Frrish

YOU ARE SUMMONED TO ATTEND A MEETING OF THE PARISH COUNCIL
TO BE HELD ON THURSDAY 10" MAY 2018 AT 8PM
IN THE CHURCH ROOM, WEST WYCOMBE

MEMBERS OF THE PUBLIC and PRESS ARE INVITED TO ATTEND

AGENDA

PwnNpRE

To accept apologies for absence

Declaration of disclosable pecuniary interests by Members relating to agenda items
To confirm and sign the minutes of the previous meeting

Report on progress on items in the previous minutes

MEETING CLOSED FOR PUBLIC QUESTIONS
MEETING RE-OPENED

5. Correspondence — see Appendix 1

6. Planning Applications & decisions: None at the time of producing the agenda

7. To discuss the Silent Soldier campaign and the World War 1 Centenary

8. To receive an update on GDPR; to approve a Privacy Policy for allotment holders;
grant of exclusive right (burials) holders; those people who contact the Parish Council

9. To consider updates to the Financial Regulations to include approval for the use of
variable Direct Debits and online banking to HMRC and to approve the amended
Financial Regulations

10. To discuss and agree on the insurance provider from the 15t June 2018

11. To revise our Standing Order and to adopt the new Standing Orders developed by
NALC

12. To agree to pay the internal auditor

13. To agree to pay the Chairman’s allowance of £150

14. To receive and discuss the internal auditors report

15. To complete the Annual Governance Statement

16. To approve the accounts for the year ending 315t March 2018

17. To set the date of 18th June until 27" July for the public inspection of the annual
accounts to include the first 10 days of July

18. To agree on a policy for fires and barbecues on the Pedestal Playing Field

19. To report and discuss any Highways issues

20. To approve the accounts for May 2018 and signing of cheques - appendix 2

21. Members questions

22. Date of next meeting - Annual Parish Meeting on Thursday 24" May 2018 at 8pm in The
Church Room; Thursday 14" June 2018 at 8pm in The Church Room

SHARON L. HENSON, CLERK 3.5.2018

PLEASE REPLY TO: Clerk to the Parish Council, Mrs. Sharon L. Henson,
18, Portway Drive, West Wycombe, Buckinghamshire HP12 4AU
Telephone: 01494 — 448048 Email: clerk@westwycombe.org.uk



Came & Company Local Council Insurance Core
Cover Summary

With Came & Company Local Council Insurance you automatically receive the following
core covers:

Public Liability - Any socially responsible Council should have this indemnity during
times of increasing litigation. This will provide protection against your legal liability for
bodily injury to third parties or property damage occurring on property for which the
Council is legally responsible - as a direct result of the Council's negligence.

Other insurers will offer a higher limit of indemnity but our claims experience confirms
our limit of indemnity is sufficient but if you are concerned please contact us.

Employers’' Liability - This covers the legal liability of the Council for negligence
following death or bodily injury or disease sustained by Employees, Councillors and
Volunteers during and arising out of the course of their employment, including Corporate
Manslaughter and Homicide. If the Council has employees then Employers' Liability is a
legal requirement.

Hirers' Indemnity - If the Council insures a building this covers legal liability for hirers
(small groups or individuals - non-commercial) of Council premises, should injury or
damage to the property occur during the period of the hire.

Other insurers policies do not extend to provide cover for small groups but we
feel this is important to support small groups in the community

Officials' Indemnity - This provides cover for legal liability claims arising from any
negligent act, error or omission committed in good faith by any employee or official of
the Council. The policy has a standard exclusion for member to member claims; this
means that if an employee or councillor makes a claim naming another employee or
councillor there is no cover within the policy.

Libel and Slander - This cover provides protection against a verbal or written
comment, made by the Council, which a member of the public considers to be incorrect
or damaging and as a result seeks financial compensation. The policy has a standard
exclusion for member to member claims; this means that if an employee or councillor
makes a claim naming another employee or councillor there is no cover within the policy.

Fidelity Guarantee - This provides cover against acts of fraud or dishonesty by any
official of the Council, or a number of officials in collusion, and any subsequent loss of
property.

To calculate the level of cover we use the precept and all of the financial reserves of the

council ie the precept is paid twice a year which cover is half the precept and all of the
financial reserves.
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Came & Company Local Council Insurance is a trading style of Stackhouse Poland Ltd who are Authorised and Regulated by the
Financial Conduct Authority to sell general insurance products. Our firm reference number is 309340. This information may be
checked on the FCA's Register by visiting their website or contacting them on 0800 111 6768 (Freephone) or 0300 500 8082.



Personal Accident - The Personal Accident section covers Employees, Councillors and
Volunteers from 16 years and up to the age of 90 as standard. To claim under this
section a person needs have been injured whilst working on behalf of the council.

Please note; if a person is injured whilst carrying out the council’s activities, cover is
provided under the liability section for all age groups.

Money cover is included - Money cover provides for loss of money up to £1,000 to the
Council when carried by Employees, for example to and from the bank, together with
personal accident assault cover for persons aged between 16-90.

