ETTON PARISH COUNCIL

Chair: John Holmes, Clerk: Alan Bravey,
Whitehouse Barn, Main Street, Etton 3 Ruskin Way, Brough,
East Riding of Yorkshire HU17 7PG East Riding of Yorkshire HU15 1GW
Telephone: 01430 810797 Telephone: 01482 662292
Email: holmesja@btinternet.com Email: ettonpc@outlook.com

ot January 2024
To:  All Members of the Parish Council
Dear Councillor,
| hereby give notice that a meeting of Etton Parish Council will take place at 7:30pm,
MONDAY, 13 January 2025 at the Village Hall, Main Street, Etton, HU17 7PG. The Agenda

for the Parish Council meeting is as set out below.

Members of the public and press are welcome to attend and may make representation to the
Council in the Public Participation period, which will be at the start of the meeting.

Yours sincerely

Clerk to the Parish Council

AGENDA

Public Participation: To receive any questions / issues from the public

1. To receive any apologies for absence — Clir David Heuck

2. To record declarations of pecuniary and non-pecuniary interests by any member of the
Council in respect of the agenda items below.

3. Toreceive and agree to sign the Minutes of the Parish Council Meeting, held on Monday
18 November 2024

4. Toraise any issues with / receive updates from Ward Councillors
5. Action Log Update — Clerk

6. To receive any issues / resident’s feedback received by Councillors
7. To receive the following correspondence:

e ERYC - Community Governance Review
e ERYC - Confirmed case of Avian Influenza at Bishop Burton
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Resident - Damaged bin on South Dalton Road

ERYC - Confirmed case of Avian Influenza at Beswick

ERYC - Town and Parish Council Meet and Greet

ERYC - Light Dragoon Planning Application

ERYC - 20mph speed limit trial

ERYC - Light Dragoon application to Remove various trees and hedges

8. To note that the Council submitted the response agreed at minute 79/24 following the
withdrawal and re-submission of a planning application for erection of two storey
extension to rear with associated works, following demolition of single storey extensions
to side and read, and detached garage

9. To consider becoming member of the East Riding and Northern Lincolnshire Local
Councils Association

10. To consider taking part in VE Day 80 , 8 May 2025
11. To approve the following policies:

Standing Orders

Financial Regulations
Complaints Procedure
Co-option Policy

Data Protection Policy
Freedom of Information Policy
Scheme of Delegation

12. To agree accounts for payment

13. To agree agenda items for the Parish Council meeting on 10 March 2025 at 7:30pm



ETTON PARISH COUNCIL MEETING

18 November 2024

PRESENT: Councillor Holmes (Chairman), Bell, Heuck, Sleight, and Yeo.
Apologies were received from Councillor Williams.

Ward Councillor Wilcock was also in attendance.

There were 12 members of the public in attendance.

77/24 DECLARATIONS OF INTEREST - There were no declarations made.

78/24 MINUTES OF PREVIOUS MEETING - Resolved - that the minutes of the Parish Council
meetings held on the 9 September and 30 September should be approved as a correct record
and signed by the Chairman.

79/24 ERECTION OF TWO STOREY EXTENSION TO REAR WITH ASSOCIATED WORKS,
FOLLOWING DEMOLITION OF SINGLE STOREY EXTENSIONS TO SIDE AND REAR, AND
DETACHED GARAGE, LOCATION: THE LIGHT DRAGOON - Etton Parish Council objected
to the previous application for the Light Dragoon, which would have seen the pub demolished
and replaced by 4 dwellings, a micro pub and 6 holiday let accommodations. The Parish Council
raised a number of objections to that application, but generally asked for a proposal that
involved a pub at the centre of the plot, on a less developed site, retaining all or part of the
existing building, and with any new development more in keeping with the conservation area.
The Parish Council considered that the current application addressed these key objections, in
particular, retaining most of the original building, which was a prominent landmark and a
significant part of the fabric of the village and the conservation area. The Parish Council was
concerned that the proposals did not include a kitchen area, and it was not clear whether the
cellar would be retained. The Parish Council was of the view that the ability to serve food was a
pre-requisite for a viable local pub and that this application could therefore undermine the
viability of the Light Dragoon and lead to a situation in the future where consideration was given
again to demolishing the building and replacing with residential accommodation. The Parish
Council’s position on this eventuality, as set out in the response to the previous application, was
that it would not support an application for demolition. However, it was recognised that this was
not a material planning consideration for this current application and therefore it was Resolved
that the Parish Council had no objections to the application.

80/24 - TO NOTE THAT THE PARISH COUNCIL RAISED NO OBJECTIONS TO THE
PLANNING APPLICATION TO REMOVE 1 NO. NORWAY SPRUCE TREE (T6) DUE TO
CLOSE PROXIMITY TO EXISTING BUILDING AND TO GIVE SPACE TO ALLOW T7 TO
DEVELOP; REMOVE 2 NO. APPLE TREES (T9 & T16), 1 NO. PLUM TREE (T10), AND 1 NO.
GROUP OF MIXED EUCALYPTUS, CEDAR, SPRUCE TREES (G17); CROWN LIFT 2 NO.
ASH TREES (T2 & T4), 1 NO. CHERRY TREE (T3), 1 NO. LIME TREE (T5), 1 NO.
SYCAMORE TREE (T7) TO 3 METRES IN HEIGHT AT THE LIGHT DRAGOON - It was noted
that the Clerk had submitted a no objection response in accordance with delegations, following
an email consultation with the Parish Council.

81/24 WARD COUNCILLOR UPDATE - Ward Councillor Wilcock advised that the interim Chief
Executive of East Riding of Yorkshire Council had announced his intention to retire at the end of
2025. The Leaders of both East Riding of Yorkshire Council and Hull City Council would stand
to be the Mayor of the new Combined Authority in elections that would take place on the 1t
May. The Liberal Group were debating whether to move a motion calling for restrictions on the
sale of fireworks, following a recent high profile petition that drew attention to the distress and
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trauma caused to both people and animals. The Parish Council advised that residents were
asked to share their intention to set off fireworks on the WhatsApp group, so neighbours could
take appropriate steps to support animals. The meeting also discussed the speed watch
scheme and the recent offer of match funding from the Police and Crime Commissioner for a
mobile speed sign.  Councillor Wilcock advised that the Deputy Police and Crime
Commissioner, Councillor Hammond, would be happy to attend a Parish Council meeting to
discuss if required. It was agreed to review in 2025.

