees. It shall review anticipated
income and expenditure, propose allocations, and ensure that the budget reflects the
Council’s strategic priorities. The Committee shall make formal recommendations to
the full Council in respect of the annual precept to be levied under section 41 of the
Local Government Finance Act 1992.

Financial Monitoring and Reporting

The Committee shall scrutinise quarterly financial reports, including budget
comparisons, bank reconciliations, and reserve balances. It shall monitor adherence
to the approved budget and propose corrective action where variances arise. Reports
shall be submitted to the full Council to maintain transparency and accountability.

Internal Control and Audit

The Committee shall oversee the Council’s internal control framework and ensure
compliance with the Accounts and Audit Regulations 2015. It shall receive reports from
the internal auditor and external auditor, consider their recommendations, and oversee
their implementation. The Committee shall also coordinate the annual review of the
Council’'s system of internal control and the preparation of the Annual Governance
Statement.

Financial Policies and Regulations

The Committee shall regularly review the Council’s Financial Regulations, Investment
Policy, Procurement Procedures, Reserves Policy, and other relevant financial
governance documents. Amendments to such documents shall be recommended to
the full Council for approval.

Procurement and Contracts

In accordance with the Public Contracts Regulations 2023 and the Council’s Financial
Regulations, the Committee shall review procurement decisions and tender
processes, particularly where contracts exceed prescribed thresholds. The Committee
shall assess value for money, ensure compliance with standing orders, and make
recommendations to the Council regarding the award or termination of contracts.



Asset and Risk Management

The Committee shall oversee the maintenance of the Council's Asset Register,
insurance arrangements, and financial risk management procedures. It shall review
the adequacy of cover for assets, liabilities, and officers annually, and advise the
Council on changes required to protect public resources.

Grants and Donations

The Committee shall consider applications for grants and donations in line with any
adopted Grants Policy, ensuring that awards are made transparently and within legal
powers under sections 137 and 142 of the Local Government Act 1972 or other
relevant enabling legislation.

8. Reporting and Transparency

The Finance Committee shall report its findings and recommendations to the full
Council through written minutes and reports. The Clerk shall ensure that draft minutes
are circulated to all councillors within seven working days of the meeting and published
in accordance with statutory requirements. All decisions and recommendations of the
Committee shall be recorded accurately and transparently.

9. Review and Amendment

These Terms of Reference shall be reviewed by the Committee annually and any
recommended changes shall be submitted to the full Council for approval. The Council
may amend these Terms of Reference at any time by resolution, subject to proper
notice.
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1. Introduction

Pursuant to section 101 of the Local Government Act 1972, and in alignment with
principles of good governance, transparency, and accountability, EImton with Creswell
Parish Council hereby establishes a Property and Operations Scrutiny Committee.
The purpose of this committee is to provide a dedicated forum for oversight and
detailed examination of the day-to-day management, use, maintenance, and
commercial operation of the Council’s property assets and business activities.

This Committee serves to ensure that council-owned assets, facilities, and business
operations are managed efficiently, in line with council policy, and in the interests of
the local community. While the Committee does not hold executive powers, it operates
as a standing scrutiny body with delegated authority to make informed
recommendations to full Council and other committees.

2. Purpose

The primary role of the Property and Operations Scrutiny Committee is to examine
and monitor the daily management of all parish council property, facilities, and
business undertakings. The Committee provides a structured and impartial
mechanism through which decisions and actions related to Council assets and
services can be reviewed, evaluated for performance, and held to account. This
includes reviewing contracts, operational policies, leases and licences, property
maintenance, commercial hire arrangements, and facility management.

The Committee’s remit covers all land, buildings, leased premises, halls, parks,
allotments, cemeteries, commercial lets, and any business operation or enterprise
under the Council’s control, ownership, or fiduciary responsibility.

3. Membership

The Property and Operations Scrutiny Committee shall consist of three elected
members of the Parish Council, appointed annually at the Annual Meeting of the



Council. The Committee shall elect its own Chair from among its members at the first
meeting following the Annual Meeting.