Property is covered on an all-risks basis. Theft and Accidental Damage is included
as standard.

Increased Cost of Working - We automatically provide cover up to £10,000 for a
period of 12 months, reducing the financial impact for the Council, should the Council
incur additional expenditure as the result of an insured event.

Loss of Revenue - We automatically provide cover up to £10,000 a period of 12
months, reducing the financial impact for the Council, should the Council incur a Loss of
Revenue as the result of an insured event.

Commercial Legal Expenses - This cover provides protection for the Councillors and
Clerk acting in their capacity as officials for the Council, against the cost of potential
commercial legal disputes, legal advice and representation; including employment, tax
and contract disputes.

Key Person - If the Clerk, Deputy Clerk, Groundsman, Deputy Groundsman are unable
to work due to illness or injury for 14 days or longer. The payment is made to the
Council to contribute towards the cost of a locum or temporary person. The weekly
amount can be increased for an additional premium.

Other insurers will offer Key personnel Liability — which does not provide cover for
illness and the payment is forwarded to the person and not the council.

We will forward the payment to the council to assist with expenditure for the confirmed
period. Few councils budget for this scenario and due to most councils now paying sick
pay this additional cost can be a burden

Defibrillators & Cabinets — £5,000 has been included in the core covers for no
additional premium to provide loss or damage cover for Defibrillators & Cabinets.
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checked on the FCA's Register by visiting their website or contacting them on 0800 111 6768 (Freephone) or 0300 500 8082.



Email Contact Privacy Notice

When you contact us

The information you provide (personal information such as name, address, email
address, phone number, organisation) will be processed and stored so that it is possible
to contact you and respond to your correspondence, provide information and/or access
our facilities and services. Your personal information will be not shared or provided to
any other third party.

The Councils Right to Process Information
GDPR (General Data Protection Act 2018) Article 6 (1) (a) (b) and (e)

Processing is with consent of the data subject

or

Processing is necessary for compliance with a legal obligation

or

Processing is necessary for the performance of a task carried out in the public interest
or in the exercise of official authority vested in the controller

Information Security

West Wycombe Parish Council cares to ensure the security of personal data. We make
sure that your information is protected from unauthorised access, loss, manipulation,
falsification, destruction or unauthorised disclosure. This is done through appropriate
technical measures and appropriate policies.

We will only keep your data for the purpose it was collected for and only for as long as
is necessary. After which it will be deleted.

Children
We will not process any data relating to a child (under 13) without the express parental/
guardian consent of the child concerned.

Your Rights - Access to Information
You have the right to request access to the information we have on you. You can do this
by submitting our GDPR form which you will find on our website at westwycombe.org.uk



Information Correction

If you believe that the information we have about you is incorrect, you may use the
GDPR form which is available on our website at www.westwycombe.org.uk/GDPR so
that we can update it and keep your data accurate.

Information Deletion
If you wish West Wycombe Parish Council to delete the information about you. Please
use the form on our website at www.westwycombe.org.uk/GDPR

Right to Object

If you believe that your data is not being processed for the purpose it has been collected
for, you may object: Please contact the Clerk using the Contact Form at
www.westwycome.org.uk/contact.html

Rights Related to Automated Decision Making and Profiling
West Wycombe Parish Council does not use automated decision making or profiling of
individual personal data.

Summation

In accordance with the law, we only collect a limited amount of information about you
that is necessary for correspondence, information and service provision. We do not use
profiling, we do not sell or pass your data to third parties. We do not use your data for
purposes other than those specified. We make sure your data is stored securely. We
delete all information deemed to be no longer necessary. We constantly review our
Privacy Policies to keep it up to date in protecting your data.

Complaints

If you have a complaint regarding the way your personal data has been processed you
may make a complaint to the Clerk using the Contact Form at
www.westwycome.org.uk/contact.html and the Information Commissioners Office
casework@ico.org.uk Tel: 0303 123 1113

Dated:

Minute Ref:


http://www.westwycombe.org.uk/GDPR
http://www.westwycombe.org.uk/GDPR
http://www.westwycome.org.uk/contact.html
http://www.westwycome.org.uk/contact.html
mailto:casework@ico.org.uk

Allotment Tenants Privacy Notice

When you sign and return your Allotment Tenancy Agreement

The information you provide (personal information such as name, address, email
address, phone number, organisation) will be processed and stored so that it is possible
to contact you and respond to your correspondence, provide information and/or access
our facilities and services. Your personal information will be not shared or provided to
any other third party.

The Councils Right to Process Information
GDPR (General Data Protection Act 2018) Article 6 (1) (a) (b) and (e)

Processing is with consent of the data subject

or

Processing is necessary for compliance with a legal obligation

or

Processing is necessary for the performance of a task carried out in the public interest
or in the exercise of official authority vested in the controller

Information Security

West Wycombe Parish Council cares to ensure the security of personal data. We make
sure that your information is protected from unauthorised access, loss, manipulation,
falsification, destruction or unauthorised disclosure. This is done through appropriate
technical measures and appropriate policies.