82/24 ACTION LOG UPDATE - It was agreed that the Clerk should ask if the new street light
outside of the Village Hall could be connected in time for the Christmas Light Switch on.

83/24 PARISH COUNCILLOR UPDATE - It was noted that one of the two bins at the pond had
rusted through, although the housing was still sound. It was agreed that the Clerk would report
the damage to ERYC, and it was noted that the one on the two bins could potentially be
removed. A resident had reported that the new Warter Road name plate had been damaged.
ERYC had ordered a replacement which was expected to take a couple of months to arrive.

84/24 CORRESPONDENCE - Resolved — i) that the following correspondence should be
received by the Council:

i. ERYC, Anti-Social Behaviour Report
ii. Resident, Damaged Litter Bin at Pond
iii. Resident, Feedback from Enforcement Officer
iv.  ERYC, Chantry Lane Road Closure for resurfacing — 12/13 December.
v. ERYC, Gov Consultation on permitting elected members to participate in formal
council meetings remotely.
vi.  East Riding Design Code Consultation

vii.  ERYC, Light Dragoon Planning Application — Removal of Trees in Conservation
Area
viii.  Natural England, Area of Outstanding Natural Beauty Consultation

iX. Humberside Police, Newsletter

85/24 CHRISTMAS TREE AND LIGHTS SWITCH ON EVENT- Resolved - i) that Councillor
Holmes would arrange for the purchase and installation of a Christmas tree at a cost of about
£150, supported by Councillor Sleight and a resident volunteer and ii) a Christmas tree light
switch on event would be held on the 6" December with the usual refreshments made available.

86/24 POND MAINTENANCE — Resolved — That the Parish Councillor gardener would be
asked to tidy the area at the back of the pond.

87/24 BUDGET AND PRECEPT FOR 2025/26 — Resolved — That the draft budget for 2025/26
should be approved, with the precept frozen at the same amount as 2024/25.

88/24 ACCOUNTS FOR PAYMENT - Resolved - i) that it be noted that the following accounts
had been paid by bank transfer:

e Clerk — Purchase of 2 Poppy Wreaths - £50
o ERYC - Staff Vacancy Advertising Costs - £60
e Clerk — Indeed Staff Vacancy Advertising Costs - £51.19

ii) and that the following accounts be approved for payment:

o Clerk - November / December Salary - £107.92
¢ HMRC — November / December PAYE - £71.20

89/24 EXCLUDING THE PRESS AND PUBLIC - Resolved — To exclude the press and public
from the meeting on the grounds that the following agenda items is likely to involve the

472



disclosure of exempt information as defined in paragraph(s) 1 of Part 1 of Schedule 12A of the
Local Government Act 1972.

90/24 APPOINTMENT OF A NEW CLERK - Resolved — to appoint Catherine Simpson to the
position of Clerk and Responsible Financial Officer to Etton Parish Council.

Signed:

Dated:
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Etton Parish Council - Action Log

Action Status Lead Update
Recent footpath upgrade was as part of cycylic
inspections. Recommend we log any areas we consider
Enquire about footpath resurfacing and raising Complete Cletk dangerous or that ERYC may not be aware of. Engineer
footpath to prevent flooding. does not consider that raising kerbs on Main Street would
have a neglible impact on preventing flooding, as many
areas properties have drives.
Apply to 20mph zone Complete Clerk Not successful.
, Councillor
Arrange for the repair of Church Walk Gate Complete Holmes Repair has been completed.
Report Damaged Bins at Pond and South Dalton Oncoin Clerk
Road s8OS Reported SCS661575716 / SCS670570309
Councillor

Christmas Tree / Christmas Tree Light Event Complete

Holmes



Etton Parish Council Correspondence Record

8 January to 6 March 2024

The Clerk will circulate correspondence when considered appropriate. If Councillors would like to see a copy of correspondence that has not
be circulated, please notify the Clerk on ettonpc@outlook.com on 07932 016856.

Date Attached? From Purpose of Correspondence
Received
21/02/2024 No Resident Querying large section of hedge removed next to Malton Rd B1248, and a large ditch dug.

Asking whether hedge will be replaced, whether any more will be removed, whether it is part
of flood alleviation. Subsequent replies back from ERYC indicate no involvement in project,
therefore assumed that its landowner carrying out works under riparian ownership.

16/02/2024 No ERYC Planning Consultation, Installation of soakaway attenuation crates following removal of 100mm
diameter soakaway pipework (Retrospective Application), 4 Templar View Etton East Riding Of
Yorkshire HU17 7FG

14/02/2024 No ERYC Invite to Crime Prevention and Community Safety Event, || April, 12:30 — 15:30, topics
this year include some of the environmental issues we face such as fly tipping and enforcement,
dog orders and legislation. We also have a representative from the community payback team
talking about the types of projects that are submitted across the East Riding. One of the three
neighbourhood policing inspectors will also give a talk.

14/02/2024 No Resident Request to site remembrance plaque at the pond.
13/2/2024 No ERYC Planning Refusal - Erection of 1 dwelling and 4 Affordable dwellings, 1 detached garage and associated
parking and infrastructure, Land Rear Of 97 Main Street Etton East Riding Of Yorkshire HU17 7PG
08/02/2024 No Resident Offer to support a small event at the Heritage Open Day
01/02/2024 No ERYC Planning Approval — Erection of single storey extension to the rear, 118 Main Street Etton East
Riding Of Yorkshire HU17 7PQ
26/01/2024 No ERYC Planning Approval — Erection of Double Garage to Rear, West View Barn Chantry Lane Etton East Riding

Of Yorkshire HU17 7PE




18/01/2024 No ERYC Introducing Parish Open Door Service, contact 01482 394973,
parishopendoor@eastriding.gov.uk. One point of contact for ERYC when normal ways of
communicating have not been successful.

