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HAUXLEY PARISH COUNCIL

Clerk: Elaine Brown
58 Westmorland Avenue

Chairman Newbiggin by the Sea
Rita Callender Northumberland
NEG64 6RN

Tel: 07588659600

To the Members of Hauxley Parish Council: 5th May 2020
Dear Councillor,
You are hereby summoned to attend the Annual Meeting of Hauxley Parish Council via Zoom on
Monday May at 6.30pm for the purpose of transacting the following business.

Yours sincerely

Elaine Brown PSLCC CiLCA
Join the meeting via: hitps://zoom.us/j/94283013045
Please email hauxleypc@gmail.com to access the password

AGENDA

C001/20 - Election of Chairman (signing of declaration of acceptance of office to be done
out of meeting)

C002/20 - Election of Vice - Chairman

C003/20 - Apologies for Absence

C004/20 - Declarations of interest in items on the Agenda and the granting of any
dispensations

Members are reminded that if they have any personal interests of a prejudicial nature they must
not participate in any discussion or vote on the matter and must leave the room.

C005/20 - Minutes of previous meeting
To agree as a correct record the minutes of the meeting held on 9th March 2020 - signing will
take place at a later date

C006/20 - Standing item — Report by County Councillor
To receive a report from County Councillor

https://docs.google.com/document/d/1Y3vFwony_lj1v7jgWe-BfOD6D7f7oNoEKlwOQTBHrWI/edit 1/6
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C007/20 - Review and adoption of standing orders and financial regulations

C008/20 - Adoption of the Council’s complaints procedure

C009/20 - General Data Protection Regulations

C010/2Q - Adoption of Model Publication Scheme and Registration with Information
Commissioner's Office

CO011/20 - Arrangement for Annual Parish Meeting

C012/20 - Arrangements for Ordinary meeting of the Council

C013/20 - Audit Update

C014/20Q - Confirming of Budget for 2020.2021

C015/20 - Confirming the Reserves for 2020-21

C016/20 - Finance:

a) Financial Summary at 30 April 2020 (statements not yet received)

b} Payments to be made

Date Cheqgue Payee Reason Amount

20/04/2020 | 708 NALC Subscription £7417

11/05/2020 | 709 Clerk Wages/expenses £253.29

11/05/2020 ;710 HMRC PAYE £56.01

11/05/2020 | 711 ICO Subscription £40.00
c) Receipts April

06/04/2020 NCC Precept £2000

C017/20 - Road repairs €109 - Cilr Brown

C018/20 - 20mph Speed limit - Clir Brown

C019/20 - To consider measures fo deter dog fouling incidents - Cllr Howell

£020/20 - To consider the purchase of IT equipment - The Clerk

https://docs.google.comfdocument/d/1Y3vFwony_I[1v7jgWe-BfODSD7ToNoEKwO TBHW Vedit
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C021/20 - Exclusion of Press and Public -In accordance with the provisions of the Public
Bodies (Admissions to Meetings) Act 1960 the press and public be excluded from the meeting
during consideration of the following items on the Agenda as they involve the likely disclosure of
exempt information relating to financial and business affairs.

C022/20 - Neighbourhood Planning Consultant Tenders ~ To consider the process for the
appointment of a Neighbourhood Planning Consultant

€023/20. Next meeting:Ordinary Meeting of the Parish Councit Monday 13th July 2020 at 6.30
pm in Hauxley Village Hall

httpsJ//docs.goegie.com/document/d/1 Y 3vFwony Jj1v7icWe-BfODBD77oNcEKwOTBHWi/edit 3/6



Minutes of Hauxley Parish Council meeting held at Hauxley Village Hall on
Monday 9t March 2020

Present; Clirs R Callender {Chair)
W Appleby, A Brown, K Graham, D and W Appleby.
The Parish Clerk in attendance, Elaine Brown. 4 members of the public were also present.

1.Apolegies for Absence
Clir D Howell ~ The apologies were agreed.

2.Declarations of interest in items on the agenda
None.

3.Public Questions

A member of the public noted that an amount of £200 had been budgeted by the Council for
allotment footpath improvements and queried whether any thought had been put into plans
for improvements and suggesting hardcore as a remedy.

The Chair confirmed that no plans had been made but quotations for laying hardcore would
be considered. :

A further question was raised regarding the letter sent to the allotment owners suggesting as
dominant users the allotment owners should have some form of responsibility — should the
same not be applied to the residents in the village square?

A plan would be looked at for footpath improvements prioritising access improvements.

A member of the public complained about the state of the road at Kirkwell Cottages
regarding potholes and flooding. They had already reported direct to Northumberland
County Council. They were advised to forward their correspondence to their County
Councillor.

4.To approve and confirm the minutes of the previous meeting
RESOLVED that the minutes of the meeting held 13" January 2020 were agreed and signed
as accurate with one amendment relating to the date of the next meeting.

5.Matters arising from there

A member queried the work to the planters and requested that a plan be provided detailing
the planting schemes for the 4 quarters.

The Chair had met with the coastal warden to see about freeing up the culvert to prevent
future flooding. The Warden said he was hopeful that by May 2020 permissions would be in
place by Natural England to replace the pipe.

6. Finance: A report detailing the financial position of the council including budget heading
and reserves would be brought to the next meeting of the council.

i. Community account: End balance at 28 February 2020 - £2967.70, Business saver
account: -£1,944.79 ,

il Financial Summary — The financial summary was not available.

iii. Payments:
Date Cheque No. | Creditor Reason Amount
09/03/20 1100702 ADT Ambler £60.00
09/03/20 1100703 J Reynolds Wages £220.96
09/03/30 | 100704 Zurich Insurance renewal £239.69




09/03/20 1 100705 J Reynolds Wages — adjustment | £349.47
09/03/20 1 100707 NALC Parish Portal £75.00
It was RESOLVED that that payment for the month be agreed.
iv. Receipts
Date Ref Debtor Reason Amount

7. Agenda ltems

i. NALC PORTAL FOR HAUXLEY PARISH COUNCIL

It was RESOLVED to create a Hauxley Parish Council webpage via the NALC Portal in order
to comply with the Transparency Code. The webpage with The Ambler would not be
renawed.

ii. INSURANCE RENEWAL
It was RESOLVED to renew the Parish Council insurance with Zurich

iii. TERMS OF REFERENCE FOR INTERNAL AUDIT
It was RESOLVED to accept the Terms of Reference for Internal Audit.

iv. THE APPOINTMENT OF INTERNAL AUDITOR

Mr P Basnett, the Internal Auditor has indicated his plans to retire.

A replacement Auditor has been identified with extensive local government audit and fraud
experience both as a former District Council Officer and for the past thirteen years with a
range of Town and Parish Councils in Northumberland.

We have discussed possible arrangements in accordance with the Terms of Reference to
commence immediately and it is estimated that approx. 3 hours of work will be required to
the end of the financial year.

It was RESOLVED that the Parish Council appoint John Ainsworth as Internal Auditor with
immediate effect

v. UPDATE ON AMBLE COMMUNITY GOVERNANCE REVIEW

Following discussion, it was RESOLVED that the Clerk prepare a response to be circulated
to Members. Once the response had been agreed it would be placed on the Hauxley Village
social media page inviting comments from the public.

vi. NEIGHBOURHCOD PLAN
it was RESOLVED that:
o atender document for the appointment of a neighbourhood planning consultant be
drawn up by the Clerk with a deadline for submissions of 30" April,
» tender submission would be considered at the next meeting of the Parish Council,
« 2 grant application be submitted to Locality following the receipt of tender
submissions, and .
+ an update be provided at the May meeting of the Council.

vii. ONLINE BANKING UPDATE

The paperwork was nof ready to be submitied as signatures were still required. Further
paperwork would be requested from the bank including a mandate to change the Parish
Council address.

viii. PARISH CLERK HANDOVER

The new Parish Clerk was welcomed to the Council and the contract of employment was
signed by the Chair. The Council formally noted their thank to the previous Parish Clerk for
her help and support, wishing her well for the future.



ix. 20MPH SPEEDZONE AND SIGN TO ASSIT TRAFFIC CALMING AND SAFETY (ON
APPROACH TO HIGH HAUXLEY FROM THE A1068

It was RESOVLED to check the previous subrmission to the Local Transport Plan regarding
reducing speed limits in the Parish.

x. REPLACEMENT OF ‘THE FAIRWAY’ STREET SIGN

A quotation had been received for a replacement sign and installation. It was noted that this
was the responsibility of Northumberland County Council and due to the limited funds of the
Parish Council they should be requested to carry out the works.

It was RESOLVED that if Northumberland County Council would not comply with the request
for a new sign by the end of March the Clerk was authorised to proceed with accepting the
quotation of £130.

8. Any Other Business

VE Day

Due to the shortness of time to organise anything in the village, should Amble be organising
a service at the War Memorials then Hauxley would lay a wreath on behalf of the residents.

THE AMBLER submissions
Information of speeding and neighbourhood planning weuld be included in the submission.

9. Date and time of next meeting

The Annual meeting of the Parish could be held at 6.30pm on Monday 11 May 2020 at the
Village Hall.

The Annual Meeting of the Parish Council would be held at 6.40pm on Monday 11" May
2020 at the Village Hall

Signed... ..o e, ChaETT
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CLERKS REPORT
Matters from previous meeting for information only:
e Plan for allotment focthpath improvements - no progress to date
¢ Kirkwell Cottage road - The Highways Inspector had visited the site and had
programmed works to repair potholes. He asked for any photographs of showing the
nature and extent of flooding to be submitted to NCC.
Planters floral display plan for 4 quarters — 4+o Fo\lex
Report of financial position and recommendations for budget and reserves - attached for
consideration
e NALC portal - https://northumberlandparishes.uk/hauxley went live in early April - will be
populated with information gradually.
e Amble Community Governance Review - response submitted to NCC and
acknowledged.
Neighbourhood Planning Consultant - attached as an exempt item for consideration
Neighbourhood Planning Grant Funding - The current funding round went live on 22nd
April - no progress to date.
Online Banking - still awaiting the completion of change of mandate paperwork
Local Transport Plan previous submission - to follow
Replacement of Fairways sign - to be replaced by NCC at no cost to the Parish Council

CLERKS REPORT ON AGENDA ITEMS

STANDING ORDERS (MODEL ATTACHED)

This is the governing document of the Parish Council.