Membership may not include any councillor who currently chairs a committee directly
responsible for the management of any property or commercial function subject to
scrutiny. This is to maintain objectivity and avoid any perception of bias.

The Clerk or an appropriate officer shall attend all meetings to provide administrative
support and ensure accurate record-keeping but shall not have voting rights.

If a Committee member resigns or becomes ineligible, the full Council shall appoint a
replacement member as soon as reasonably practical.

4. Quorum

A meeting of the Committee shall be quorate when at least two of the three appointed
members are present. In the absence of a quorum, the meeting may not proceed to
formal decision-making or recommendations, and business shall be deferred to a later
meeting.

5. Frequency of Meetings

The Committee shall meet quarterly, or more frequently if required by the Chair or
following resolution of the full Council. Meetings shall be convened in accordance with
the Council’'s Standing Orders and the Public Bodies (Admission to Meetings) Act
1960. Notice shall be given to the public and press, unless excluded under the terms
of the Local Government Act 1972 (Schedule 12A), where confidential matters relating
to commercial sensitivity, staffing, or contracts are to be discussed.

6. Delegated Powers and Authority

The Property and Operations Scrutiny Committee is an advisory body and shall not
incur expenditure or make binding decisions unless specifically delegated authority by
the full Council. It may:

Examine the management and operational effectiveness of council-owned properties,
buildings, and grounds.

Scrutinise the conduct and performance of external contractors or service providers
engaged by the Council for property-related services.

Review the condition, use, and accessibility of public and commercial facilities and
make recommendations for improvement, compliance, and community benefit.



Consider usage data, income generation, occupancy rates, and rental or lease
compliance for income-generating assets.

Monitor the adequacy of routine maintenance, health and safety, insurance, and risk
management procedures for council property and facilities.

Evaluate operational policies governing bookings, lettings, caretaking, cleanliness,
repairs, and associated procedures for halls and venues.

Receive and review reports from officers, service users, contractors, tenants, or hirers.

Recommend corrective action, changes to procedures, or alternative approaches to
full Council or the relevant management committee.

Contribute to strategic reviews, asset condition surveys, and long-term property
management plans where appropriate.

7. Key Responsibilities
Property Oversight

The Committee shall inspect, review, and assess the Council’s physical assets for their
suitability, usage, upkeep, and financial viability. It shall recommend investment or
disposal options where necessary and ensure that the operational management of
each asset supports the Council’s strategic goals.

Business Operations Monitoring

The Committee shall scrutinise the effectiveness of any business operations, including
bar functions, hall hire arrangements, seasonal events, market stall lets, or other
commercial uses of Council assets. The aim is to ensure these activities are lawful,
financially prudent, and aligned with community expectations.

Risk and Compliance

The Committee shall monitor compliance with relevant statutory duties, including
health and safety obligations under the Health and Safety at Work etc. Act 1974, fire
safety regulations, landlord responsibilities, and building standards. It may
recommend audits or inspections to verify compliance and promote proactive
management of risk.



Public Value and Accessibility

The Committee shall consider whether the use and operation of the Council’s facilities
are inclusive, accessible, and provide value for money to parish residents. Where
possible, it shall encourage improvements in transparency, affordability, and public
benefit.

Reporting and Accountability

The Committee shall report its findings and recommendations to the full Council in
writing following each meeting. Minutes shall be prepared and circulated to all
councillors within seven working days and published in accordance with statutory
requirements. Confidential or commercially sensitive matters shall be excluded from
public disclosure where legally justified.

Any recommendations that involve expenditure or changes to policy shall be submitted
to the full Council for approval. Where a recommendation is rejected or altered by the
full Council, the Committee may request reasons be minuted for clarity and
accountability.

9. Confidentiality and Conflicts of Interest

Committee members shall declare any pecuniary or personal interests in line with the
Localism Act 2011. Where a conflict arises, members shall withdraw from the
discussion and decision-making.

Matters relating to contractual arrangements, lease agreements, staffing or
commercially sensitive information shall be treated as confidential and considered in
closed session as appropriate.

10. Review of Terms of Reference

These Terms of Reference shall be reviewed annually by the Committee and
submitted to full Council for approval. Amendments may be made by resolution of the
full Council at any time, in line with emerging needs or changes to Council structure.