12/01/2024 No Clllr Wilcock | Devolution Drop in Events

12/01/2024 No Cllr Handley, | Devolution Webinar Invite

ERYC
Various No Councillor Facilitating meeting with Police / ERYC re antisocial behaviour
Wilcock

To note the Parish Council’s thanks to the resident how arranged for gully clearing in the village during recent flooding

Queens Plaque is in place / getting a bag of woodchip

Summary letter from Richard regarding his view on options on flooding

Not included Mike Lofts email re PC attendance at the meeting

Fish and Chip Van confirmed for 7:30 on the D-D Landings .... Maybe open the village hall so people can eat inside? Or too much?

£386.67 zurich renewal

Andy Widd up for helping with the Beacon
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Parish Etton

Context Electorate now: 230
Forecast: 230
Councillots: 9

Draft recommendations

Reduce the number of parish councillors for Etton from 9 to 7.

Adjust the boundary such that area CBE-1 moves from Cherry Burton to
Etton.

Responses to the consultation

Etton Parish Council neither agreed nor disagreed with the proposed
change in parish councillors. They support the boundary change.

Final recommendations

Reduce the number of parish councillors for Etton from 9 to 7.

Adjust the boundary such that area CBE-1 moves from Cherry Burton to
Etton.

Etton

Cherry Burton




Benefits of Joining ERNLLCA

DESKTOP ADVISORY SERVICE

Clerks and Chairmen as representatives of the council can access ERNLLCA via email or phone for
support and advice. ERNLLCA cannot advise individual councillors. We expect to hear regularly from
new clerks, so please don’t hesitate to get in touch!

Common areas of enquiry are; Meeting Procedure, Chairmanship, Finance, Employment, legal
opinion, Allotments, Cemetery Management and Community Buildings.

Models of Good Practice

The website had a wide variety of content to support Clerks, RFO’s and Councillors, content is
available to download and adapt as necessary on Employment, Governance, Finance & various
council services.

Training

ERNLLCA operates a substantial training programme using both qualified in-house trainers and
specialist external training partners such as, Parkinson Partnership LLP, Andrew Towlerton
Associates and Breakthrough Communications.

For smaller councils of an electorate of 2000 or less there are a number of opportunities to receive
training at a reduced fee, allowing councils of all sizes to benefit from this programme.

Networking

ERNLLCA’s annual conference and regular meetings provides an opportunity for networking and
development alongside monthly Clerk and Chairmen’s “Chats”.

NEwletters

Monthly newsletters sent directly to Clerks and available from the website giving the most up-to-
date news affecting local councils.

Nalc legal service

Access to NALC’s Legal Service Team, providing a legal view which many councils have found to be
invaluable. Many smaller parish councils remain in membership because they recognise that the cost
of obtaining a single piece of alternative legal advice is likely is to be in excess of their annual
membership fee to ERNLLCA.

Local council award scheme

ERNLLCA also supports member councils which are moving towards achieving accreditation at either
Foundation, Quality and Gold. This is the charter mark recognised by Government for our sector.

Cost of ERNLLCA Subscription — Approach £320 per year.



Introduction, how to take part and regist&vyo

Bruno Peek CYO OBE OPR, Pageantmaster

Bruno Peek CVO OBE
OPR - Pageantmaster,
provides insights into the
arrangements for the
upcoming VE Day 80th
anniversary celebrations,
and how local councils
and others within their
community can take part
in this 'shared moment of
celebration' on 8th May
2025.

VE Day 80 - 8th May 2025 - A Shared Moment
of Celebration

Following on from the enormous success of D-Day 80 - éth
June 2024, in which we all commemorated the 80th
Anniversary of the D-Day landings in Normandy, France, we
are now focusing our efforts on the celebration of the 80th
Anniversary of VE Day which marked the end of the war in
Europe and WWII as a whole on 8th May 1945. On Thursday
8th May 2025 we are encouraging the lighting of Beacons
and Lamp Lights of Peace at 9.30pm, the raising of a unique
VE Day flag at 9am and, where possible, holding parties of
celebration throughout the day in the streets, gardens at
home, churches, villages, town halls, pubs, clubs, hotels and
all manner of locations throughout the United Kingdom,
Channel Islands, Isle of Man and UK Overseas Territories.

Due to the fact that Fish and Chips - Britain’s favourite dish,
was not rationed by Prime Minister Churchill during the whole
of WWII, we also want to use this occasion to continue paying
tribute to the brave fishermen who fished the seas and the
farmers and land girls who toiled in the fields, by encouraging
the eating of Fish and Chips throughout the day, as part of
these VE Day 80 celebrations on 8th May 2025.

A SHARED MOMENT OF CELEBRATION

VE DAY 80 Beacons (9.30pm)

There are four types of beacons being lit for the occasion.
VE Day 80 Bonfire Beacon

VE Day 80 Bishops Frome Strawman

VE Day 80 Beacon Brazier

VE Day 80 Gas-Fuelled Beacons

Further details regarding these Beacons can be found on

pages 7-11 of this Guide.

event
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VE Day 80 Lamp Light of Peace (9.30pm)

In a similar way to D-Day 80, there are many local Councils,
Churches, Care Homes, Hospitals, Pubs, Hotels and individual
families etc, that would like to take part in the
VE Day 80 celebrations but are lacking
resources or land to light a beacon, so
we encourage them to purchase a
reusable Lamp Light of Peace. It provides
an extremely cost efficient, simple and
meaningful way to take part, with the
lamp’s ruby red colour representing the
ultimate sacrifice made by brave men
and women throughout the world who
sacrificed so much during WWII,

fighting for the freedom we all enjoy
today. Its flame represents the ‘light of
peace’ that emerged from the

darkness of so many years of war and

it is such an ideal way for local

councils and communities to take part at
a cost of only £55.00 including vat, post
and packaging for one of these lamps.
(Those with existing Lamps are being asked to re-use them).