We will only keep your data for the purpose it was collected for and only for as long as
is necessary. After which it will be deleted.

Children
We will not process any data relating to a child (under 13) without the express parental/
guardian consent of the child concerned.

Your Rights - Access to Information
You have the right to request access to the information we have on you. You can do this
by submitting our GDPR form which you will find on our website at westwycombe.org.uk



Information Correction

If you believe that the information we have about you is incorrect, you may use the
GDPR form which is available on our website at www.westwycombe.org.uk/GDPR so
that we can update it and keep your data accurate.

Information Deletion
If you wish West Wycombe Parish Council to delete the information about you. Please
use the form on our website at www.westwycombe.org.uk/GDPR

Right to Object

If you believe that your data is not being processed for the purpose it has been collected
for, you may object: Please contact the Clerk using the Contact Form at
www.westwycome.org.uk/contact.html

Rights Related to Automated Decision Making and Profiling
West Wycombe Parish Council does not use automated decision making or profiling of
individual personal data.

Summation

In accordance with the law, we only collect a limited amount of information about you
that is necessary for correspondence, information and service provision. We do not use
profiling, we do not sell or pass your data to third parties. We do not use your data for
purposes other than those specified. We make sure your data is stored securely. We
delete all information deemed to be no longer necessary. We constantly review our
Privacy Policies to keep it up to date in protecting your data.

Complaints

If you have a complaint regarding the way your personal data has been processed you
may make a complaint to the Clerk using the Contact Form at
www.westwycome.org.uk/contact.html and the Information Commissioners Office
casework@ico.org.uk Tel: 0303 123 1113

Dated:

Minute Ref:
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Purchase of Exclusive Rights

When you purchase the Exclusive Right to:

a single or joint Burial Ground plot or a Cremated Remains plot

The information you provide (personal information such as name, address, email
address, phone number, organisation) will be processed and stored so that it is possible
to contact you and respond to your correspondence, provide information and/or access
our facilities and services. Your personal information will be not shared or provided to
any other third party.

The Councils Right to Process Information
GDPR (General Data Protection Act 2018) Article 6 (1) (a) (b) and (e)

Processing is with consent of the data subject

or

Processing is necessary for compliance with a legal obligation

or

Processing is necessary for the performance of a task carried out in the public interest
or in the exercise of official authority vested in the controller

Information Security

West Wycombe Parish Council cares to ensure the security of personal data. We make
sure that your information is protected from unauthorised access, loss, manipulation,
falsification, destruction or unauthorised disclosure. This is done through appropriate
technical measures and appropriate policies.

We will only keep your data for the purpose it was collected for and only for as long as
is necessary. After which it will be deleted.

Children
We will not process any data relating to a child (under 13) without the express parental/
guardian consent of the child concerned.

Your Rights - Access to Information
You have the right to request access to the information we have on you. You can do this
by submitting our GDPR form which you will find on our website at westwycombe.org.uk



Information Correction

If you believe that the information we have about you is incorrect, you may use the
GDPR form which is available on our website at www.westwycombe.org.uk/GDPR so
that we can update it and keep your data accurate.

Information Deletion
If you wish West Wycombe Parish Council to delete the information about you. Please
use the form on our website at www.westwycombe.org.uk/GDPR

Right to Object

If you believe that your data is not being processed for the purpose it has been collected
for, you may object: Please contact the Clerk using the Contact Form at
www.westwycome.org.uk/contact.html

Rights Related to Automated Decision Making and Profiling
West Wycombe Parish Council does not use automated decision making or profiling of
individual personal data.

Summation

In accordance with the law, we only collect a limited amount of information about you
that is necessary for correspondence, information and service provision. We do not use
profiling, we do not sell or pass your data to third parties. We do not use your data for
purposes other than those specified. We make sure your data is stored securely. We
delete all information deemed to be no longer necessary. We constantly review our
Privacy Policies to keep it up to date in protecting your data.

Complaints

If you have a complaint regarding the way your personal data has been processed you
may make a complaint to the Clerk using the Contact Form at
www.westwycome.org.uk/contact.html and the Information Commissioners Office
casework@ico.org.uk Tel: 0303 123 1113

Dated:

Minute Ref:
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WEST WYCOMBE PARISH COUNCIL STANDING ORDERS TO BE USED IN CONJUNCTION
WITH THE NALC STANDING ORDERS OF MAY 2018
(as RESOLVED at the Council Meeting on 10th May 2018)

For the purposes of this document, ‘Chairman’ means Chairman of the Council.

Dates of Meetings

1. The Ordinary Meetings of the Council shall be held on the second Thursday of the month with the
exception of August under normal circumstances. Such a meeting may be called or changed if the
Council so votes. An extra meeting may be called by the Chairman or Clerk if the circumstances
demand.