RECOMMENDED the Council adopt the NALC Model Standing Orders, publish on website and
review annually..

FINANCIAL REGULATIONS (MODEL ATTACHED)

The financial regulations are an essential tool for local councils; they set out the
framework within which the council ensures responsible and sustainable management
of the council’s finances.

RECOMMENDED that the Council adopt the NALC Model Financial Regulations,
publish on website and review annually.

COMPLAINTS PROCEDURE (DRAFT ATTACHED)

The Council should publish transparent information on how it would handle any
complaint that is raised.

RECOMMENDED that the Council adopt and publish the Complaints Policy.

GDPR (MODEL ATTACHED)

The General Data Protection Regulations took effect in May 2018 requiring all local
authorities to publish a Privacy Policy and details of how the public can access any
personal information you hold about them as an individual.

RECOMMENDED that the Council adopt and publish the Privacy Policy and Consent
form.

https://docs.google.com/document/d/1Y3vFwony_[j1v7jgWe-BfODED 7f7oNoEKflwQTBHrWI/edit 4/6
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MODEL PUBLICATION SCHEME (MODEL ATTACHED})

There is a legal requirement for Parish Council to register with Information
Commissioner’s Office under the Data Protection Act and maintain a Model Publication
Scheme

RECOMMENDED that the Council adopt and publish the Model Publication Scheme
and register with the Information Commissioner’'s Office.

ANNUAL PARISH MEETING

L.ocal Government Act 1972 Sch 12 section 14 requires the Parish Council to hold a Patish
meeting annually between 1st March and 1st June. There is pro provision within legisiation for
holding this meeting vittually,

RECOMMENDED that the Parish meeting does not take place as it would contravene current
government legislation due to Covid-18.

SCHEDULE OF MEETINGS
Hauxley Parish Council generally meet on the Second Monday of the Month{bi-monthly).

Meetings commence at 8.30pm and are held in Hauxley Village Hall,
2020 dates

July 13th Sept 14th Nov Sth
2021 dates

January 11th March 8th May 10th

ACCOUNTS UPDATE

PKF Littlejohns (PKFL) have provided guidance on the completion of the Annual Governance
and Accountability Return or the Exemption Certificate which applies in our case as the
authority has income of less than £25,000.

The deadline for submitting the Exemption Certificate to PKFL has been extended this year to
31 August 2020, In their email PKFL set a final date of 31 July, as this gives a litile leeway to
seek an extension of time. The longstop of 31 August 2020 is set in legisiation and cannot be
waived by PKFL.

We must hold a formal and guorate meeting to approve the draft AGAR and, if appropriate, pass
a resolution that the Council had a turnover below £25,000 in FY 2019/2020 and qualifies for
exemption from a review by PKFL. This ¢an be done by electronic means if the sifuation does
not change to make it possible to meet physically.

The summary of accounts to 31st March is attached for information. This will soon be sent to the
appointed internal auditor.

BUDGET UPDATE (ATTACHED)

RESERVES UPDATE (ATTACHED)

htips:/idocs.google.com/document/d/TY 3vFwony_[[1v7jgWe-BfODED7ToNoEKfwOQTBHWI/edit 5/6
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National Association of Local Councils (NAL.C)
109 Great Russell Street

London

WC1B 3LD

020 7637 1865 | nalc@nalc.gov.uk | www.nalc.gov.uk

© NALC 2018. All rights are reserved. No part of this publication may be
reproduced or used for commercial purposes without the written permission of
NALC save that councils in membership of NALC have permission to edit and
use the model standing orders in this publication for their governance
purposes.

Permission is given to use NALC's logo in the presented format only.
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INTRODUCTION

These model standing orders update the National Association of Local Council
(NALC) model standing orders contained in “Local Councils Explained” by Meera
Tharmarajah (© 2013 NALC). This publication contains new model standing orders
which reference new legislation introduced after 2013 when the last model standing
orders were published.

HOW TO USE MODEL STANDING ORDERS

Standing orders are the written rules of a local council. Standing orders are essential
to regulate the proceedings of a meeting. A council may also use standing orders to
confirm or refer to various internal organisational and administrative arrangements.
The standing orders of a council are not the same as the policies of a council but
standing orders may refer to them.

Local councils operate within a wide statutory framework. NALC model standing
orders incorporate and reference many statutory requirements to which councils are
subject. It is not possible for the model standing orders to contain or reference all the
statutory or legal requirements which apply to local councils. For example, it is not
practical for model standing orders to document all obligations under data protection
legislation. The statutory requirements to which a council is subject apply whether or
not they are incorporated in a council’s standing orders.

The model standing orders do not include model financial regulations. Financial
regulations are standing orders to regulate and control the financial affairs and
accounting procedures of a local council. The financial regulations, as opposed to the
standing orders of a council, include most of the requirements relevant to the
council’s Responsible Financial Officer. Model financial regulations are available to
councils in membership of NALC.

DRAFTING NOTES

Model standing orders that are in bold type contain legal and statutory requirements.
It is recommended that councils adopt them without changing them or their meaning.
Model standing orders not in bold are designed to help councils operate effectively
but they do not contain statutory requirements so they may be adopted as drafted or
amended to suit a council’s needs. It is NALC’s view that all model standing orders
will generally be suitable for councils.

For convenience, the word “councillor” is used in model standing orders and, unless
the context suggests otherwise, includes a non-councillor with or without voting
rights.



A model standing order that includes brackets like this () requires information to be
inserted by a council. A model standing order that includes brackets like this ‘[ ] and
the term ‘OR’ provides alternative options for a council to choose from when
determining standing orders.



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 ariginal 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 his 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;

it, to move or speak on another amendment if the motion has been
amended since he last spoke;

iii. tomake 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 he considers has been breached or specify the other irregularity in
the proceedings of the meeting he is concerned by.

A point of order shall be decided by the chairman of the meeting and his
decision shall be final.

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

ii. to proceed to the next business;

ii.  to adjourn the 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—cémmittee for consideration;
vii, o 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 his 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 (3) 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 fo 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-commitiee 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 a reasonable 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 appeointed 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 OR [The
minimum three clear days' public notice of a meeting does not include the
day on which the notice was issued or the day of the meeting].

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. j



The period of time designated for public participation at a meeting in
accordance with standing order 3(e) shall not exceed (15) 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 (3) 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 person shall stand when requesting to speak and when speaking (except
when a person has a disability or is likely to suffer discomfort)] OR [A person
shall raise his hand when requesting to speak and stand when speaking
(except when a person has a disability or is likely to suffer discomfort)]. The
chairman of the meeting may at any time permit a person to be seated when
speaking.

A person who speaks at a meeting shall direct his comments to the chairman
of the meeting.

Only one person is permitted to speak at a time. |[f 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 al! 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 his 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-counciliors 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 his
casting vote whether or not he 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 af the annual meeting of the Council.

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

The minutes of a mesting 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;

ii. interests that have been declared by councillors and non-coungillors
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-councilior 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 his
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 commiftee or sub-committee
meeling.
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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 mesting.

A meeting shall not exceed a period of (1.5) hours.
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 it is 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 commitiees 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 committes, 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 1o
replace the ordinary members at a meeting of a committee if the ordinary
members of the committee confirm to the Proper Officer ( ) days before
the meeting that they are unable to attend;

vi.  shall, after it has appoinied 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;
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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 dissoive a committee or a sub-committes.

ORDINARY COUNCIL MEETINGS

In an election year, the annual meeting of the Council shall be held on or
within 14 days foltowing 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 shali
be the election of the Chairman and Vice-Chairman (if there is one) of the
Council.

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

The Vice~Chairman of the Council, if there is one, unless he resigns 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, he 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.

In an election year, if the current Chairman of the Council has been re-
elected as a member of the Council, he shall preside at the annual
meeting until a new Chairman of the Council has been elected. He may
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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 Cou ncil
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 his
acceptance of office form unless the Council resolves for this to be
done at a later date;

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

iii. 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
hecoming 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;

xvi. Review of the Council’s complaints procedure;
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xvii. Review of the Council's palicies, 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;
xix. 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 shail 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 { ) days of having been requested to do so by ( )
members of the committee [or the sub-committee], any () 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 ( 3 ) 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,
no similar motion may be moved for a further six months.
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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 mesting.

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 (5)
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 ( 5 ) clear days before the meeting.

If the wording or subject of a proposed motion is considered improper, the
Proper Officer shail 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
the reason for rejection.
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10.

11.

MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE

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

Vi,

Vil

viil.

Xi.

Xii.
Xiil.
Xiv.

XV.

Xvi.

Xvil,

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

o move to a vote;

to defer consideration of a motion;

to refer a motion to a particular committee or sub-committee;l
to appoint a person to preside at a meeting;

to change the order of business on the agenda;

to proceed to the next business on the agenda,;

to require a written report;

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

to exclude the press and public from a me'eting in respect of confidential
or other information which is prejudicial to the public interest;

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

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

to adiourn the meeting; or

to close the meeting.

MANAGEMENT OF INFORMATION

See also standing order 20.

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.
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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 mesting 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, he shall sign the minutes
and include a paragraph in the following terms or to the same effect:

“The chairman of this meeting does nof believe that the minutes of
the meeting of the { ) held on {date] in respect of ( ) were a correct
record but his view was not upheld by the meeting and the minutes
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 iater than
one month after the meeting has taken place.
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13,

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

Unless he has been granted a dispensation, a councillor or non-councillor with
voting rights shall withdraw from a meseting when it is considering a matter in
which he has another interest if so required by the Council’'s code of conduct.
He may return to the meeting after it has considered the matter in which he 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] OR [by a meeting of the Council, or committee or sub-committee for
which the dispensation is required] 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;

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

ii.  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.

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] OR [at the
beginning of the meeting of the Council, or committee or sub-committee for
which the dispensation is required].

19



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 prehibited 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 District or Unitary Council that it is dealing with a
complaint that a councillor or nen-councillor with voting rights has breached the
Council’s code of conduct, the Proper Officer shali, subject to standing order
11, report this to the Council.

Where the notification in standing order 14(a) relates to a complaint made by
the Proper Officer, the Proper Officer shall notify the Chairman of Council of
this fact, and the Chairman shall nominate another staff member to assume the
duties of the Proper Officer in relation to the complaint until it has been
determined and the Council has agreed what action, if any, to take in
accordance with standing order 14(d).