With this in mind, we would like to encourage every City,
Borough, District Community, Town and Parish Council to take
part in this special celebration with a Lamp Light of Peace,
using this to pay tribute to those within their local communities
that undertook so much for us all during WWII, especially as
we must use every opportunity possible fo help promote peace
around the world.

We would like the lamps to be lit at 9.30pm on 8th May
2025, coinciding with the lighting of the beacons that night,
and once lit for this occasion, they can be re-lit at 11am on
11th November in Remembrance for many years thereafter.
Please visit https://lamplightofpeace.co.uk/ for more
details.
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VE Day 80 Tribute (9.30pm)

All those taking part, whether they be lighting Beacons, Lamp
Lights of Peace or holding a Party, are being encouraged to
stop what they are doing at 9.30pm, and read out the
following Tribute by a nominated individual, bringing the
Nation together at this one moment in time.

The Tribute

Let us remember those who gave their lives at home and
abroad, whose sacrifice enables us to all enjoy the peace
we have today.

Let us remember those who came home, wounded,
physically and mentally, and the friends and family who
cared for them.

Let us remember those who returned to restore their
relationships and rebuild their working and family lives after
years of conflict and turmoil.

Let us remember the families that lost husbands, wives,
sons, daughters and sweethearts.

Let us remember the servicemen and women of other
nationalities and faiths from Commonwealth and allied countries
who fought, suffered and died during six years of war.

Let us remember those in reserved occupations and the
brave people who kept us safe on the home front - the
doctors, nurses who cared for the wounded, the men and
women who foiled in the fields, the fisherman who fished
the seas, those who worked in the factories and the air-raid
wardens, the police officers, firemen, ambulance drivers
and the young people of the Scouts and Guides who played
such a vital role in the war effort at home too.

God Save The King

A SHARED MOMENT OF CELEBRATION

VE Day Flag (9.00am)

The Nation will again
come together in joyous
celebration ot 9am on
8th May, by raising the
unique VE Day 80 Flag,
uniting the nation in
remembering the
sacrifices made by so
many, many millions
throughout WWII - lest we forget. We encourage, all City,
Borough, District, Community, Town and Parish as well as
other organisations such as, Churches, individuals, Care
Homes, Hospitals, Stately Homes, Forts, Castles, and Hotels
etc, to take part in this simple act of celebration by raising the
official VE Day 80 flag for this day of celebration. Please see
page 14 for more details.

VE Day 80 Empire Medal Pin Badge
Empire Medals have crafted a beautiful Pin Badge to
celebrate VE Day 80, which can be purchased and
- worn by individuals during the build-up to
8th May, on the day itself, and many days
thereafter if they so wish. It can also be
used as a personal fribute to past family
members involved throughout WWII, in
helping fo secure the peace that allows
g us all to celebrate this important
i i anniversary on 8th May 2025.
More information is available at
https://www.empiremedals.com/

VE Day 80 Street and Home Garden Parties
(throughout the day)

Even though Thursday 8th May 2025 is not a public holiday,
we encourage those with country parks and streets that can be
closed, along with those that have gardens to hold street and
garden parties decked in flags and bunting, dressing up in
fancy dress or uniform, along with those communities that
have town, village and community halls etc, to organise VE

« (¢

Day 80 parties within them, decorating them in a similar fun
way. We also encourage care homes and children’s homes,
hospitals, schools, pubs, hotels and restaurants etfc, to
undertake similar events throughout the day in celebration of
this important Anniversary. This would be a great, and simple
way for schools to take part, especially at lunch-time.

The Four Peaks - Mount Snowdon, Scafell Pike,
Slieve Donard and Ben Nevis

Four Pipers will be playing Celebratum from the top of the Four
Peaks at 12noon on 8th May which has been especially written
for this historic occasion by by Stuart Liddell MBE, and they will
be followed by members of Walking With The Wounded who
will be lighting Beacons at the top of the Peaks at 9.30pm in
tribute to the fallen of WWII, as their contribution to VE Day 80.

Promotional tips

Invitations: Extend an invitation to your HM Lord
Lieutenant, Deputy Lord Lieutenant, local dignitary to light your
beacon or lamp, or more importantly, a young person,
as they are the future, and we need to enourage as many as
we can to assist the world in promoting peace.
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Social Media: Use the power of social media channels to
promote your involvement in VE Day 80, and post your
photographs of your beacon lighting and any other activities
you will be taking part in during VE Day 80.

TV, Radio and Newsprint: Make contact with your
regional and local TV stations, local radio and newspapers,
informing of your involvement in VE Day 80. We will be
providing you with an overall press release outlining the
overall plans for celebrating these important anniversary
celebrations, enabling you to afix it to your plans. Please
remember to include your own contact details, enabling them
to contact you direct.

REGISTRATION OF EVENTS

Step 1: To confirm your involvement and make important
communication as easy as possible please register your
involvement, providing the information below, direct to
brunopeek@mac.com as soon as possible please, but
no later than 30th April 2025.

If your event is a private occasion and NOT open to the public,
and you do not want your involvement shown on any public or
media listing, it is important that you confirm this when
providing information. Your participation will still be noted as
part of this historic occasion but NOT made public. However, if
your event IS open to the public, your contact details will be
shared with the media so that they can contact you direct to
arrange any publicity and/or coverage of your event.

Name of Couniry: England, Wales, Scotland,
Northern, Ireland, Channel Islands, Isle of Man
Name of County

Name of City, Borough, District, Town, Parish

Name of Organisation

Name of Organiser

VE Day Beacon — Yes/No

VE Day Lamp Light of Peace — Yes/No

vy v

VE Day Flag — Yes/No

Street Party — Yes/No
Garden Party — Yes/No

Party elswhere — Yes/No
Email address

Public or Private event

Step 2: Public or private event & legal essentials
Ensure you have undertaken all the legal essentials and safety
requirements on page 18 before lighting your Beacon and
Lamp. Alert the emergency services, including the Fire Brigade,
undertake any risk assessments required and ensure everyone
involved is happy and familiar with your plans. (This is your
responsibility as coordinator). In the event of dry
weather, high winds and a heightened wildfire risk on the day
of the event, please carefully consider scaling back initial
plans where appropriate.