2. In an election year the Annual Parish Council meeting shall be held on or within 14 days following the
day on which the Councillors elected take office. In a non election year the Annual Parish Council
meeting shall be held on such day in May as the Council may direct.

3. A Council meeting and its agenda should be announced on the Parish Notice boards with three clear
days of notice. Councillors should have the agenda delivered to their address with four clear days of
notice.

Quorum

4. A quorum shall consist of 3 if there be seven or six councillors. Where more than one third of the
members are disqualified to vote e.g. through declaration of interest, then until the number in office is
increased to not less than two thirds, the quorum is determined by reference to the number of
councillors remaining qualified to act. In no case can the quorum be less than 3.

Chairman
5. The person presiding at a meeting shall exercise all powers and duties of the Chairman in relation to the
conduct of the meeting.

Special Meetings
6. Special Meetings of the Council shall be called by the Clerk upon request by 3 members, or the
Chairman, subject to three days’ notice.

Voting

7. Members shall vote by a show of hands or by a ballot, by resolution of the Council. Voting may be
completely recorded by agreement of the Council. On an equality of votes, the Chairman shall have a
second (casting) vote whether or not they gave an original vote.

8. Every Councillor has one vote each. In the event where the number of votes are the same whether for
or against, the Chairman shall cast a second vote.

9. All proposals shall have a proposer and seconder.

10. All proposals that have been seconded must be written down accurately, clearly without ambiguity, and
read to the meeting before the votes are cast.

11. Amendments must be proposed, written down and read out before any votes are cast.

12. The amendment must be voted on before the proposal or amended proposal is voted upon.

13. If there be more than one amendment, then they must be voted upon in reverse order.

Order of Business at the Annual Parish Council Meeting
14. The first business shall be:-
a) To elect a Chairman and Vice-Chairman and to sign and receive the Chairman’s declaration of
acceptance
b) To appoint Standing Committees.
c) To appoint representatives to Other Bodies.
d) To receive a statement of accounts.
Thereafter shall follow the order set out below (at Ordinary Meetings).

Subject to a) and b) below, the Chairman may give an original vote on any matter put to the vote, and in

any case of an equality of votes may give a casting vote whether or not he gave an original vote.

a) |If the person presiding at the annual meeting would have ceased to be a member of the council but
for the statutory provisions which preserve the membership of the Chairman and Vice Chairman
until the end of their term of office he may not give an original vote in an election for Chairman.

b) The person presiding must give a casting vote whenever there is an equality of votes in an election
for Chairman.

¢) inthe ordinary year of election of Council to fill any vacancies left unfilled at the election by reason
of insufficient nominations;

d) to decide when any declarations of acceptance of office and written undertakings to observe the
code of conduct adopted by the council which have not been received as provided by law, shall be
received.



Order of Business at Ordinary Meetings
15. a) In the absence of the Chairman and Vice-Chairman, the Meeting shall first appoint a Member to
preside.
b) To consider and approve the minutes of the previous meeting.
c) To dispose of any business remaining from the last meeting.
d) To receive reports from a) the Chairman, b) the Clerk, ¢) Committees.
e) To consider correspondence.
f) To conduct relevant business.

Proceedings at Meetings

16. To consider proposals in the order in which they shall have been received. Notice of agenda items,
which must be in writing, shall be delivered to the Council Offices no later than 12.00 hours on the
Wednesday of the week prior to the meeting, in order that they can be placed on the agenda. Agenda
items should be as concise as possible. Where necessary, they may be supported by a separate paper
to be circulated with the agenda. If this is not the case, the Clerk to precis the item, perhaps in
conjunction with the Chairman of the Council, if the Clerk feels it necessary. Any papers pertaining to
agenda items may only be tabled at Council Meetings with the prior permission of the Chairman, with
reading time allowed. Every proposal shall be relevant to some question on which the Council has
power to act, or which affects the Parish. Proposals for alterations to the minutes shall, if possible, be
made in writing, stating clearly the new wording proposed, and be delivered to the Clerk no later than
12.00 hours on the Wednesday of the week prior to the meeting at which they are to be considered.

Public Questions

17. a) A period, not to exceed thirty minutes, shall be permitted at the Chairman’s discretion to receive
questions from members of the public who may be attending a meeting.
b) A motion to vary the time allowed for public questions,

i) may be proposed by the Chairman or any member and, if proposed by the Chairman,
may be put to the vote without being seconded, and
i) shall be put to the vote without discussion.

Standing Committees
18. Committees shall conduct their business in accordance with the Terms of Reference for Committees.

Suspension of Standing Orders
19. Standing Orders may be suspended only on a mater of urgency and by a two-thirds majority of the
Members present.

Six Month Rule
20. A decision of the Council shall not be reversed within six months, save by a special resolution. The
written notice thereof shall contain the signatures of four Members.

Limit on Agenda Items

21. No Councillor may make more than three proposals or request more than three items to be placed on
the agenda. No Councillor may ask more than three questions, including supplementaries, concerning
past business, in the course of any one meeting.