The Councii may:

i. provide information or evidence where such disciosure is necessary to
investigate the complaint or is a legal requirement;

i. seek information relevant to the complaint from the person or body with
statutory responsibility for investigation of the matter,

Upon notification by the District or Unitary 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
him. Such action excludes disqualification or suspension from office.

PROPER OFFICER

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

Vi

vii.

vili.

Xi.

Xii.

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

» 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

* 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 councit and standing order 3(c) for the meaning of clear days for a
meeting of a committee;

subject to standing order 9, include on the agenda all motions in the order
received unless a councillor has given written notice at least ( ) days
before the meeting confirming his withdrawal of if;

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

facilitate inspection of the minute book by locai government
electors;

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

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

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

limise, as appropriate, with the Councit’s Data Protection Officer;

receive and send general correspondence and notices on behalf of the
Council except where there is a resolution to the contrary;

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);

arrange for legal deeds to be executed;
(see alsa standing order 23);
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16.

17.

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
his absence the Vice-Chairman (if there is one) of the Council] OR
[Chairman or in his absence Vice-Chairman (if there is one) of the ()
Committee] 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] OR[( )
committes];

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
statement to summarise:

i. the Council's receipts and payments (or income and expenditure) for
each quarter;

ii.  the Council's aggregate receipts and payments {or income and
expenditure) for the year to date;
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18.

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:

each councillor with a statement summarising the Council’s receipts and
payments (or income and expenditure) for the last quarter and the year to
date for information; and

ii.  tothe Council the accounting statements for the year in the form of
Section 1 of the annual governance and accountability return, as required
by proper practices, for consideration and approval. .

The year-end accounting statemenits shall be prepared in accordance with
proper practices and apply the form of accounts determined by the Council
(receipts and payments, or income and expenditure) for the year to 31 March,
A completed draft annual governance and accountability return shail 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;
i. the assessment and management of financial risks faced by the Councll;

ii. 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 £25,000 due to special
circumstances are exempt from a tendering process or procurement
exercise.

Financial regulations shall be reviewed regularly and at least annually for
fitness of purpose.
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A public contract regulated by the Public Contracts Regulations 2015 with
an estimated value in excess of £25,000 but less than the relevant
thresholds in standing order 18(f) is subject to Regulations 109-114 of the
Public Contracts Regulations 2015 which include a requirement on the
Council to advertise the contract opportunity on the Contracts Finder
website regardless of what other means it uses to advertise the
opportunity. '

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:

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;

ii.  the invitation to tender shall be advertised in a local newspaper and in
any other manner that is appropriate;

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

V. 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;

vi.  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.

A public contract regulated by the Public Contracts Regutations 2015
with an estimated value in excess of £181,302 for a public service or
supply contract or in excess of £4,551,413 for a public works contract (or
other thresholds determined by the European Commission every two
years and published in the Official Journal of the European Union (OJEU))
shall comply with the relevant procurement procedures and other
requirements in the Public Contracts Regulations 2015 which include
advertising the contract opportunity on the Contracts Finder website and
in OJEU.

A public contract in connection with the supply of gas, heat, electricity,
drinking water, transport services, or postal services to the public; or the
provision of a port or airport; or the exploration for or extraction of gas,
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15.

oil or solid fuel with an estimated value in excess of £363,424 for a
supply, services or design contract; or in excess of £4,551,413 for a
works contract; or £820,370 for a social and other specific services
contract (or other thresholds determined by the European Commission
every two years and published in OJEU) shall comply with the relevant
procurement procedures and other requirements in the Utilities Contracts
Regulations 2016.

HANDLING STAFF MATTERS

A matter personal to a member of staff that is being considered by a meeting of
[Council] OR Tthe { ) committee] OR [the ( ) sub-committee] is subject to
standing orcer 11.

Subject to the Council's policy regarding absences from work, the Council’'s
most senior member of staff shali notify the chairman of [the { ) committee]
OR [the { ) sub-committee] or, if he is not available, the vice-chairman (if there
is one) of [the { ) committee] OR [the ( ) sub-committee] of absence
occasioned by illness or other reason and that person shall report such
absence to [the { ) committee] OR [the ( ) sub-committee] at its next meeting.

The chairman of [the ( } committee] OR [the { } sub-committee] or in his
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 ( } committee] OR [the () sub-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 { ) committee] OR [the ( ) sub-committee] or in his
absence, the vice-chairman of [the { ) committee] OR {the { ) sub-committee]
in respect of an informal or formal grievance matter, and this matter shall be
reported back and progressed by resolution of [the { )} committee] OR [the { )
sub-committeel.

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 ftitle]
relates to the chairman or vice-chairman of {the ( ) committee] OR [the ( )
sub-committee], this shall be communicated to another member of {the ( )
committee] OR [the () sub-committee], which shall be reported back and
progressed by resolution of [the ( } committee] OR [the { ) sub-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.
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20.

21.

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

[If gross annual income or expenditure (whichever is higher) does not exceed
£25,000] The Council shall publish information in accordance with the
requirements of the Smaller Authorities (Transparency Requirements)
(England) Regulations 2015.

OR

[If gross annual income or expenditure (whichever is the higher) exceeds
£200,000] 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).

See also standing order 11.

The Council shall appoint a Data Protection Officer.

The Council shall have policies and procedures in place to respond to an
individual exercising statutory rights concerning his 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
{he 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 shail maintain a written record of its processing activities.
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22,

23

24,

RELATIONS WITH THE PRESS/MEDIA

Requests from the press or other media for an oral or written comment or
statement from the Councll, its councillors or staff shall be handled in
accordance with the Council's palicy 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 witnesses.]

The above is applicable to a Council with a common seal.
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.]

The above is applicable to a Council without a commaon seal.

COMMUNICATING WITH DISTRICT AND CCUNTY 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.
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25.

26.

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

il. 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 { 3 )
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.

Adopted By Hauxley Parish Council.............ocoviiiinn

To be reviewed May 2021
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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 conduct of financial management by the council
and may only be amended or varied by resolution of the council. Financial regulations are
one of the council's three governing policy documents providing procedural guidance for
members and officers. Financial regulations must be observed in conjunction with the
council’s standing orders’ and any individual financial regulations relating to contracts.

1.2. The council is responsible in law for ensuring that its financial management is adequate
and effective and that the council has a sound system of internal control which facilitates the
effective exercise of the council's functions, including arrangements for the management of
risk.

1.3. The council's accounting control systems must include measures:

+ for the timely production of accounts;

e that provide for the safe and efficient safeguarding of public money;
¢ {0 prevent and detect inaccuracy and fraud; and

» identifying the duties of officers.

1.4. These financial regulations demaonstrate how the council meets these responsibilities
and requirements.

1.5. At least once a year, prior to approving the Annual Governance Statement, the council
must review the effectiveness of its system of internal control which shall be in accordance
with proper practices.

1.6. Deliberate or wilful breach of these Regulations by an employee may give rise to
disciplinary proceedings.

1.7. Members of council are expected to follow the instructions within these Regulations and
not to entice employees to breach them. Failure to follow instructions within these
 Regulations brings the office of councillor into disrepute.

1.8. [The Clerk has been appointed as RFO for this council and these regulations will apply
accordingly.]

1.9. The RFQ;

e acts under the policy direction of the council;

" Modsl Standing Orders for Councils (2018 Edition) is available from NALC (©@NALC 2018)

2
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« administers the council's financial affairs in accordance with all Acts, Regulations and
proper practices;

s determines on behalf of the council its accounting records and accounting control
systems;

o ensures the accounting control systems are observed,

« maintains the accounting records of the council up to date in accordance with proper
practices,

¢ assists the council to secure economy, efficiency and effectiveness in the use of its
resources; and

« produces financial management information as required by the council.

1.10. The accounting records determined by the RFO shall be sufficient to show and explain
the council’s transactions and to enable the RFO to ensure that any income and expenditure
account and statement of balances, or record of receipts and payments and additional
information, as the case may be, or management information prepared for the council from
time to time comply with the Accounts and Audit Regulations.

1.11. The accounting records determined by the RFO shall in particular contain:

¢ entries from day to day of all sums of money received and expended by the council
and the matters to which the income and expenditure or receipts and payments
account relate;

e arecord of the assets and liabilities of the council; and

» wherever relevant, a record of the council's income and expenditure in relation to
claims made, or to be made, for any contribution, grant or subsidy.

1.12. The accounting cantrol systems determined by the RFO shall include:

» procedures to ensure that the financial transactions of the council are recorded as
soon as reasonably practicable and as accurately and reasonably as possible;

e procedures to enable the prevention and detection of inaccuracies and fraud and the
ability to reconstruct any lost records;

« identification of the duties of officers dealing with financial transactions and division of
responsibilities of those officers in relation to significant transactions;

« procedures to ensure that uncollectable amounts, including any bad debts are not
submitted to the council for approval to be written off except with the approval of the
RFO and that the approvals are shown in the accounting records; and

« measures to ensure that risk is properly managed.

1.13. The council is not empowered by these Regulations or otherwise to delegate certain
specified decisions. In particular any decision regarding:

3
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¢ setting the final budget or the precept (council tax requirement),

e approving accounting statements;

e approving an annual governance statement;

e borrowing;

» writing off bad debts;

« declaring eligibility for the General Power of Competence; and

« addressing recommendations in any report from the internal or external auditors,
shall be a matter for the full council only.

1.14. In addition, the council must:

e determine and keep under regular review the bank mandate for all council bank
accounts;

e approve any grant or a single commitment in excess of {£5,000]; and

o in respect of the annual salary for any employee have regard to recommendations
about annual salaries of employees made by the relevant committee in accordance
with its terms of reference.

1.15. In these financial regulations, references to the Accounts and Audit Regulations or ‘the
regulations’ shall mean the regulations issued under the provisions of section 27 of the Audit
Commission Act 1998, or any superseding legislation, and then in force unless otherwise
specified.

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall refer to
guidance issued in Governance and Accountability for Local Councils - a Practitioners’
Guide (England) issued by the Joint Practitioners Advisory Group (JPAG), available from the
websites of NALC and the Society for Local Council Clerks (SLCC).

2. Accounting and audit (internal and external)

2.1. All accounting procedures and financial recards of the council shall be determined by
the RFO in accordance with the Accounts and Audit Regulations, appropriate guidance and
praper practices.