Step 3: Please light your Beacon and Lamp Light
of Peace at 9.30pm.

The Beacon and Lamp Lighting Ceremony should be
undertaken as follows:

Invite your HM Lord Lieutenant, DL, Lord Mayor, High Steward,
Sheriff, Lord Provost, Chairman, Leader of the Council or a VE
Day Veteran to light your Beacon or Lamp Light of Peace at
9.30pm. Alternatively, you may wish to run a local
competition, with the winner lighting them.

Bruno Peek CYO OBE OPR
Pageantmaster

VE Day 80 Anniversary 8 May 2025
www.veday80beacons.co.uk
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1.

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 chair 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 chair 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 chair of the meeting, is expressed in
writing to the chair.

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

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

One or more amendments may be discussed together if the chair 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 chair of the meeting, a councillor may speak once in
the debate on a motion except:

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

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

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

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

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

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

ii. to proceed to the next business;

iii. toadjourn 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-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 chair of the
meeting shall be satisfied that the motion has been sufficiently debated and
that the mover of the motion under debate has exercised or waived their right
of reply.

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



3.

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 chair of the
meeting shall request such person(s) to moderate or improve their conduct.

If person(s) disregard the request of the chair of the meeting to moderate or
improve their conduct, any councillor or the chair 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 chair 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

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 appointed for public thanksgiving or mourning.

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

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

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

The period of time designated for public participation at a meeting in
accordance with standing order 3(e) shall not exceed 30 minutes unless
directed by the chair of the meeting.

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 chair of the
meeting may direct that a written or oral response be given.



A person shall raise their hand when requesting to speak and stand when
speaking (except when a person has a disability or is likely to suffer
discomfort). The chair of the meeting may at any time permit a person to be
seated when speaking.

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

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

Subject to standing order 3(l), 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 Chair of the
Council may in their absence be done by, to or before the Vice-Chair of
the Council (if there is one).

The Chair of the Council, if present, shall preside at a meeting. If the
Chair is absent from a meeting, the Vice-Chair of the Council (if there is
one) if present, shall preside. If both the Chair and the Vice-Chair 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 chair of a meeting may give an original vote on any matter put to
the vote, and in the case of an equality of votes may exercise their
casting vote whether or not they gave an original vote.

See standing orders 5(h) and (i) for the different rules that apply in the
election of the Chair 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



question shall be recorded so as to show whether each councillor
present and voting gave their vote for or against that question. Such a
request shall be made before moving on to the next item of business on the
agenda.

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

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

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

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

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

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

t A councillor or a non-councillor with voting rights who has a
disclosable pecuniary interest or another interest as set out in the
Council’s code of conduct in a matter being considered at a meeting is
subject to statutory limitations or restrictions under the code on their
right to participate and vote on that matter.

u 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.

v 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.

w A meeting shall not exceed a period of 3 hours.

4, COMMITTEES AND SUB-COMMITTEES

a 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 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 () days before
the meeting that they are unable to attend;

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

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

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

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

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

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

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



ORDINARY COUNCIL MEETINGS

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

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

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

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

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

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

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

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

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

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

I. In an election year, delivery by the Chair 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 Chair of the Council of their
acceptance of office form unless the Council resolves for this to be
done at a later date;



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

iii.  Appointment of members to existing committees;
iv.  Appointment of any new committees in accordance with standing order 4;

V. 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

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

If the Chair 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.

PREVIOUS RESOLUTIONS

A resolution shall not be reversed within six months except either by a special
motion, which requires written notice by at least 2 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.

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 chair of the meeting.
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10.

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
seven 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 seven clear days before the meeting.

If the wording or subject of a proposed motion is considered improper, the
Proper Officer shall consult with the chair 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.

MOTIONS AT A MEETING THAT DO NOT REQUIRE
WRITTEN NOTICE

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

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

ii. to defer consideration of a motion;

11



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

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

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

viii. to require a written report;

ix. toappoint 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 pubilic;
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.

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.

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.

12
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12.

13.

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

DRAFT MINUTES

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 chair of the
meeting and stand as an accurate record of the meeting to which the
minutes relate.

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

“The chair 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 their 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.

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

CODE OF CONDUCT AND DISPENSATIONS

See also standing order 3(u).

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

Unless they 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 they has a disclosable pecuniary interest. They may return to the
meeting after it has considered the matter in which they had the interest.
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14.

Unless they 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 they has another interest if so required by the Council’s code of
conduct. They may return to the meeting after it has considered the matter in
which they had the interest.

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

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

A dispensation request shall confirm:

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

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

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

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

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

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

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

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

iii. itis otherwise appropriate to grant a dispensation.

CODE OF CONDUCT COMPLAINTS

Upon notification by the 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
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15.

the Proper Officer, the Proper Officer shall notify the Chair of Council of this
fact, and the Chair 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;

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

Upon notification by the 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.

The Proper Officer shall:

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

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

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

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

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

ii. convene a meeting of the Council for the election of a new Chair of
the Council, occasioned by a casual vacancy in their office;
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16.

17.

Vi.

Vii.

viii.

Xi.

Xii.

Xiii.

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;

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);

arrange or manage the prompt authorisation, approval, and instruction

regarding any payments to be made by the Council in accordance with its

financial regulations;

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

RESPONSIBLE FINANCIAL OFFICER

The Clerk is the Council’'s 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.
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18.

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 (or income and expenditure) for the last quarter and the year to
date for information; and

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

The year-end accounting statements shall be prepared in accordance with
proper practices and apply the form of accounts determined by the Council
(receipts and payments, or income and expenditure) for the year to 31 March.
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.

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 referred to in standing order 18(f) is subject to the “light
touch” arrangements under Regulations 109-114 of the Public Contracts
Regulations 2015 unless it proposes to use an existing list of approved
suppliers (framework agreement).