Time Limit on Speeches and Meetings
22. No Councillor may speak for more than five minutes on any one subject at any one time. At 10.30pm
the Chairman shall put to the Members whether they wish to continue or adjourn the meeting.

Right of Reply
23. The proposer shall have the right of reply at the close of the debate on the proposal before it is put to

the vote.

Behaviour of Members
24. All members must observe the Model Code of Conduct for Parishes which was adopted by this Council
in July 2012.

If any member reasonably believes that another member is in breach of the Code of Conduct, that

member is under a duty to report that breach to the Standards Committee.

a) No member shall at a meeting persistently disregard the ruling of the Chairman, wilfully obstruct
business or behave irregularly, improperly, or in such a way as to bring the Council into disrepute. If
any member contravenes these rules, the Chairman or any other member may move that * The
member named be not further heard’, and the motion, if seconded, shall be put and determined
without discussion.




b) If a member continues his/her misconduct after a motion under the foregoing paragraph has been
carried, the Chairman shall:

Either move that the member leaves the meeting (in which case the motion shall be put and
determined without discussion)

Or

Adjourn the meeting of the Council for such a period as his/her discretion shall consider expedient.

c) Inthe event of a general disturbance which in the opinion of the Chairman renders the due and
orderly dispatch of business impossible, the Chairman, in addition to any other power vested in
him/her, may without question put, adjourn the meeting of the Council for whatever period he/she
shall by his/her discretion consider expedient, and may take such further steps as may be
reasonably considered.

d) If a member has a personal interest as defined by the Code of Conduct adopted by the Council in
July 2012 then he shall declare such an interest as soon as it become apparent, disclosing the
existence and the nature of that interest as required.

e) If a member who has declared a personal interest then considers the interest to be prejudicial, he
must withdraw from the room during consideration of the item to which the interest relates.

f) The Clerk may be required to compile and hold a register of Member’s Interests, or a copy thereof,
in accordance with agreement reached with the Monitoring Officer of Wycombe District Council as
required by statute.

g) All minutes kept by the Council and by any committee shall be open to inspection by any member of
the Council.

h) A Councillor who does not attend for six consecutive Parish Council meetings ceases automatically
to be a member of the Council unless either he has a ‘statutory excuse’ or his failure to attend is due
to a reason approved by the council e.qg. ill health; attendance at WDC/BCC meetings.

Public Statements

25. No Councillor, whether or not serving on any external bodies, shall make any statement or cause any
publicity to arise, in the name of, or on behalf of, the Parish Council, unless the approval of the full
Parish Council has previously been given. The Clerk to the Council is the Proper Officer for the issuing
of such material.

Filming and recording of meetings

26. If circumstances arise where the likelihood of filming or recording of the meeting by members of the
public is considered possible, the Chairman will remind the public that data protection and if relevant,
the protection of vulnerable adults or children is of paramount importance.
On 6 August 2014, the 1960 Act was amended by the Openness of Local Government Bodies
Regulations 2014 (“the 2014 Regulations”). The amended 1960 Act provides that a person may not
orally report or comment about a meeting as it takes place if he is present at the meeting of a parish
council or its committees but otherwise may:
a) film, photograph or make an audio recording of a meeting;
b) use any other means for enabling persons not present to see or hear proceedings at a meeting as it
takes place or later;
¢) report or comment on the proceedings in writing during or after a meeting or orally report or comment
after the meeting

Miscellaneous
27.Any questions of a purely administrative nature shall be dealt with by written response from the Clerk.

28. The Council may refer any item to a Committee for further discussion.

29. The Parish Council authorises the Clerk to arrange emergency repairs, if possible after consultation
with the Chairman or Vice Chairman, up to a value of £500.

Interpretation of Standing Orders
30. The ruling of the Chairman on the interpretation or application of these Standing Orders shall be final.
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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 original motion (as
amended) becomes the substantive motion upon which further amendment(s)
may be moved.

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

A councillor may move an amendment to 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;

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

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

During the debate on a motion, a councillor may interrupt only on a point of
order or a personal explanation and the councillor who was interrupted shall
stop speaking. A councillor raising a point of order shall identify the standing
order which 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;

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

viii. to adjourn the meeting; or

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

Before an original or substantive motion is put to the vote, the chairman of the
meeting shall be satisfied that the motion has been sufficiently debated and
that the mover of the motion under debate has exercised or waived 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 5 minutes without the consent of the chairman of the meeting.



LA

DISORDERLY CONDUCT AT MEETINGS

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

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

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

MEETINGS GENERALLY

Full Council meetings °
Committee meetings
Sub-committee meetings

Meetings shall not take place in premises which at the time of the meeting
are used for the supply of alcohol, unless no other premises are available
free of charge or at 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 aday appointed for public thanksgiving or mourning.

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



The period of time designated for public participation at a meeting in
accordance with standing order 3(e) shall not exceed 5 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 5 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. If more than one person wants
to speak, the chairman of the meeting shall direct the order of speaking.