2.2. On a regular basis, at least once in each quarter, and at each financial year end, a
member other than the Chairman shall be appointed to verify bank reconciliations (for all
accounts) produced by the RFQ. The member shall sign the reconciliations and the original
bank statements (or similar document) as evidence of verification. This activity shall on
conclusion be reported, including any exceptions, to and noted by the council.

2.3. The RFO shall complete the annual statement of accounts, annual report, and any
related documents of the council contained in the Annual Return (as specified in proper
practices) as soon as practicable after the end of the financial year and having certified the
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accounts shall submit them and report thereon to the council within the timescales set by the
Accounts and Audit Regulations.

2.4. The council shall ensure that there is an adequate and effective system of internal audit
of its accounting records, and of its system of internal control in accordance with proper
practices. Any officer or member of the council shall make available such documents and
records as appear to the council to be necessary for the purpose of the audit and shall, as
directed by the council, supply the RFQ, internal auditor, or external auditor with such
information and explanation as the council considers necessary for that purpose.

2.5. The internal auditor shall be appointed by and shall carry out the work in relation to
internal controls required by the council in accordance with proper practices.

2.6. The internal auditor shall:

+ be competent and independent of the financial operations of the council,

« report to council in writing, or in person, on a regular basis with a minimum of one
annual written report during each financial year,

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

e has no involvement in the financial decision making, management or control of the
council

2.7. Internal or external auditors may not under any circumstances:

o perform any operational duties for the council;

s initiate or approve accounting transactions; or

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

2.8. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as is described in proper practices.

2.9. 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 statements of account required by Audit Commission Act 1998, or
any superseding legislation, and the Accounts and Audit Regulations.

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

3. Annual estimates (budget) and forward planning
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3.2. The RFO must each year, by no later than November, prepare detailed estimates of all
receipts and payments including the use of reserves and all sources of funding for the
following financial year in the form of a budget to be considered by the council.

3.3. The council shall consider annual budget proposals in relation to the council’s three year
forecast of revenue and capital receipts and payments including recommendations for the
use of reserves and sources of funding and update the forecast accordingly.

3.4. The council shall fix the precept (council tax requirement), and relevant basic amount of
council tax to be levied for the ensuing financial year not later than by the end of January
each year. The RFO shall issue the precept to the billing authority and shall supply each
member with a copy of the approved annual budget.

3.5. The approved annual budget shall form the basis of financial control for the ensuing
year.

~ 4, Budgetary control and authority to spend

4.1. Expenditure on revenue items may be authorised up to the amounts included for that
class of expenditure in the approved budget. This authority is to be determined by:

« the council for all items over [£5,000];
o the Clerk, in conjunction with Chairman of Council for any items below [£500].

Such authority is to be evidenced by a minute or by an authorisation slip duly signed by the
Clerk, and where necessary also by the appropriate Chairman.

Contracts may not be disaggregated to avoid controls imposed by these regulations.

4.2. No expenditure may be authorised that will exceed the amount provided in the revenue
budget for that class of expenditure other than by resolution of the council, or duly delegated
committee. During the budget year and with the approval of council having considered fully
the implications for public services, unspent and available amounts may be moved to other
budget headings or to an earmarked reserve as appropriate (‘'virement’).

4.3. Unspent provisions in the revenue or capital budgets for completed projects shall not be
carried forward to a subsequent ysar.

4.4. The salary budgets are to be reviewed at least annually in [November] for the following
financial year and such review shall be evidenced by a hard copy schedule signed by the

6



t: 020 7637 1865 w: www.hale.gov.uk
& nalc@nalc.gov.uk a: 109 Great Russell Street,

National Assoclation London WCIB 3LD

§ of local Councils

Clerk and the Chairman of Council or relevant committee. The RFQ will inform committees
of any changes impacting on their budget requirement for the coming year in good time.

4.5. In cases of extreme risk to the delivery of council services, the clerk may authorise
revenue expenditure on behalf of the council which in the clerk’s judgement it is necessary to
carry out. Such expenditure includes repair, replacement or other work, whether or not there
is any budgetary provision for the expenditure, subject to a limit of [£500]. The Clerk shall
report such action to the chairman as soon as possible and to the council as soon as
practicable thereafter.

4.6. No expenditure shall be authorised in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure unless the council is satisfied
that the necessary funds are available and the requisite borrowing approval has been
obtained.

4.7. All capital works shall be administered in accordance with the council's standing orders
and financial regulations relating to contracts.

4.8. The RFO shall regularly provide the councii with a statement of receipts and payments
to date under each head of the budgets, comparing actual expenditure to the appropriate
date against that planned as shown in the budget. These statements are to be prepared at
least at the end of each financial quarter and shall show explanations of material variances.
For this purpose “material” shall be in excess of [£100].

4.9, Changes in earmarked reserves shall be approved by council as part of the budgetary
control process.

5. Banking arrangements and authorisation of payments

3.1. The council's banking arrangements, including the bank mandate, shall be made by the
RFQ and approved by the council; banking arrangements may not be delegated to a
committee. They shall be regularly reviewed for safety and efficiency. [The council shall seek
credit references in respect of members or employees who act as signatories.]

9.2. The RFO shall prepare a schedule of payments requiring authorisation, forming part of
the Agenda for the Meeting and, together with the relevant invoices, present the schedule to

~council. The council shall review the schedule for compliance and, having satisfied itself
shall authorise payment by a resolution of the council. The approved schedule shall be ruled
off and initialled by the Chairman of the Meeting. A detailed jist of all payments shall be
disclosed within or as an attachment to the minutes of the meeting at which payment was
authorised. Personal payments (including salaries, wages, expenses and any payment
made in relation to the termination of a contract of employment) may be summarised to
remove public access to any personal information.
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5.3. All invoices for payment shall be examined, verified and certified by the RFO to confirm
that the work, goods or services to which each invoice relates has been received, carried
out, examined and represents expenditure previously approved by the council.

5.4, The RFQ shall examine invoices for arithmetical accuracy and analyse them to the
appropriate expenditure heading. The RFO shall take all steps to pay all invoices submitted,
and which are in order, at the next available council meeting. '

5.5. The Clerk and RFO shall have delegated authority to authorise the payment of items
only in the following circumstances:

a) If a payment is necessary to avoid a charge to interest under the Late Payment of
Commercial Debts (Interest) Act 1998, and the due date for payment is before the
next scheduled Meeting of council, where the Cierk and RFO cettify 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;

b} An expenditure item authorised under 5.6 below (continuing contracts and
obligations) provided that a list of such payments shall be submitted to the next
appropriate meeting of council; or

¢} fund transfers within the councils banking arrangements up to the sum of [£3,000],
provided that a list of such payments shall be submitted to the next appropriate
meeting of council.

5.6. For each financial year the Clerk and RFO shall draw up a list of due payments which
arise on a regular basis as the result of a continuing contract, statutory duty, or obligation
(such as but not exclusively) Salaries, PAYE and NI, Superannuation Fund and regular
maintenance contracts and the like for which counci! [,or a duly authorised committee,] may
authorise payment for the year provided that the requirements of regulation 4.1 (Budgetary
Controls) are adhered to, provided also that a list of such payments shall be submitted to the
next appropriate meeting of council.

5.7. A record of regular payments made under 5.6 above shall be drawn up and be signed
by two members on each and every occasion when payment is authorised - thus controlling
the risk of duplicated payments being authorised and / or made.

5.8. In respect of grants a duly authorised committee shall approve expenditure within any
limits set by council and in accordance with any policy statement approved by council. Any
Revenue or Capital Grant in excess of £5,000 shall before payment, be subject to ratification
by resolution of the councit.

5.9. Members are subject to the Code of Conduct that has been adopted by the councit and
shall comply with the Code and Standing Orders when a decision to authorise or instruct
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payment is made in respect of a matter in which they have a disclosable pecuniary or other
interest, unless a dispensation has been granted.

5.10. The counci! wiil aim to rotate the duties of members in these Regulations so that
onerous duties are shared out as evenly as possible over time.

5.11. Any changes in the recorded details of suppliers, such as bank account records, shall
be approved in writing by a Member.

6. Instructions for the making of payments
6.1. The council will make safe and efficient arrangements for the making of its payments.

6.2. Following authorisation under Financial Regulation 5 above, the council, a duly
delegated committee or, if so delegated, the Clerk or RFO shall give instruction that a
payment shall be made.

6.3. All payments shall be affected by cheque or other instructions to the council's bankers,
or otherwise, in accordance with a resolution of council [or duly delegated committee].

6.4. Cheques or orders for payment drawn on the bank account in accordance with the
schedule as presented to council shall be signed by two members of council [and
countersigned by the Clerk,] in accordance with a resolution instructing that payment. A
member who is a bank signatory, having a connection by virtue of family or business
relationships with the beneficiary of a payment, should not, under normal circumstances, be
a signatory to the payment in question.

6.5. To indicate agreement of the details shown on the cheque or order for payment with the
counterfoil and the invoice or similar documentation, the signatories shall each also initial the
cheque counterfoil.

6.6. Cheques or orders for payment shall not normally be presented for signature other than
at a council or committee meeting (including immediately before or after such a mesting).
Any signatures obtained away from such meetings shall be reported to the council at the
next convenient meeting.

6.7. If thought appropriate by the council, payment for utility supplies (energy, telephone and
water) and any National Non-Domestic Rates may be made by variable direct debit provided
that the instructions are signed by two members and any payments are reported to council
as made. The approval of the use of a variable direct debit shall be renewed by resolution of
the council at least every two years.

6.8. If thought appropriate by the council, payment for certain items (principally salaries) may
be made by banker's standing order provided that the instructions are signed, or otherwise
evidenced by two members are retained and any payments are reported to council as made.

9
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The approval of the use of a banker’s standing order shall be renewed by resolution of the
council at least every two years.

6.9. If thought appropriate by the council, payment for certain items may be made by BACS
or CHAPS methods provided that the instructions for each payment are signed, or otherwise
evidenced, by two authorised bank signatories, are retained and any payments are reported
to council as made. The approval of the use of BACS or CHAPS shall be renewed by
resolution of the council at least every two years.

6.10. If thought appropriate by the council payment for certain items may be made by
internet banking transfer provided evidence is retained showing which members approved
the payment.