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:
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19.

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

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

iii.  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.

Where the value of a contract is likely to exceed the threshold specified
by the Office of Government Commerce from time to time, the Council
must consider whether the Public Contracts Regulations 2015 or the
Utilities Contracts Regulations 2016 apply to the contract and, if either of
those Regulations apply, the Council must comply with procurement
rules. NALC’s procurement guidance contains further details.

HANDLING STAFF MATTERS

A matter personal to a member of staff that is being considered by a meeting of
Council, or the Personnel Committee, is subject to standing order 11.

The Clerk shall notify the chair of Council or the chair of the Personnel
committee, if they is not available to work.

The chair of Personnel committee upon a resolution shall conduct a review of
the performance of the Clerk. The reviews and appraisal shall be reported in
writing and are subject to approval by resolution by Personnel committee.

The Clerk shall contact the chair of Personnel Committee in respect of an
informal or formal grievance matter, and this matter shall be reported back and
progressed by resolution of the Personnel committee.
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20.

21.

If an informal or formal grievance matter raised by Clerk relates to the chair of
Personnel committee, this shall be communicated to another member of the
committee, which shall be reported back and progressed by resolution of [the (
committee.

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

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

RESPONSIBILITIES TO PROVIDE INFORMATION

See also standing order 21.

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

The Council shall publish information in accordance with the
requirements of the Smaller Authorities (Transparency Requirements)
(England) Regulations 2015.

RESPONSIBILITIES UNDER DATA PROTECTION
LEGISLATION

(Below is not an exclusive list).

See also standing order 11.

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

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

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

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

The Council shall maintain a written record of its processing activities.
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22,

23.

24,

25.

26.

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), any two councillors may sign, on behalf
of the Council, any deed required by law and the Proper Officer shall
witness their signatures.

COMMUNICATING WITH 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 Unitary Council representing the area
of the Council.

A copy of any significant or notable letters sent to the Unitary Council shall be
sent to the ward councillor(s) representing the area of the Council.

RESTRICTIONS ON COUNCILLOR ACTIVITIES

Unless duly authorised no councillor shall:

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

ii. issue orders, instructions or directions.

STANDING ORDERS GENERALLY

All or part of a standing order, except one that incorporates mandatory
statutory or legal requirements, may be suspended by resolution in relation to
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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 two
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 chair of a meeting as to the application of standing orders
at the meeting shall be final.
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These Financial Regulations were adopted by the council at its meeting held on XXXX.



1.

General

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

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

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

1.4. In these Financial Regulations:

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

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

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

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

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the
council. The Clerk has been appointed as RFO and these regulations apply
accordingly. The RFO;

acts under the policy direction of the council;

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

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

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

produces financial management information as required by the council.



1.6. The council must not delegate any decision regarding:
¢ setting the final budget or the precept (council tax requirement);
¢ the outcome of a review of the effectiveness of its internal controls
e approving accounting statements;
e approving an annual governance statement;
e borrowing;
o declaring eligibility for the General Power of Competence; and

o addressing recommendations from the internal or external auditors

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

e authorise any grant or single commitment in excess of £500

2. Risk management and internal control

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

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

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

ensure that risk is appropriately managed;

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

o allow the reconstitution of any lost records;

¢ identify the duties of officers dealing with transactions and

¢ ensure division of responsibilities.

2.4. Atthe end of each financial year end, the Parish Council will verify bank
reconciliations for all accounts produced by the RFO.

2.5. Regular back-up copies shall be made of the records on any council computer and
stored either online or in a separate location from the computer. The council shall
put measures in place to ensure that the ability to access any council computer is
not lost if an employee leaves or is incapacitated for any reason.

3. Accounts and audit



3.1.

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

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

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

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

e arecord of the assets and liabilities of the council;

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

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

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

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

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

The council shall ensure that the internal auditor:

is competent and independent of the financial operations of the council;

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

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

¢ has no involvement in the management or control of the council
Internal or external auditors may not under any circumstances:
e perform any operational duties for the council;

¢ initiate or approve accounting transactions;



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

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

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

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

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

Budget and precept

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

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed
by the council at least annually by December each year, for the following financial
year and the final version shall be evidenced by a hard copy schedule signed by the
RFO and the Chair of the Council.

4.3. No later than December each year, the RFO shall prepare a draft budget with
detailed estimates of all [receipts and payments/income and expenditure] for the
following financial year.

4.4. Having considered the proposed budget, the council shall determine its council tax
requirement by setting a budget. The council shall set a precept for this amount no
later than the 15" January for the ensuing financial year.

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

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

4.7. The agreed budget provides a basis for monitoring progress during the year by
comparing actual spending and income against what was planned.

Procurement

5.1. Members and officers are responsible for obtaining value for money at all
times. Any officer procuring goods, services or works should ensure, as far as



practicable, that the best available terms are obtained, usually by obtaining prices
from several suppliers.

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

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

5.4. For a contract for the supply of goods, services or works where the estimated
value will exceed the thresholds set by Parliament, the full requirements of
The Public Contracts Regulations 2015 or any superseding legislation (“the
Legislation”), must be followed in respect of the tendering, award and
notification of that contract.

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

5.6. For contracts estimated to exceed £5,000 including VAT, the RFO shall seek formal
tenders from at least three suppliers.

5.7. For contracts estimated to be over £30,000 including VAT, the council must
comply with any requirements of the Legislation' regarding the advertising of
contract opportunities and the publication of notices about the award of
contracts.

5.8. For contracts greater than £2,500 excluding VAT the RFO [or RFO] shall seek at
least [3] fixed-price quotes;

5.9. where the value is between £500 and £2,500 excluding VAT, the RFO shall try to
obtain 3 estimates which might include evidence of online prices, or recent prices
from regular suppliers.

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

5.11.Contracts must not be split into smaller lots to avoid compliance with these
rules.