Elmton with Creswell Parish Council

26 March 2025 (2024-2025)

Prepared by: Date:
Name and Role (Clerk/RFO etc)
Approved by: Date:
Name and Role (RFO/Chair of Finance etc)
Bank Reconciliation at 31/01/2025
Cash in Hand 01/04/2024 176,380.92
ADD
Receipts 01/04/2024 - 31/01/2025 738,051.23
914,432.15
SUBTRACT
Payments 01/04/2024 - 31/01/2025 684,644.74
A Cash in Hand 31/01/2025 229,787.41
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 31/01/2025 -2,411.93
Virgin Money 31/01/2025 191,449.31
Santander 31/01/2025 55,455.58
244,492.96
Less unpresented payments 15,705.55
228,787.41
Plus unpresented receipts 1,000.00
B Adjusted Bank Balance 229,787.41
A = B Checks out OK

Created by [ H] Scribe



Elmton with Creswell Parish Council

7 April 2025 (2024-2025)

Prepared by: Date:
Name and Role (Clerk/RFO etc)
Approved by: Date:
Name and Role (RFO/Chair of Finance etc)
Bank Reconciliation at 28/02/2025
Cash in Hand 01/04/2024 176,380.92
ADD
Receipts 01/04/2024 - 28/02/2025 743,027.82
919,408.74
SUBTRACT
Payments 01/04/2024 - 28/02/2025 762,046.29
A Cash in Hand 28/02/2025 157,362.45
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 28/02/2025 -2,411.93
Virgin Money 28/02/2025 136,095.26
Santander 28/02/2025 41,310.05
174,993.38
Less unpresented payments 18,630.93
156,362.45
Plus unpresented receipts 1,000.00
B Adjusted Bank Balance 157,362.45
A = B Checks out OK

Created by [ H] Scribe



Elmton with Creswell Parish Council

15 April 2025 (2024-2025)

Prepared by: Date:
Name and Role (Clerk/RFO etc)
Approved by: Date:
Name and Role (RFO/Chair of Finance etc)
Bank Reconciliation at 31/03/2025
Cash in Hand 01/04/2024 176,380.92
ADD
Receipts 01/04/2024 - 31/03/2025 750,705.09
927,086.01
SUBTRACT
Payments 01/04/2024 - 31/03/2025 876,570.17
A Cash in Hand 31/03/2025 50,515.84
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 31/03/2025 -2,061.93
Virgin Money 31/03/2025 101,805.30
Santander 31/03/2025 37,838.13
137,581.50
Less unpresented payments 88,196.66
49,384.84
Plus unpresented receipts 1,131.00
B Adjusted Bank Balance 50,515.84
A = B Checks out OK

Created by [ H] Scribe



Elmton with Creswell Parish Council 4 May 2025 (2024-2025)

Summary of Receipts and Payments
All Cost Centres and Codes (Between 01/04/2024 and 31/03/2025)