6.11. Where a computer requires use of a personal identification number (PIN) or other
password(s), for access to the council’s records on that computer, a note shall be made of
the PIN and Passwords and shall be handed to and retained by the Chairman of Council in a
sealed dated envelope. This envelope may not be opened other than in the presence of two
other councillors. After the envelope has been apened, in any circumstances, the PIN and /
or passwords shall be changed as soon as practicable. The fact that the sealed envelope
has been opened, in whatever circumstances, shall be reported to all members immediately
and formally to the next available meeting of the council. This will not be required for a
member's personal computer used only for remote authorisation of bank payments.

6.12. No employee or councillor shall disclose any PIN or password, relevant to the working
of the council or its bank accounts, {o any person not authorised in writing by the council or a
duly delegated committee.

6.13. Regular back-up copies of the records on any computer shall be made and shall be
stored securely away from the computer in question, and preferably off site.

6.14. The council, and any members using computers for the council’s financial business,
shall ensure that anti-virus, anti-spyware and firewall software with automatic updates,
together with a high level of security, is used.

6.15. Where internet banking arrangements are made with any bank, the Clerk [RFQ] shall
be appointed as the Service Administrafor. The bank mandate approved by the council shall
identify a number of councillors who will be authorised to approve transactions on those
accounts. The bank mandate will state clearly the amounts of payments that can be
instructed by the use of the Service Administrator alone, or by the Service Administrator with
a stated number of approvals. '

6.16. Access to any internst banking accounts will be directly to the access page (which may
be saved under “favourites”), and not through a search engine or e-mail link, Remembered
or saved passwords facilities must not be used on any computer used for council banking

10
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work. Breach of this Regulation will be treated as a very serious matter under these
regulations.

6.17. Changes to account details for suppliers, which are used for internet banking may only
be changed on written hard copy notification by the supplier and supported by hard copy
authority for change signed by the Clerk [the RFO]. A programme of regular checks of
standing data with suppliers will be followed.

6.18. 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 [E200] unless authorised
by council or finance committee in writing before any order is placed.

6.19. 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 [coungil].

6.20. Any corporate credit card or trade card account opened by the council will be
specifically restricted to use by the Clerk [and RFO] and shall be subject to automatic
payment in full at each month-end. Personal credit or debit cards of members or staff shall
not be used under any circumstances.

6.21. The council will not maintain any form of cash float. All cash received must be banked
intact. Any payments made in cash by the Clerk [or RFQO] (for example for postage or minor
stationery items) shall be refunded on a regular basis, at least quarterly.

OR

[68:22-The-RFEO-may-provide-petty cash-te-officers-for-the-purpese-of-defraying-operational
and-otherexpenses—Vouchers-for-payments-made-shall-be-fornarded-to-the- REQG-with-a
slaim-for-reimbursement:

a)-The-REQ-shall-maintain-a-petty-cash-float-efH {E250Horthe-purpose-of-defraying
operational-and-other-expenses—Vouchers-for-paymenis-made-from-petty-cash-shall
be-keptic-substantiate-the-payment:

b}ncomereceived-mustnet-be-paid-inte-the-petty-cash-float-but-must-be-separately
banked--as-provided-elsewhere-in-these-regulations.

&}Raymentsto-maintain-the-petty cash-float-shall-be-shewn-separately-on-the
schedule-of payments-presented-to-couneil-under5-2-above-]

7. Payment of salaries

7.1. As an employer, the council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation. The

11
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payment of all salaries shall be made in accordance with payroll records and the rules of
PAYE and National Insurance currently operating, and salary rates shall be as agreed by
council, or duly delegated commitiee,

7.2. Payment of salaries and payment of deductions from salary such as may be required to
be made for tax, national insurance and pension contributions, or similar statutory or
discretionary deductions must be made in accordance with the payroll records and on the
appropriate dates stipulated in employment contracts, provided that each payment is
reported to the next available council meeting, as set out in these regulations above.

7.3. No changes shall be made to any employee’s pay, emoluments, or terms and conditions
of employment without the prior consent of the [council].

7.4. Each and every payment to employees of net salary and to the appropriate creditor of
the statutory and discretionary deductions shall be recorded in a separate confidential record
(confidential cash book). This confidential record is not open to inspection or review {under
the Freedom of Information Act 2000 or otherwise) other than:

a) by any councillor who can demonstrate a need to know;
b) by the internal auditor;
¢) by the external auditor; or

d) by any person authorised under Audit Commission Act 1998, or any superseding
tegislation.

7.5, The total of such payments in each calendar month shall be reported with all other
payments as made as may be required under these Financial Regulations, to ensure that
only payments due for the period have actually been paid,

7.6. An effective system of personal performance management should be maintained for the
senior officers.

7.7. Any termination payments shall be supported by a clear business case and reported to
the council. Termination payments shall only be authorised by council,

7.8. Before employing interim staff, the council must consider a full business case.
8. Loans and investments

8.1. All borrowings shall be affected in the name of the council, after obtaining any
necessary borrowing approval. Any application for borrowing approval shall be approved by
Council as to terms and purpose. The application for borrowing approval, and subsequent
arrangements for the loan shall only be approved by full council.

12
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8.2. Any financial arrangement which does not require formal borrowing approval from the
Secretary of State/Welsh Assembly Government (such as Hire Purchase or Leasing of
tangible assets) shall be subject to approval by the full council. In each case a report in
writing shall be provided to council in respect of value for money for the proposed
transaction.

8.3. The council will arrange with the council’s banks and investment providers for the
sending of a copy of each statement of account to the Chairman of the council at the same
time as one is issued to the Clerk or RFO.

8.4. All loans and investments shall be negotiated in the name of the council and shall be for
a set period in accordance with council policy.

8.5. The council shall consider the need for an Investment Strategy and Policy which, if
drawn up, shall be in accordance with relevant regulations, proper practices and guidance.
Any Strategy and Policy shall be reviewed by the council at least annually.

8.6. All investments of money under the control of the council shall be in the name of the
council, '

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

8.8. Payments in respect of short term or long-term investments, including transfers between
bank accounts held in the same bank, or branch, shall be made in accordance with
Regulation 5 (Authorisation of payments} and Regulation 6 (Instructions for payments).

9. Income

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

9.2. Particulars of all charges to be made for work done, services rendered or goods
supplied shall be agreed annually by the council, notified to the RFO and the RFO shall be
responsible for the collection of all accounts due to the council.

9.3. The council will review all fees and charges at least annually, following a report of the
Clerk.

9.4. Any sums found to be irrecoverable and any bad debts shall be reported to the council
and shall be written off in the year.

9.5. All sums received on behalf of the council shall be banked intact as directed by the
RFO. In all cases, all receipts shall be deposited with the council's bankers with such
frequency as the RFO considers necessary.

13
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9.6. The origin of each receipt shall be entered on the paying-in slip.
9.7. Personal cheques shall not be cashed out of money held on behalf of the council.

9.8. The RFO shall promptly complete any VAT Return that is required. Any repayment claim
due in accordance with VAT Act 1094 section 33 shall be made at least annually coinciding
with the financial year end.

9.9. Where any significant sums of cash are regularly received by the council, the RFO shall
take such steps as are agreed by the council to 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 such as ticket issues, and that appropriate care is taken in the security and safety of
individuals banking such cash,

charitable-bank-account—tnstructionsfor-the-payment-of- funds-due-from-the-charitable-trust
to-the-counci-{to-meet-expenditure-already-incurred-by-the-authority)-wil-be-given-by-the
Regulation-16-below)]

10. Orders for work, goods and services

10.1. An official order or letter shall be issued for all work, goods and services unless a
formal contract is to be prepared or an official order would be inappropriate. Copies of orders
shall be retained.

10.2. Order books shall be controlled by the RFO.

10.3. All members and officers are responsible for obtaining value for money at all times. An
officer issuing an official order shall ensure as far as reasonable and practicable that the
best available terms are obtained in respect of each transaction, usually by abtaining three
or more guotations or estitates from appropriate suppliers, subject to any de minimis
provisions in Regulation 11.1 below.

10.4. A member may not issue an official order or make any contract on behalf of the
council.

10.5. The RFO shall verify the lawful nature of any proposed purchase before the issue of
any order, and in the case of new or infrequent purchases or payments, the RFO shall
ensure that the statutory authority shall be reported to the meeting at which the order is
approved so that the minutes can record the power being used.

11. Contracts

11.1. Procedures as to contracts are laid down as follows:

14
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a) Every contract shall comply with these financial regulations, and no exceptions
shall be made otherwise than in an emergency provided that this regulation need not
apply to contracts which relate to items (i) to (vi) below:

i. for the supply of gas, electricity, water, sewerage and telephone services;

ii. for specialist services such as are provided by legal professionals acting in
disputses;

iii. for work to be executed or goods or materials to be supplied which consist
of repairs to or parts for existing machinery or equipment or plant;

iv. for work to be executed or goods or materials to be supplied which
constitute an extension of an existing contract by the council;

v. for additional audit work of the external auditor up to an estimated value of
£500 (in excess of this sum the Clerk and RFO shall act after consultation
with the Chairman and Vice Chairman of council); and

vi. for goods or materials proposed to be purchased which are proprietary
articles and / or are only sold at a fixed price.

b} Where the council intends to procure or award a public supply contract, public
service contract or public works contract as defined by The Public Contracts
Regulations 2015 (“the Regulations”) which is valued at £25,000 or more, the council
shall comply with the relevant requirements of the Regulations?,

¢) The full requirements of The Regulations, as applicable, shall be followed in
respect of the tendering and award of a public supply contract, public service contract
or public works contract which exceed thresholds in The Regulations set by the
Public Contracts Directive 2014/24/EU (which may change from time to time)®.

d) When applications are made to waive financial regulations relating to contracts to
enable a price to be negotiated without competition the reason shali be embodied in
a recommendation to the council.

e) Such 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

2 The Regulations require councils to use the Contracts Finder website to advertise contract opportunities, set cut the
procedures to be followed in awarding new coniracts and to publicise the award of new confracts
® Thresholds currently applicable are:

a) For public supply and public service contracts 209,000 Euros (£181,302)

b) For public works contracts 5,225,000 Euros {£4,551,413)

15
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addressed to the Clerk in the ordinary course of post. Each tendering firm shall be
supplied with a specifically marked envelope in which the tender is to be sealed and
remain sealed untii the prescribed date for opening tenders for that contract.

f) All sealed tenders shali be opened at the same time on the prescribed date by the
Clerk in the presence of at least one member of council.

g) Any invitation to tender issued under this regulation shall be subject to Standing
Orders 18d, and shall refer to the terms of the Bribery Act 2010.

h) When it is to enter into a contract of less than £25,000 in value for the supply of
goods or materials or for the execution of works or specialist services other than such
goods, materials, works or specialist services as are excepted as set out in
paragraph (a) the Clerk or RFO shall obtain 3 quotations (priced descriptions of the
proposed supply); where the value is below [£3,000] and above [£100] the Clerk or
RFO shall strive to obtain 3 estimates. Otherwise, Regulation 10.3 above shall apply.

i) The councit shall not be obliged to accept the lowest or any tender, quote or
estimate.

i) Should it occur that 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, provided that the specification does not change, 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.