5.12. The requirement to obtain competitive prices in these regulations need not apply to
contracts that relate to items (i) to (iv) below:

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

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

! The Regulations require councils to use the Contracts Finder website if they advertise contract opportunities and also to publicise the
award of contracts over £30,000 including VAT, regardless of whether they were advertised.



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

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

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

o the RFO, under delegated authority, for any items below £500 excluding VAT.

o the RFO, in consultation with the Chair of the Council for any items below £2,000
excluding VAT.
o the council for all items over £2,000;

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

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

5.17.No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the council except in an emergency.

5.18.1n cases of serious risk to the delivery of council services or to public safety on
council premises, the clerk may authorise expenditure of up to £1,000 excluding
VAT on repair, replacement or other work that in their judgement is necessary,
whether or not there is any budget for such expenditure. The RFO shall report such
action to the Chair as soon as possible and to the council as soon as practicable
thereafter.

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

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

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

Banking and payments

6.1. The council's banking arrangements, including the bank mandate, shall be made by
the RFO and authorised by the council; banking arrangements shall not be
delegated to a committee.

6.2. The council must have safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud or error.



6.3.

6.4.

6.5.

6.6.

6.7.

All invoices for payment should be examined for arithmetical accuracy, analysed to
the appropriate expenditure heading and verified to confirm that the work, goods or
services were received, checked and represent expenditure previously authorised
by the council before being certified by the RFO.

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

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

The RFO shall have delegated authority to authorise payments in the following
circumstances:

i. any payments of up to £500 excluding VAT, within an agreed budget.

ii. payments of up to £1,000 excluding VAT in cases of serious risk to the
delivery of council services or to public safety on council premises.

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

iv.  Fund transfers within the councils banking arrangements up to the sum of
£5,000, provided that a list of such payments shall be submitted to the next
appropriate meeting of council.

The RFO shall present a schedule of payments requiring authorisation, forming part
of the agenda for the meeting, to the council. The council shall review the schedule
for compliance and, having satisfied itself, shall authorise payment by resolution.

Electronic payments

7.

7.2.

7.3.

7.4.

7.5.

Where internet banking arrangements are made with any bank, the RFO shall be
appointed as the Service Administrator.

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

In the prolonged absence of the Service Administrator, the Parish Council shall set
up an additional service administrator. .

A full list of all payments made in a month shall be provided to the next council
meeting,

Members and officers shall ensure that any computer used for the council’s
financial business has adequate security and regularly updated.



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

8. Cheque payments

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

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

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

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

9. Payment cards

9.1. Any Debit Card issued for use will be specifically restricted to the RFO and will also
be restricted to a single transaction maximum value of £500 unless authorised by
council or finance committee in writing before any order is placed.

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

10. Petty Cash

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

11. Payment of salaries and allowances

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

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

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

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

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



12.

13.

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

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

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

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

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

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

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

Income

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

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

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

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

13.5.Any repayment claim under section 33 of the VAT Act 1994 shall be made at least
annually at the end of the financial year.

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

13.7.Any income that is the property of a charitable trust shall be paid into a charitable
bank account. Instructions for the payment of funds due from the charitable trust to



the council (to meet expenditure already incurred by the authority) will be given by
the Managing Trustees of the charity meeting separately from any council meeting.

14. Payments under contracts for building or other construction works

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

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

15. Assets, properties and estates

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

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

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

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

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

16. Insurance

16.1.The RFO shall keep a record of all insurances effected by the council and the
property and risks covered, reviewing these annually before the renewal date.

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



16.3. 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 by the council, or duly delegated committee.

17. Charities

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

18. Suspension and revision of Financial Regulations

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

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

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



Appendix 1 - Tender process

1)

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

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

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

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

Any invitation to tender issued under this regulation shall be subject to Standing
Order [insert reference of the council’s relevant standing order] and shall refer to the
terms of the Bribery Act 2010.

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



1.1

1.2

2.1

2.2

2.3
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3.1

3.3

Etton Parish Council

Complaints Procedure

Policy Statement

Etton Parish Council will consider all comments, compliments and complaints
made about its actions or lack of actions and will take action where appropriate.

The Clerk will record and monitor all complaints received and will investigate
further as required. The Clerk will inform the Parish Council of complaints
received and action taken as a result and /or will make recommendations for
action as appropriate.

Receiving complaints

Wherever possible complaints should be resolved by discussion with the
complainant. Where this is not possible a formal complaint can be made under
the Council’s complaint procedure.

Complaints can be received orally or in writing (including electronically). The
details of the complaint should be passed to the Clerk as soon as possible to be
recorded and monitored. Councillors and Officers should capture the name of the
complainant, the nature of the complaint and an address and telephone number.

Anonymous complaints will be dealt with using this process.

Complaints made during the public session of a Parish Council meeting will be
resolved where possible but must be deferred to the next meeting if a resolution
is required to address the complaint.

Acting on Complaints

The Clerk will write to the complainant acknowledging receipt of their complaint.
The Clerk will investigate the complaint and try to settle directly with the
complainant. If the complaint is regarding a Councillor then that person shall be
given the opportunity to comment in a way in which it is intended to attempt to
settle the complaint.

The Clerk shall bring any written complaint which has not been settled to the next
meeting of the Council. The Clerk shall notify the complainant of the date on
which the complaint will be considered and the complainant shall be offered an
opportunity to explain the complaint orally.



3.4

3.5

3.6

3.7

The Council shall consider whether the circumstances attending any complaint
warrant the matter being discussed in the absence of the press and public but
any decision on a complaint shall be announced at the Council meeting in public.
As soon as may be after the decision has been made, it and the nature of any
action to be taken shall be communicated in writing to the complainant.

The Council should defer dealing with any complaint only if it is of the opinion that
issues of law or practice arise on which advice is necessary. The complaint shall
be dealt with at the next meeting after the advice has been received.

Consideration by the Council is the final stage in the complaint process. The
Local Government Ombudsman will not consider complaints made against a
Parish Council.