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

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

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

Subject to standing orders which indicate otherwise, anything authorised
or required to be done by, to or before the Chairman of the Council may in
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-councillors with voting
rights present and voting.

The chairman of a meeting may give an original vote on any matter put to
the vote, and in the case of an equality of votes may exercise 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 at the annual meeting of the Council.

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

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

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

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

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

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

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

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

A meeting shall not exceed a period of 2 1/2 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 itis a
committee which regulates and controls the finances of the Council.

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

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

i shall determine their terms of reference;

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

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

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

V. may, subject to standing orders 4(b) and (c), appoint and determine the
terms of office of the substitute members to a committee whose role is to
replace the ordinary members at a meeting of a committee if the ordinary
members of the committee confirm to the Proper Officer 3 days before
the meeting that they are unable to attend;

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

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

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

ORDINARY COUNCIL MEETINGS

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

xviii. Review of the Council’s policy for dealing with the press/media;
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 shall be signed by the two councillors.

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

If the chairman of a committee [or a sub-committee] does not call an
extraordinary meeting within 3 days of having been requested to do so by 3
members of the committee [or the sub-committee], any 3 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 4 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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8.

VOTING ON APPOINTMENTS

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

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

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

No motion may be moved at a meeting unless it is on the agenda and the
mover has given written notice of its wording to the Proper Officer at least 7
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 7 clear days before the meeting.

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

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

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

Motions rejected shall be recorded with an explanation by the Proper Officer of
the reason for rejection.
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10. MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE

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

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

il. to move to a vote;

iil. to defer consideration of a motion;

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

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

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

viii. to require a written report;

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

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

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

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

Xvi. to adjourn the meeting; or

xvii. to close the meeting.

11. MANAGEMENT OF INFORMATION

See also standing order 20.

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

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

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

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

“The chairman of this meeting does not believe that the minutes of
the meeting of the ( ) held on [date] in respect of ( ) were a correct
record but 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 later than
one month after the meeting has taken place.
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13.

Subiject 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-councillor 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 meeting 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;

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

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

iv. an explanation as to why the dispensation is sought.

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].
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14.

15.

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

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

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

iii. itis otherwise appropriate to grant a dispensation.

CODE OF CONDUCT COMPLAINTS

Upon natification by the District or Unitary Council that it is dealing with a
complaint that a councillor or non-councillor with voting rights has breached the
Council’'s code of conduct, the Proper Officer shall, 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 Council may:

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

il. 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 (ii) 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.

viii.

Xi.

Xi.

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

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

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

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

subject to standing order 9, include on the agenda all motions in the order
received unless a councillor has given written notice at least 5 days
before the meeting confirming his withdrawal of it;

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 local government
electors;

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

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

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

liaise, as appropriate, with the Council’'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 also 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 [( )
committee];

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:

i. each councillor with a statement summarising the Council's receipts and
payments for the last quarter and the year to date for information; and

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

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

FINANCIAL CONTROLS AND PROCUREMENT

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

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

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

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

V. whether contracts with an estimated value below £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
fithess of purpose.

A public contract regulated by the Public Contracts Regulations 2015 with
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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:

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

il. 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
(i) the date of the Council’s written response to the tender and (iv) the
prohibition on prospective contractors contacting councillors or staff to
encourage or support their tender outside the prescribed process;

iii.  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 Regulations 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,
oil or solid fuel with an estimated value in excess of £363,424 for a
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19.

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 [the () committee] OR [the ( ) sub-committee] is subject to
standing order 11.

Subject to the Council’s policy regarding absences from work, the Council's
most senior member of staff shall notify the chairman of [the ( ) 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 iliness 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-committee].

Subject to the Council’s policy regarding the handling of grievance matters, if
an informal or formal grievance matter raised by [the member of staff’s job title]
relates to the chairman or vice-chairman of [the ( ) 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 to in standing order
19(f).

RESPONSIBILITIES TO PROVIDE INFORMATION

See also standing order 21.

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

[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
the facts relating to the personal data breach, its effects and the remedial
action taken.

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

The Council shall maintain a written record of its processing activities.
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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 Council, its councillors or staff shall be handled in
accordance with the Council’s policy in respect of dealing with the press and/or
other media.

EXECUTION AND SEALING OF LEGAL DEEDS

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

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

[Subject to standing order 23(a), the Council’s common seal shall alone
be used for sealing a deed required by law. It shall be applied by the
Proper Officer in the presence of two councillors who shall sign the deed
as 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 common seal.

COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY
COUNCILLORS

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

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

ii. issue orders, instructions or directions.

STANDING ORDERS GENERALLY

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

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

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

The decision of the chairman of a meeting as to the application of standing
orders at the meeting shall be final.
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West Wycombe Parish Council
Internal Audit for Financial Year 2017/18 - Final Report 1/5/18

WEST WYCOMBE PARISH COUNCIL
FINAL REVIEW & INTERNAL AUDIT
FINANCIAL YEAR 2017/18

1. Introduction

This brief report outlines the conduct and results of my annual review and internal
audit of West Wycombe Parish Council's (WWPC) accounts for the financial year
2017/18. The purpose of the review was to examine the accounts and
documentation available for the year and the year-end accounts.