[H2--Payments-undercontracts-for-building-or-other-censtruction-werks]

[12.4--Payments-on-account-of the-contract-sum-shall- be-made-within-the-time-specified-in
the-contract-by-the-RFO-upon-authorised-cerlificates-of-the-architect-or-other-consultants
engaged-to-supervise-the-contrast-{subject-te-any-percentage-withholding-as-may-be-agreed
inthe-particular-contrast-]

[42.2 - \Where-contracts-provide-for-payment-by-instalments-the-REQ-shall-maintain-arecerd
of-all-such-payments-tn-any-case-where-it-is-estimated-that the-total-cost-of-work-carried-out
undera-coniract-excluding-agreed-varations,-will-exceed-the-coniract-sum-of-6%-or-mere-a
report-shall-be-submitted-to-the-counsil]

MM@M@MM{WMMW%W%WW&%@M
by-the-council-and-Clerk-to-the-contractor-in-writing-the-couneil-being-informed-where-the

final-cost-is-likelrto-exceed-the-financiakprovision]
[3.-Steres-and-equipment]

16
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H32-Pelivery-notes-shall-be-eblained-inrespect of-all-goodsreceived-into-store-or
- otherwise-delivered-and-goods-must-be-checked-as-to-orderand-guality-at-the-time-delivery
is-made]

H3-4-The-RFEO-shall-be-responsible-forperiedic-checks-of-stocks-and-stores-at-least
anpuath]

14. Assets, properties and estates

14.1. The Clerk shall make appropriate arrangements for the custody of all titte deeds and
Land Registry Certificates of properties held by the council. The RFO shall ensure a record
is maintained of all properties held by the council, recording the 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.

14.2. 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, save where the estimated value of any one item of tangible
movable property does not exceed [£250].

14.3. No real property (interests in land) shall be sold, leased or otherwise disposed of
without the authority of the council, together with any other consents required by law. In each
case a report in writing 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 & proper business case (including an adequate level of consultation with the
electorate).

14.4. No real property (interests in land) shall be purchased or acquired without the authority
of the full council. In each case a report in writing 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).

14.5. Subject only to the limit set in Regulation 14.2 above, no tangible moveable property
shall be purchased or acquired without the authority of the full council. In each case a report
in writing shall be provided to council with a full business case.

14.6. The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date. The continued existence of tangible assets shown in the
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Register shall be verified at least annually, possibly in conjunction with a health and safety
inspection of assets.

15. Insurance

15.1. Following the annual risk assessment (per Regulation 17), the RFO shall effect all
insurances and negotiate all claims on the council's insurers [in consultation with the Clerk].

[15.2-The-Cletk-shall-give-prompt-netification-to-the-REO-ef-all-new-risks-properties-of
vehicles-which-require-to-be-insured-and-of-any-alterations-affecting-existing-insurances]

15.3. The RFO shall keep a record of all insurances effected by the council and the property
and risks covered thereby and annually review it.

15.4. The RFQO shall be notified of any loss liability or damage or of any event likely to lead to
a claim, and shall report these to council at the next available meeting.

15.5. 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.

16.[Charities)

164 Where-the-counsiHis-sole-managing-trustes-of a-charitable-body-the-Clerk-and-RFO
shall-ensure-that-separate-accounts-are-kept-of- the-funds-held-en-charitabletrustsand
separate-financial-reporis-madein-such-form-as-shall-be-appropriate—in-accordance-with
Charity-Law-and-legislation-or-as-determined-by-the-Charity-Commissien—The-Clerk-and
REQ shall-arrange-for-any-auditor-independent-examination-as-may-be-required-by-Charity
Law-or-any-Governing-Dosument.]

17. Risk management

17.1. The council is responsible for putting in place arrangements for the management of
risk. The Clerk [with the RFQ] shall prepare, for approvai by the council, risk management
policy statements in respect of all activities of the council. Risk policy statements and
consequential risk management arrangements shall be reviewed by the council at least
annually.

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

18. Suspension and revision of Financial Regulations

18
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18.1. It shall be the duty of the council to review the Financial Regulations of the councit from
time to time. The Clerk shall make arrangements to monitor changes in legislation or proper
practices and shall advise the council of any requirement for a consequential amendment to
these Financial Regulations.

18.2. The council may, by resolution of the council 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 drawn up and
presented in advance to all members of council.

The Model Financial Regulations templates were produced by the National Association of
Local Councils (NALC) in July 2019 for the purpose of its member councils and county
associations. Every effort has been made to ensure that the contents of this document are
correct at time of publication. NALC cannot accept responsibility for errors, omissions and
changes to information subsequent to publication.
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HAUXLEY PARISH COUNCIL COMPLAINTS POLICY

INTRODUCTION

1.1 The Council recognises that it is not subject to the jurisdiction of the Local Government
Ombudsman but has adopted this Code to ensure that complainants are properly and fully
considered.

1.2 The Parish Council does not consider formal complaints against councillors. These are
dealt with in accordance with the Parish Council’s adopted Code of Conduct by
Northumberland County Council's Monitoring Officer.

1.3 All other complaints should be addressed to the Parish Clerk and will be dealt with
promptly to maintain public confidence.

1.4 Should the complaint be in regard to the Parish Clerk, it should be addressed to the
Chairman of the Council.

1.5 A fair and courtecus response will be given in all cases, and a full and proper
investigation may be undertaken to establish all the pertinent facts.

INFORMAL COMPLAINT

2.1 The Parish Council will seek to resolve all complaints informally priot to a formal
complaint being lodged.

2.2 An informal complaint is made to the Parish Clerk who will liaise with the complainant
and relevant members to seek resolution.

2.3 Should it not be possible to resolve a complaint informally the complainant may escalate
the complaint to a formal complaint.

2.4 Shouid, in the opinion of the Parish Clerk or Chairman, the complaint be of a serious
nature, the complaint shall be escalated to a formal complaint.

2.5 There is no defined process for an informal complaint; but full records must be kept of
any communications and attempts at resolution.

FORMAL COMPLAINTS

Where possible, the Parish Council would wish to solve any complalnt informally prior to a
formal complaint being lodged

FORMAL COMPLAINTS ABOUT COUNCILLORS

3.1 The Parish Council does not consider formal complaints about its members.

3.2 Members are required to comply with an adopted Code of Conduct.

3.3 A formal complaint about a member should be addressed to the Monitoring Officer of
Northumberland County Council who will arrange the investigation of the complaint.
Northumberland County Council has its own policies for dealing with such complaints.
3.4 The contact details for the Monitoring Officer are:

The Monitoring Officer

Northumberiand County Council

County Hall

Morpeth

Northumberland

NE61 2EF

FORMAL COMPLAINTS ABOQUT THE CLERK

4.1 Formal complaints about the Parish Clerk must be made in writing to the Chairman;
setting out the reasons for the complaint and providing any supplementary information that
will assist an investigation.

4.2 Complaints will be processed in accordance with the Council’s Disciplinary procedure.




HAUXLEY PARISH COUNCIL COMPLAINTS POLICY

FORMAL COMPLAINTS ABOUT THE COUNCIL OR DECISIONS

5.1 Complaints about a decision, the general operations of the Council or the Council as a
body should be made to the Parish Clerk in writing, providing any additional information that
will enable the complaint to be investigated.

5.2 The complaint shall first be considered by the Parish Clerk and Chalrman who shall seek
to resolve the issue or explain the background to the decision.

5.3 Should it not be possible to resolve the complaint, it shall be referred to Full Council. The
complainant shali be invited to address the Council to outline the background to the
complaint.

5.4 Records shall be kept detailing all complaints, actions undertaken and the outcome.

VEXATIOUS COMPLAINTS

8.1 A vexatious complainant is one who persists unreasonably with their complaints, or
makes complaints in order to inconvenience the Council rather than genuinely resolve an
issue. This may include making serial complaints about different issues or continuing to raise
the same or similar matters repeatedly. '

6.2 If such complaints affect the Council's ability to undertake its work and provide its
services to others, it may alter the way it deals with complaints by not acknowledging or
responding to vexatious complaints. Complaints will still be read in case they contain new
information.

6.3 If a complainant is to be classified as vexatious they shall be informed so and given a
timescale of how long this will remain the case.

6.4 Should a vexatious complainant make a new complaint about new issues these will be
treated on their merits.

To be considered by the Council May 2020
To be reviewed May 2021



HAUXLEY PARISH COUNCIL

GENERAL PRIVACY NOTICE

Your personal data - what is it?

“Personal data” is any Information about a living individual which allows them fo be identified from that
data [for example a name, photographs, videos, email address, or address). Identification can be
directly using the data itself or by combining It with other information which nelps fo Identify a living
indivicual {e.g. a list of staff may contain personnel 1B numbers rather than names but if you use o
separate list of the ID numbers which give the corresponding names to identify the staff in the first list
then the first Iist will also be treated as personal data). The processing of personal datais governsd by
legislation relating to personal data which cpplies in the United Kingdom including the General Data
Profection Regulation (the "GDPR} and other legislation relating to personal data and rights such os the
Human Rights Act.

Who are we?

This Privacy Nefice is provided to you by Hauxey Parish Councll which is the data coniroller for your
data.