Admin Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
5 Phones/Broadband 756.04 -756.04 -756.04 (N/A)
6 Payroll Software 652.50 -652.50 -652.50 (N/A)
7 Insurance 24,226.71 -24,226.71 -24,226.71 (N/A)
8 Subscriptions 5,423.20 -5,423.20 -5,423.20 (N/A)
9 Internal & External Audit Fees (N/A)
10 Bank Charges 52.97 -52.97 -52.97 (N/A)
71 HMRC Underpayment 677.86 -677.86 -677.86 (N/A)
72 HMRC Fines 28.27 -28.27 -28.27 (N/A)
73 Miscellaneous 1,725.42 -1,725.42 -1,725.42 (N/A)
74 BDC Debt Repayment 106,468.22 -106,468.22 -106,468.22 (N/A)
77 Unknown 75,689.58 75,689.58 46,543.08 -46,543.08 29,146.50 (N/A)
83 Transfer 50,000.00 -50,000.00 -50,000.00 (N/A)
SUB TOTAL 75,689.58 75,689.58 236,554.27  -236,554.27 -160,864.69 (N/A)
Cemetery Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
22 Grave Fill 120.00 -120.00 -120.00 (N/A)
56 Burial Charges 12,507.00 12,507.00 1,400.00 -1,400.00 11,107.00 (N/A)
60 Rates - Cemetery BDC 742.03 -742.03 -742.03 (N/A)
67 Hedges 1,524.00 -1,524.00 -1,524.00 (N/A)
84 Water Rates 39.87 -39.87 -39.87 (N/A)
SUB TOTAL 12,507.00 12,507.00 3,825.90 -3,825.90 8,681.10 (N/A)
Events Centre Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
12 Card Reader 55,281.91 55,281.91 190.00 -190.00 55,091.91 (N/A)
40 Bin Cleaning 45.00 -45.00 -45.00 (N/A)
41 Phones/Broadband 2,028.60 -2,028.60 -2,028.60 (N/A)
42 Rates - Events Centre BDC 64,551.51 -64,551.51 -64,551.51 (N/A)
43 Bottle Bank 354.05 -354.05 -354.05 (N/A)
44 EON Electric - Events Centre 29,822.67 -29,822.67 -29,822.67 (N/A)
45 Bar Supplies 18,640.60 -18,640.60 -18,640.60 (N/A)
46 Advertising 3,105.93 -3,105.93 -3,105.93 (N/A)
47 Domestic Supplies 6,793.88 -6,793.88 -6,793.88 (N/A)
48 Catering Supplies 15,028.36 -15,028.36 -15,028.36 (N/A)
49 Alarm System 2,186.52 -2,186.52 -2,186.52 (N/A)
50 TV Licence - Events Centre 169.50 -169.50 -169.50 (N/A)
51 MPLC - Licence 249.69 -249.69 -249.69 (N/A)
52 Biffa - Waste 591.44 -591.44 -591.44 (N/A)
53 Till Software 448.00 -448.00 -448.00 (N/A)
54 Gas - Events Centre 7,845.40 -7,845.40 -7,845.40 (N/A)
57 Bar Takings Income 34,667.47 34,667.47 34,667.47 (N/A)
58 Room Hire Income 10,334.73 10,334.73 2,800.00 -2,800.00 7,534.73 (N/A)
Created by [ ]:I] Scribe Page No. 1



Elmton with Creswell Parish Council 4 May 2025 (2024-2025)

Summary of Receipts and Payments
All Cost Centres and Codes (Between 01/04/2024 and 31/03/2025)

59 Catering Income (N/A)
65 Wedding Licences 2,076.54 -2,076.54 -2,076.54 (N/A)
75 Tickets 11,175.09 11,175.09 11,175.09 (N/A)
76 Cleaning/Electric Credit 640.00 640.00 4.87 -4.87 635.13 (N/A)
80 Hire (Cricket) 300.00 300.00 300.00 (N/A)
81 Room Hire Refund 273.00 273.00 273.00 (N/A)
85 Water Rates 176.89 -176.89 -176.89 (N/A)
87 Band 1,200.00 -1,200.00 -1,200.00 (N/A)
88 Entertainment 4,465.00 -4,465.00 -4,465.00 (N/A)
SUB TOTAL 112,672.20 112,672.20 162,774.45 -162,774.45 -50,102.25 (N/A)
Herltage & We"belng Centre Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
29 Phones/Broadband 2,315.52 -2,315.52 -2,3156.52 (N/A)
30 EON- Gas 1,525.38 -1,5625.38 -1,625.38 (N/A)
31 Crown Gas - Gas 1,622.36 -1,622.36 -1,622.36 (N/A)
32 Catering Supplies 4,971.36 -4,971.36 -4,971.36 (N/A)
33 Window Boarding up 1,654.01 -1,654.01 -1,654.01 (N/A)
34 Work Wear 27.38 -27.38 -27.38 (N/A)
35 Hygiene Services 582.48 -582.48 -5682.48 (N/A)
36 Domestic Supplies 2,680.61 -2,680.61 -2,680.61 (N/A)
61 PAT Testing 92.00 -92.00 -92.00 (N/A)
62 Alarm 250.00 -250.00 -250.00 (N/A)
63 Electric - Well Being Centre 6,589.34 -6,589.34 -6,589.34 (N/A)
69 Water Charges 535.48 -535.48 -5635.48 (N/A)
70 Rates - Heritage & Wellbeing Ce 1,530.85 1,530.85 108,642.58 -108,642.58 -107,111.73 (N/A)
79 Grants 3,972.00 3,972.00 3,972.00 (N/A)
SUB TOTAL 5,502.85 5,502.85 131,488.50 -131,488.50 -125,985.65 (N/A)
Income Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
1 Precept 555,820.00 555,820.00 555,820.00 (N/A)
11 VAT Reclaim (N/A)
78 Unknown 2,126.84 2,126.84 2,126.84 (N/A)
82 Public Works Loan Refund 9,783.26 9,783.26 9,783.26 (N/A)
SUB TOTAL 567,730.10 567,730.10 567,730.10 (N/A)
Premises & Maintenance Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
13 Multisports Alarm 79.21 -79.21 -79.21 (N/A)
14 Water Charges 1,707.10 -1,707.10 -1,707.10 (N/A)
15 Fuel 5,356.64 -5,356.64 -5,356.64 (N/A)
16 EON Multisports 2,217.70 -2,217.70 -2,217.70 (N/A)
17 EON - Bowls Club - Gas 2,406.71 -2,406.71 -2,406.71 (N/A)