The annual internal audit, carried out on 1 May 2018 examined the accounts up to
the end of March 2018 and the year-end accounts including:

e the start of year accounts and the annual risk assessment;
¢ the annual budgeting process;
¢ the finalised budgets and precept request for 2018/19.

2. Method
The following tasks were carried out:

¢ Two sets of minutes were selected at random and the financial actions specified
within them traced through the Cash Book and supporting paperwork;

¢ All minutes for the financial year were scanned;
e The accounts was examined for each month;
¢ The final accounts were examined;

e The (computerised) Cash Book, Burial Records, Insurance Certificate and the
adopted Standing Orders, Financial Regulations and Procedures for the conduct
of Parish Council meetings (the Standing Orders) were examined.

3. Final Report

| applied the key control tests provided in the Suggested Approach to Internal Audit
Testing and the results were as follows:

e The cash book was found to be maintained, arithmetically correct and regularly
balanced:;

e Standing orders and financial regulations have been adopted and applied and
there are appropriate controls applied to payments;

¢ VAT has been identified, recorded and reclaimed;
¢ Risk management arrangements are in place and a Risk Register is maintained;

e The Council has prepared an annual budget in support of its precept, expenditure
is regularly reported and significant variances have been adequately explained;

e Income has been properly recorded and promptly banked, the precept for
2017/18 was as expected and there are effective controls over cash;

e Petty cash procedures have been adhered to;

e The salary for the Clerk/RFO which was approved by the Council has been paid,
as have expenses incurred. Since 1 September 2009 the Clerk has been
employed by the Council which makes PAYE and pension payments for her;

¢ All bank accounts have been reconciled regularly, statements have been placed
on file and no unexplained balancing entries were identified;
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West Wycombe Parish Council
Internal Audit for Financial Year 2017/18 - Final Report 1/5/18

e There is an audit trail of cheque numbers and numbers identifying receipts
between the Cash Book and the filed underlying documents. Debtors and
creditors have been recorded.

Inspections of the playground are being carried out annually, in July this year.

4. Implementation of improvements
There were no recommendations last year.

5. Recommendations
There are no recommendations for improvement this year.

6. Summary

I have no concerns about the accounts and | am satisfied that | can complete a
satisfactory Annual Report.

As usual, the quality of the bookkeeping and filing has made my task very
straightforward and ensured that the audit has proceeded smoothly.

Lesley Hewitt
Internal Auditor to WWPC
1st May 2018
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West Wycombe Parish Council
Internal Audit Testing Criteria — Year End 2017/18

Type of audit

Covering period

Date carried out

Final Review & Internal Audit April 2017 to March 2018 1/5/18
Internal control Suggested tests Result
Proper Is the cashbook maintained and up-to-date | Yes
bookkeeping Is the cashbook arithmetically correct Yes

Is the cashbook regularly balanced Yes, monthly

a) Standing orders
and Financial
Regulations
adopted and
applied; and

b) Payments
controls

Has the Council formally adopted standing
orders and financial regulations

Yes. Existing SOs are used in
conjunction with New Model SO
issued by NALC in summer 2011.
New Code of Conduct adopted
6/9/12.

Revised Financial Regulations
adopted 11/6/15 (M218.9).

Has a Responsible Financial Officer been
appointed with specified duties

Yes, the Clerk

Have items or services above a de minimis
amount been competitively purchased

Yes, as far as can be ascertained.

Quotes for annual ground and other
outside maintenance have been
requested from contractors this
year and annual contracts awarded.
After a review, current 3 contractors
re-appointed for groundwork and
orders placed for 2018/9 (M245.12)
911/17.

2 companies invited to bid for the
Playground maintenance contract.

Are payments in the cashbook supported by
invoices, authorised and minuted

Yes

Has VAT on payments been identified,
recorded and reclaimed

Yes. £2481.98 was refunded for
FY 2016/17. Paid 11/5/17.

Claim for FY 2017/18 is £3098.56.
received 12/4/18

Is s137 expenditure separately recorded
and within statutory limits

Yes — Poppy wreaths recorded.
(M245.3)

Risk management
arrangements

Does a scan of the minutes identify any
unusual financial activity

No.

Do the minutes record the Council carrying
out an annual risk assessment

An updated risk register has been
prepared.

The Pedestal Play Area Inspection
annual inspection of the Playing
Field, its equipment and facilities —
was carried out on 12/7/17.

- M241.3 13/7/17 H&S Risk
Assessment & PPF Risk
Assessment issued for discussion.
Amendments made for re-issue at
October meeting.

- M244.3 12/10/17 PPF Inspection

LMH 04/05/18
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West Wycombe Parish Council
Internal Audit Testing Criteria — Year End 2017/18

report accepted.

- 2 play equipment specialists
asked to quote for the
recommended repairs.