Other data controllers the council works with:

[e.g. other data controllers, such as local cuthortfies
Communiity groups

Charities

Other not for profit entities

Contractors

Credit reference agencies]

a L] s ¢ & o

We may need to share your personal dota we hold with them so that they can carmy out their
responsibilities to the council. If we and the other data controilers listed above are processing your
data jointly for the same purposes, then the counclt and the other data controliers may be “joint data
controllers’ which mean we are all collectively resporsible 1o yvou for your data. Where sach of the
oarties listed above are processing your data for their own independent purposes then each of us will
be independsntly responsible 1o you and if you have any questions, wish 1o exercise any of your rigints
{see below) or wish to raise o compiaint, you should do so directly to the relevant data controller.

A description of what personal datd the council processes and for what purposes is set out in this
Privacy Notice.

The council will process some or all of the following personal data where necessary to perform its tasks:

. Names, titles, and aliases, photographs;
© Contact datails such as felephone numbers, addresses, and email addresses;
. Whers they are relevant 1o the services provided by a council, or where you provide them to

Us, we may process information such as gender, age, marital status, nationality,
educationfwork history, academic/professional qualifications, hobbies, family composition,
and dependants;

. Where you pay for activities such as use of a council hall, financial dentiflers such as bank
account numbers, payment card numbers, payment/transaction identifiers, policy numbers,
and claim numbers;

. The personal data we process may Include sensitive or other special cafegories of personal
data such as criminal convictions, racial or ethnic origin, mental and physical health, details of
injuries, medication/freatment recelved, political beliefs, frade union affiiation, genetic daifa,
biometric data, data conceming and sexudl life or orientation.

How we use sensitive personal data

. We may process sensitive personal data including, as appropriaie:

- information about your physical or mental health or condition in order to monitor sick
leave and take decisions on your fitness for waork;

- your racial cr ethnic origin or religious or similar information in order to monitor
compliance with equal opportunities legisiation;

- in order to comply with legat requirements and obligations to third parties.



These types of data are descriced in the GDPR as "Special categories of data” and require
higher levels of protection. We need to have further justification for coliecting, storing and using
this type of persongal data,

We may process special categeries of personal data in the following circumstances:
- In lImited circumstances, with your explicit written consent.

- Where we need to cary out our legal obligations.

- Where It is needed in the public Interest,

Less commonly, we may process this type of personal data where it is needed in relation to
legal claims or where it is needed o protect your interests [or someone else’s interests) and you
are not capable of giving your consent, or where you have alrsady made the information
public.

Do we need your consent fo process your sensitive personal data?

®

Inlimited clrcumstances, we may approach you for your wiltten consent 1o allow us to process
certain sensitive personal data. If we do so, we will provide you with full details of the persenal
dota that we would fike and the reason we need T, so that you can carefully consicler whether
you wish to consent,

The council will comply with data protection law. This says that the personal data we hold about you
must be:

* & & »

Used lowfully, fairly and in o transparent way,

Collected only for vaiid purposes that we have clearly explained to you and not used in any
way that is incempatible with those purposes.

Relevant to the purposes we have told you about and limited only to those purposes.
Accurate and kept up to date,

Kept only as fong as necessary for the purposes we have told you about,

Kept and destroyed securely including ensuring thot appropriate technical and security
measures are in place o profect your personal data to protect persenal data from loss, misusa,
unauthorised access and disclosure,

We use your personal data for some or all of the following purposes:

L

« & & @

To celiver public services including to understand your needs to provids the services that you
request and to understand what we can do for you and inform vou of other refevant services;
To confirm your identity to provide some services;

To contact you by post, email, felephone or using social media (e.9., Facebook, Twitter,
WhatsApp);

To help us fo build ug a picture of how we are performing;

To prevent and detect fraud and corruption in the use of public funds and where necessary for
the law enforcement functions;

To enable us to meet dll legal and statutory obligations and powears including any delegated
functions;

To carry out comprehensive safeguarding procedurss {including due diligence and complaints
handling) in accordance with best safeguarding practice from time to fime with the acim of
ensuring that all children and adults-at-risk are provided with safe environments and generally
as necessary to protect individuals from harm or injury;

To promote the interests of the councll:

To maintain our own accounts and records;

To seek your views, opiniocns or comments;

To nofify you of changes to our facilities, services, events and staif, councillors and other role
holders;

To send you communications which you have reguested and that may be of interest to you.
These may include information about campaigns, appeals, othar new projects or inftiatives;
To process relevant financial transactions including grants and payments for geods and
services supplied to the councll

To dllow the statistical analysis of data so we can plan the provision of services.

Qur processing may also include the use of CCTV systems for the prevention and prosecution of cfime,
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What is the legal basis for processing your personal data?

The councilis ¢ public authority and has certain powers and obligations. Most of your paersonal daia is
procassed for complicnce with d legal cbligation which includes the discharge of the council's
statutory functions and powers. Sometimes when exercising these powers or duties It is necessary o
process personal data of residents or people using the councll's services. We will aiways take into
account your interests and rights. This Privacy Notice sels out your rights and the council's cbligafions to
you.

We may process personal data if it is neceassary for the performance of a contract with you, or to take
steps to enter into a contract. An example of this would be processing your data in connection with
the use of sports facllifies, or the acceptance of an dllotment garden tenancy

Sometimes the use of your personal data requires your consent. We will first okidgin your consent to that
use.

Sharing your personal data

This section provides Information about the third carties with whom the council may share your personail
data. These third parties have an obligation to put in pluce appropricte security measures and will be
responsible to you directly for the manner in which they process and protect your persenal cata. It is
fikely that we will need to share your data with some or all of the following {but only where necessary).

. The data controllers listed above under the heading "Other data controllers the councll works
with';
. Qur agents, suppliers and contracteors. For example, we may ask a comimercial provider to

publish or distribute nawsletters on ouwr behalf, or to maintain our dataibase software;

. On occasion, other local authorities or not for profit bodies with which we are carmying out joint
vertures e.g. inrelation 1o facilities or events for the community.

How long do we keep your personal data?

We will keep some records permanently if we are legally required to do so. We may keep some other
records for an extended period of time. For example, it is currently best practice to keep fincncial
racords for a minimum period of 8 years to support HMRC audits or provide tax information. We may
have legal obligations to retain some data in connection with cur statutory obligations as a public
authority. The councll is permitted to retain data in order to defend or pursue claims. In some cases
the law imposes a fime limit for such claims {for example 3 years for personal Injury claims or 6 years for
confract claims). We will refain some personal data for this purpose as long as we belisve it is
necessary to be aple 1o defend or pursue a claim. In general, we will endeavour to keep data only for
as long as we need it. This means that we will delete it when it is no longer needed.

Your rights and your personal data
You have the following rights with respect 1o your personal data:

When exercising any of the righis listed below, in order to process your reguest, we may need fo verify
your identity for your security. In such cases we will need you to respond with proof of your idenfity
before you can exercisa thase rights,

1) The right to access personal data we hold on you

s At any point you can contact us to reguest the personal data we hald on you as well as why
we have that personal data, who has access 1o the personal data and whers we obtained
the personal data from. Once wea have recelved your request we will respond within one
month.

. There are no fees or charges for the first request but additional requests for the same personal
data or reguests which are monifestly unfounded or excessive may be subject to an
administrative fee.

2} The right fo correct and updafe the personal data we hold on you

. If the data we hold on you is out of date, incompletfe or incorrect, you can inform us and your
cata will be updated.

3) The right to have your personal data erased

. If you feel that we should no lenger be using your personal data or that we are unlawlully using

your personal data, you can reguest that we erase the personal date we hold.



. When we receive your reguest we will confirm whether the personal data has been deleted or
the reason why 1t cannot be deleted [for example because we need It for to comply with a
legal cbligation).

4) The right fo object to processing of your personal data or to restict it fo certain purposes only

. You have the right to request that we stop processing your personal data or ask us o restrict
processing. Upon receiving the request we will contact you and let you know if we are able fo
comply of if we have ¢ legal obligation To continue to process your date,

5} The right to data porfability

. You have the right to request that we transfer some of your data to another confroller. We will
comply with your request, where it is feasible to de so, within one month of receiving your
reguest,

6) The right to withdraw your consent to the processing af any time for any processing of data to
‘which consent was obfained

. You can withdraw your consent easily by telephone, email, or by post (see Contact Details
below].

7) The right to lodge a complainf with the Information Commissionert’s Office.

. You can contact the information Commissionears Office on 0303 123 1113 or via emall

hitps:/fico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office,
Wycliffe House, Water Lane, Wilmslow, Cheshire SK? SAF,

Transfer of Data Abroad

Any personal data transferrad to countries or territories outside the Europaan Econamic Area {"EEA”) will only ke placed
on systems complying with measures giving equivalent protection of personal rights eithar through international
agreements or contracis approved by the European Union. [Our website is also accassibie from gverseas so on accasion
some personal data (for example in a newsletter) may be accessed from cvarseas).

Further processing

If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, then we wili provide you with a
new natice explaining this new use prior to commencing the processing and setting out the relevant purposes and
processing conditions. Where and whenever necessary, we will seek your pricr consent to the new precessing,

Changes to this notice

We keep this Privacy Notice under regular review and we will place any updates on our website which can be found via the
following link: https://northumberland parishes.uk/hauxiey

This Notice was last updated Iin May 2020,

Contact Details

Please contact us if you have any questions about this Privacy Notice or the personal data we hold about you or fo exercise
all relevant rights, queries or complaints at:

The Data Controller:
Hauxley Parish Council, 58 Westmorland Avenue, Newbiggin by the Sea NEG4 6RN

Emall:  hauxleypc@gmail.com



HAUXLEY PARISH COUNCIL
CONSENT FORM

Your privacy is important to us and we would like to communicate with you about the council
and its activities. To do so we need your consent. Please fill in your name and address and
other contact information below and confirm your consent by ticking the boxes below.

If you are aged 13 or under your parent or guardian should fill in their details below to
confirm their consent

7= = S

Please confirm your consent below. You can grant consent to any or ail of the purposes
listed. You can find out more about how we use your data from our “Privacy Notice” which is
available from our website at https://northumberlandparishes.uk/acklington

You can withdraw or change your consent at any time by contacting the council office.

We may contact you to keep you informed about what is going on in the Councils
area or other local authority areas including news, events, meetings, clubs, groups and
activities. These communications may also sometimes appear on our website, or in printed
or electronic form {including social media).

We may contact you about groups and activities you may be interested in
participating in.

We may use your name and photo in our newsletters, bulletins or on our website, or
our social media accounts (for example our Facebook page or Twitter account).