Created by [ ﬂ] Scribe PageNo. 2



Elmton with Creswell Parish Council

Summary of Receipts and Payments
All Cost Centres and Codes (Between 01/04/2024 and 31/03/2025)

4 May 2025 (2024-2025)

18 EON - Gas Meter Removal 1,635.12 -1,635.12 -1,635.12 (N/A)
19 Van Insurance 1,217.12 -1,217.12 -1,217.12 (N/A)
20 Equipment/Supplies 13,337.09  -13,337.09 -13,337.09 (N/A)
21 Stress Testing 904.50 -904.50 -904.50 (N/A)
23 Van - MOT & Warranty 904.08 -904.08 -904.08 (N/A)
24 Trade Waste 1,719.12 -1,719.12 -1,719.12 (N/A)
25 Repairs 251.60 251.60 303.78 -303.78 -52.18 (N/A)
26 Markland Rates x 2 BDC 7,028.03 -7,028.03 -7,028.03 (N/A)
27 Multisports Rates - BDC 3,074.20 -3,074.20 -3,074.20 (N/A)
66 Equipment Services 4,484.01 -4,484.01 -4,484.01 (N/A)
68 Hedges - Markland 3,466.00 -3,466.00 -3,466.00 (N/A)
86 Allotment Water Rates 8.50 -8.50 -8.50 (N/A)
SUB TOTAL 251.60 251.60 49,848.91 -49,848.91 -49,597.31 (N/A)
Public Works Loan Board Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
55 PWLB Repayments 96,897.34  -96,897.34 -96,897.34 (N/A)
SUB TOTAL 96,897.34 -96,897.34 -96,897.34 (N/A)
Staff Costs Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
2 HMRC - PAYE/NI 22,552.26 -22,552.26 -22,552.26 (N/A)
3 NEST Pensions 6,239.65 -6,239.65 -6,239.65 (N/A)
4 Salaries 138,186.13 -138,186.13 -138,186.13 (N/A)
SUB TOTAL 166,978.04 -166,978.04 -166,978.04 (N/A)
Youth Centre Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
37 EON - Gas 364.09 -364.09 -364.09 (N/A)
38 EON - Electric 1,232.38 -1,232.38 -1,232.38 (N/A)
39 Skip Hire 170.00 -170.00 -170.00 (N/A)
64 Water Charges 262.03 -262.03 -262.03 (N/A)
SUB TOTAL 2,028.50 -2,028.50 -2,028.50 (N/A)
Summarv
NET TOTAL 774,353.33  774,353.33 850,395.91  -850,395.91 -76,042.58 (N/A)
V.AT. 17,952.77 19,127.44
GROSS TOTAL 792,306.10 869,523.35
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