- contract placed M246.5 14/12/17.
CliIr. Cope has taken responsibility
for monitoring and reporting
inspection of the equipment.

(A spreadsheet report was this year
available to the Auditor as
requested.)

Council is addressing the
requirements of GDPR (M248.6)
8/2/18.

- M249.5 8/3/18 draft policy
issued to Councillors.

Is insurance cover appropriate and
adequate

As far as can be ascertained.
Asset Register last revised 1/4/17.
Assets listed in Ins. Document.

Insurance renewed annually on 1%
June.

Quotes obtained and comparison
carried out. AXA/Inspire selected
11/5/17 M239.12. Cost of £835.31.

Are internal financial controls documented Yes
and regularly reviewed
Budgetary controls | Has the Council prepared an annual budget | Yes.

in support of its precept

Last year’s main purchase , a traffic
monitor for Chorley Road, cost
£4,000 and was made on 6/4/17
M238.4.

7/9/17 (M243.7) — budget/
expenditure to date issued. (PPF
over budget because of
replacement of damaged fixtures).

12/10/17 (M244.5) —Budget 2018/9
discussion began — quotes for
continued service by maintenance
contractors requested.

9/11/17 (M245.11) suggested
budget and this year’s expenditure
to date issued. Discussion of future
projects.

14/12 (M246.7) Budget discussed.

11/1/18 (M247.7) Budget
discussed. Proposed budget for
expenditure and reserves is
£73,380. Income expected is
£80,353 including allocated
reserves of £31,000. (actual
reserve at year end was £29,000.

Precept set for 2018/19 at £43,000.
+ CTSS Grant of £909.56 expected.
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West Wycombe Parish Council
Internal Audit Testing Criteria — Year End 2017/18

Is actual expenditure against the budget
regularly reported to the Council

Yes, expenditure against budget
recorded regularly by Clerk.

Are there any significant unexplained
variances from the budget

No.

Income controls

Is income properly recorded and promptly Yes
banked
Does the precept recorded in the cashbook | Yes.

agree to the District Council’s natification

- 27 April - £22,051.52 received.
Includes CTSG of £1,051.52

- 6 Sept. - £21,000 received.
Devolved services funds from
BCC received April 2017 -

£2033.58 — devolved funds
received for FY 2017/18.

Are security controls over cash adequate
and effective

Yes. Council/Chairperson
approves all payments.

Petty cash
procedures

Is all petty cash spent recorded and
supported by VAT invoices/receipts

Yes. Previous External Auditor
directed that Petty Cash is not
applicable in future as no actual
cash float is kept. (M243.3) 7/9/17.

Is petty cash expenditure reported to each
Council meeting

Yes. Itemised expenditure is
reported and reimbursed by
cheque.

Is petty cash reimbursement carried out
regularly

Yes, expenses are reimbursed
monthly.

Payroll controls

Do salaries paid agree with those approved
by the Council

Yes.

Clerk has been employed by
WWPC since Sept 09.

(M249.1) 8/3/17 Notification of BCC
pension increase for 2018/9.

April 2017 — Pay & pension
increased, Tax decreased as
Clerk’s Tax code has changed.

Are other payments to the Clerk reasonable
and approved by the Council

Yes.

Has PAYE/NIC been properly operated by
the Council as an employer

Yes. Council &Clerk’s own pension
contributions paid each month to
BCC. Clerk pays tax but not NIC.

Asset controls

Does the Council keep an asset register of
all material assets owned

Yes.

Are the Asset/Investments registers up-to-
date

Yes. Last with additional assets,
including the MYSID speed
indicator.

Do asset insurance valuations agree with
those in the asset register

Yes. Current valuation is £116,301.
Insurance renewable 1st June each

year.
Bank reconciliation | Is there bank reconciliation for each account | Yes
Is bank reconciliation carried out regularly Yes. Monthly
on the receipt of statements
Are there any unexplained balancing entries | No

in any reconciliation

LMH 04/05/18
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West Wycombe Parish Council
Internal Audit Testing Criteria — Year End 2017/18

Year-end Are year-end accounts prepared on the Yes (R&P).
procedures correct accounting basis (Receipts & 2017/18 Year-end accounts
Presented and approved at April
meeting on 12/4/18 (M250.13).
Do accounts agree with the cashbook Yes.
Is there an audit trail from underlying Yes, invoices numbered and date of
financial records to the accounts receipt recorded.
Where appropriate, have debtors and Yes. _
creditors been properly recorded. None outstanding.
Notes:

e Deaths, Burials & Memorials - During the year there was one burial, Mr Hogan 12/7/17,
(£300) and two internment of ashes in the same spot, Denham & Jordan 22/3/18, £160.

e Year End balance of £29,170.61. There is a significant reserve as the Council is saving to
replace street lighting (£14,000), play equipment (£2,500) & to take on more devolved
services when required (£12,000).

e Additional Barclays account was closed on 3/7/17 and balance transferred to Current account

— no statement or activity on this account since 2016.

LMH 04/05/18
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