[Optional Additional Activities for councils to add if not included above ]
Keeping in touch:

Yes please, | would like to receive communications by email

Yes please, | would like to receive communications by telephone

Yes please, | would like to receive communications by mobile phone including text
message

Yes please, | would like to receive communications by social media (for example
Facebook, Twitter, Instagram, WhatsApp)

Yes please, | would like to receive communications by post



Model publication scheme

1CO

Information Commissioner's Office

Model publication scheme

Freedom of Information Act

This model publication scheme has been prepared and approved by the
Information Commissioner. It may be adopted without modification by any
public authority without further approval and will be valid until further notice.

This publication scheme commits an authority to make information available to
the public as part of its normal business activities. The information covered is
included in the classes of information mentioned below, where this information
is held by the authority. Additional assistance is provided to the definition of
these classes in sector specific guidance manuals issued by the Information
Commissioner.

The scheme commits an authority:

« To proactively publish or otherwise make available as a matter of
routine, information, inciuding environmental information, which is held by
the authority and falls within the classifications below.

+ To specify the information which is held by the authority and falls within

the classifications below.

« To proactively publish or otherwise make available as a matter of

routine, information in line with the statements contained within this

scheme.

» To produce and publish the methods by which the specific information is

made routinely available so that it can be easily identified and accessed by

members of the public.

« To review and update on a regular basis the information the authority

makes available under this scheme,

» To produce a schedule of any fees charged for access to information

which is made proactively available.

o To make this publication scheme available to the public.

s To publish any dataset held by the authority that has been requested,
and any updated versions it holds, unless the authority is satisfied that
it is not appropriate to do so; to publish the dataset, where reasonably
practicable, in an electronic form that is capable of re-use; and, if any
information in the dataset is a relevant copyright work and the public

Model publication scheme
Version 1,2
20151023 1



Modei publication scheme

authority is the only owner, to make the information available for re-use
under the terms of the Re-use of Public Sector Information Regulations
2015, if they apply, and otherwise under the terms of the Freedom of
Information Act section 19.

The term ‘dataset’ is defined in section 11(5) of the Freedom of
Information Act. The term ‘relevant copyright work’ is defined in section
19(8) of that Act.

Classes of information

Who we are and what we do.
Organisational information, locations and contacts, constitutional and
legal governance. :

What we spend and how we spend it,
Financial information relating to projected and actual income and
expenditure, tendering, procurement and contracts.

What cur priorities are and how we are doing.
Strategy and performance information, plans, assessments, inspections
and reviews.

How we make decisions.
Policy proposals and decisions. Decision making processes, internal
criteria and procedures, consultations.

Our policies and procedures.
Current written protocols for delivering our functions and responsibilities.

Lists and registers.
Information held in registers required by law and other lists and registers
relating to the functions of the authority.

The services we offer.
Advice and guidance, booklets and leaflets, transactions and media
releases. A description of the services offered.

The classes of information will not generally include:

« [nformation the disclosure of which is prevented by law, or exempt
under the Freedom of Information Act, or is otherwise properly
considered to be protected from disclosure.

¢ Information in draft form.

» Information that is no longer readily available as it is contained in files
that have been placed in archive storage, or is difficult to access for
similar reasons.

Model publication scheme
Version 1.2
20151023 2



Model publication scheme

The method by which information published under this
scheme will be made available

The authority will indicate clearly to the public what information is covered by
this scheme and how it can be obtained.

Where it is within the capability of a public authority, information will be
provided on a website. Where it is impracticable to make information available
on a website or when an individual does not wish to access the information by
the website, a public authority will indicate how information can be obtained by
other means and provide it by those means.

In exceptional circumstances some information may be available only by
viewing in person. Where this manner is specified, contact details will be
provided. An appointment to view the information will be arranged within a
reasonable timescale.

Information will be provided in the language in which it is held or in such other
language that is legally required. Where an authority is legally required to
translate any information, it will do so.

Obligations under disability and discrimination legislation and any other
legislation to provide information in other forms and formats will be adhered to
when providing information in accordance with this scheme.

Charges which may be made for information published
under this scheme

The purpose of this scheme is to make the maximum amount of information
readily available at minimum inconvenience and cost to the public. Charges
made by the authority for routinely published material will be justified and
transparent and kept to a minimum.

Material which is published and accessed on a website will be provided free of
charge.

Charges may be made for information subject to a charging regime specified
by Parliament.

Charges may be made for actual disbursements incurred such as:

« photocopying
» postage and packaging
» the costs directly incurred as a result of viewing information

Model publication scheme
Version 1.2 ‘
20151023 3



Model publication scheme

Charges may also be made for information provided under this scheme where
they are legally authorised, they are in all the circumstances, including the
general principles of the right of access to information held by public
authorities, justified and are in accordance with a published schedule or
schedules of fees which is readily available to the public.

Charges may also be made for making datasets {(or parts of datasets) that are
relevant copyright works available for re-use. These charges will be in
accordance with the terms of the Re-use of Public Sector Information
Regulations 2015, where they apply, or with regulations made under section
11B of the Freedom of Information Act, or with other statutory powers of the
public authority.

If a charge is to be made, confirmation of the payment due will be given before
the information is provided. Payment may be requested prior to provision of
the information.

Written requests

Information held by a public authority that is not published under this scheme
can be requested in writing, when its provision will be considered in
accordance with the provisions of the Freedom of Information Act.

Model publication scheme
Version 1.2
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HAUXLEY PARISH COUNCIL
Financial Position at 31 March 2020

BALANCE B/F @ 1 April 2019
INCOME:

Precept

{interest received
VAT Refunds
Donations
Miscellanecus

Total Income
EXPENDITURE:

Clerks Fees
Stationery/post etc
Insurance

Audit Fees
Subscriptions/Training
Village Hall Rent

Village Square (gravel)
Street Furniture

Grit bins

Miscellaneous

Christmas Trees and Lights
Webpage

Legal Advice
Neighbourhood Flan Consultation
Footpaths

Newspage

Planters/Grass Cutiing
Election Costs

Noticeboard

Contingency

Recoverable VAT

Total Expenditure
BALANCE C/F
Balances per Bank Accounts:

Currant / Community Account
Business Saver Account

Earmarked Funcds
B/F

Transfers
Expenditure to date

Working Balance

Budget Total
2019/20 2019120

7,280.47

4,000 4,000.00
2 3.52
- 80.00

3 -

4,005 4,093.52

1,300 1,720.71

70 109.94
300 479.38
50 £5.00
100 72.08
90 120.00
200 746.00
600 1,210.80
0 -

0 -
50 254,50

25.00

150 225.00
100 -
200 -
200 -

320 300.00

1,000 1,692.75
100 -
50 -
100 -

- 354.68

4,980 7,405.94

[ 3,968,05]

2,157.58
1,845.47

7,405.04

135.00

Unpresentad cheques

702 £60.00
706 £75.00
£135.00



1.

Gsumaey 9 Feserves

At 15t April 2019 the opening balance was £7,280.47. The end of year
accounts for 31 March 2019 show a balance of £7034. (£246.34) difference to
be investigated. The balance may need to be restated on the AGAR.

VAT had not been claimed since May 2014, During this time an amount of
£841.03 of VAT has accrued which the Council was eligible to reclaim.
2014-15 £96.34

2015-16 £60

2016-17 £79.49

2017-18 £201.01

2018-19 £60

2019-20 £344.68

The previous Clerk reclaimed £90 of VAT, following advice from the Internal
Auditor, which was received in July 2019 but there is no record of which
payments this related to. The Council are only able to claim VAT for a period
of 3 years therefore the VAT reclaims due for the period 2014 to end of 2017
are written off (£235.83 loss).

For the period 2017 to 2020 there is a VAT total of £605.69 there is still an
amount of £515.69 due to the Council.

At 318 March 2020 there is a balance of £3968.05 to carry over (£4483.74 if
you take into account the VAT that is still to be reclaimed).

Of this £4483.74 there is no breakdown of this money apart from £299.15
which the Council received in 2017 via NALC transparency fund which was a
grant application to purchase I'T hardware but never used. The conditions of
the grant will dictate the use of this money and it should remain reserved for
IT hardware. (£4184.59)

The Council set a precept of £4000 for the year 2020-21 without agreeing a
budget.

The budget for expenditure for 2019-20 was £4980 for which the Council only
requested a precept of £4000 running at a loss of £980 for the year.

| recommend the Councit revise the budget for 2020-2021 as per the attached
spreadsheet taking a contribution of £1745 from balances to meet the
anticipated requirements for the year.

The Council should then distribute the remaining balance of £2738.74
between the below suggested headings for reserves. Money can be vired
from the reserves for any overspends during the year but mainly you want to
build your reserves gradually over the years to have a minimum of 1 half of
your precept in contingencies and savings for any projects. -



Reserves

Computer Hardware £299.15 + £200
Village Square £200

Allotment Footpaths £189.59
Community Events £150

Street furniture e.g. seats, bins, bus shelter £400
Information panels and plinths £100

Election costs £100

Grounds maintenance £500

Contingency £600

Total £2738.74



Feoroser BVUDUET  AojustHenss

Budget Actual Proposed
2019-20 2019-20 2020-21
INCOME:
Precept 4,000 4,000.00
Interest received 2 3.52
VAT Refunds - 90.00
Donations -
Miscellaneous 3 -
Total Income 4,005 4,093.52
EXPENDITURE:
Clerks Fees 1,300 1,720.71 1900
Stationery/post etc 70 109.94 80
fnsurance - 300 479.38 250
Audit Fees 50 95.00 100
Subscriptions/Training 100 72.08 120
Village Hall Rent ' 20 120.00 120
Village Square {gravel) 200 746.00 400
Street Furniture 600 1,210.90 300
0 -
Grit bins 0 - 100
Miscellanecus 50 254.50 50
Christmas Trees and Lights 25.00 200
Webpage 150 225.00 75
Legal Advice 100 - 100
Neighbourhood Plan Consultation 200 - 200
Footpaths 200 - 200
Newspage 320 300.00 300
Planters/Grass Cutting 1,000 1,692.75 1200
Election Costs 100 - 0
Noticeboard 50 - 50
Contingency 100 - 0
Recoverable VAT - 354.68 0]

Total Expenditure 4,980 7,405.94 5745