Any complaints regarding the Clerk shall be dealt with by the Chairman, who will
follow the process for receiving and acting on complaints set out in this Policy.
Complaints regarding the conduct of the Clerk shall be dealt with following the
Council’'s Disciplinary or Capability Procedure as appropriate. Complaints
relating to a breach of the Council’'s Code of Conduct by a Councillor will be
referred to the Monitoring Officer at East Riding of Yorkshire Council as
appropriate.



Etton Parish Council
Co-option Policy

The Co-option of a Parish Councillor occurs when a casual vacancy has arisen
on the Council and no poll (by-election) has been called. To ensure that a fair
and transparent process is undertaken the following procedure will be followed
by Etton Parish Council:

1) On receipt of written confirmation from the Electoral Services Office at East
Riding of Yorkshire Council, the casual vacancy can be filled by means of Co-
option, the Town Clerk will advertise the vacancy for 3 weeks on the Council
notice boards and website.

2) Applicants for co-option will be asked to: a) submit information about
themselves, by way of completing a short application form. b) confirm their
eligibility for the position of Councillor within the statutory rules, by completing an
Eligibility Form.

3) Copies of the applicant’s application form will be circulated to all Councillors by
the Clerk.

4) Applicants will be invited to attend the meeting of the Parish Council when the
Co-option will be considered. At the meeting, applicants will be asked to give a
short presentation and may be asked questions.

5) Discussion about the applications will take place in council session without
intervention from the candidates or public. Voting will be according to the
statutory requirements, in that, a successful candidate must have received an
absolute maijority vote of those present and voting. If there are more than two
candidates for one vacancy and no one of them at the first count receives a
majority over the aggregate votes given to the rest, steps must be taken to strike
off the candidate with the least number of votes and the remainder must then be
put to the vote again; this process must, if necessary, be repeated until an
absolute majority is obtained. Councillors shall vote by signed ballot. If any
member so requires, the Clerk shall record the names of members who voted on
any question to show whether they voted for, against, or abstained. In the case
of an equality of votes, the Chairman of the meeting has a second or casting
vote.

6) Candidates may stay in the room for the vote.

7) After the vote has been concluded, the Chairman will declare the successful
candidate duly elected



Etton Parish Council

Data Protection Policy

Purpose

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

The council has appointed the Clerk as the person with responsibility for data
protection compliance within the council.

Definitions

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

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

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

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

Data protection principles

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

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

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

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

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

e keeps personal data only for the period necessary for processing



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

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

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

Processing Personal data

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

e itis necessary for the performance of a contract

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

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

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

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

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

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

Special categories of data

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

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

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

e where you have made the data public;

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



e where it is necessary for the purposes of occupational medicine or for the
assessment of your working capacity;

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

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

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

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

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

Individual rights

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

Subject access requests

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

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

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

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

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

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

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

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

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



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

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

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

Other rights

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

¢ rectify inaccurate data;

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

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

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

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

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

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



Etton Parish Council Publication Scheme

Freedom of Information Act

This publication scheme commits Etton Parish Council 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 the Council:

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

e To specify the information which is held by the authority and falls within the classifications
below.

e To proactively publish or otherwise make available as a matter of routine, information in line
with the statements contained within this scheme.

e 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.

e To review and update on a regular basis the information the authority makes available under
this scheme.

e To produce a schedule of any fees charged for access to information which is made
proactively available.

e To make this publication scheme available to the public.

e 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
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 our 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:

e Information 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.

e Information in draft form.

e 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.

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:

e Photocopying
e postage and packaging
e the costs directly incurred as a result of viewing information

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.

Publication Scheme

Who we are and what we do.

Role of the Parish Council Website
Role of Councillors Website
Contact Details for the Clerk and Councillors. Website

What we spend and how we spend it.

Annual Governance Return Website

List of all Spending Website

Precept information Website — December or January Minutes
Grants Provided Website — list of spending

Borrowing Totals Website — in Annual Governance Return

What our priorities are and how we are doing.

Clerk Action Log Website — Meeting Minutes provide update




How we make decisions.

Timetable of meetings Website
Meeting Agendas Website
Minutes of meetings Website

Responses to planning applications

Website (Minutes)

Standing Orders

Website

Our policies and procedures

Standing Orders Website
Financial Regulations Website
Councillor’s Code of Conduct Website
Complaints Procedures Website
Privacy Policy / GDPR Statement Website
Scheme of Delegation Website
Lists and registers.

Register of interest Website
Asset Register Website
Services we Offer

Defibrillators Website
Bus Shelter Website
Benches Website
Pond Website




Etton Parish Council Scheme of Delegation

This Scheme of Delegation forms part of the Council’s Financial Regulations and Standing
Orders. It will be reviewed periodically and when there is a change of Clerk/RFO.

The purpose of this document is to clearly define the parameters within which the
Clerk/RFO of the Council can act without reference to Councillors. This document also
captures the various delegated powers throughout the Council, including those delegated
by the Council to its Committees, Internal Control Councillors and Working Parties. This
element of the scheme incorporates all of the approved Terms of Reference.

Any deviation from this scheme should be reported to Council at the earliest opportunity
with an explanation of the circumstances in which the breach occurred.

Principles of Delegation

e Section 101 of the Local Government Act 1972 provides:
o That a Council may delegate its powers (except those incapable of delegation) to
a committee; or an officer.
o A Committee may delegate its powers to an officer.
o The delegating body may exercise powers that have been delegated.

e Any delegation to a Committee or the Clerk/RFO shall be exercised in compliance with
the Council’s Standing Orders, its Financial Regulations and any other policies or
conditions imposed by the Council and with the law.

e In an emergency the Clerk/RFO is empowered to carry out any function of the Council.

e Where the Clerk/RFO is contemplating any action under delegated powers, which is
likely to have a significant impact in a particular area, they should also consult the
Chairman of the Council and must ensure that they obtain appropriate legal, financial
and other specialist advice before action is taken.

Authority to Act

e It will be appropriate for the Clerk/RFO to refer a matter to the Council where the
determination of the matter is likely to be particularly controversial or raises issues of
policy which it would be appropriate for councillors to determine.

e The Clerk/RFO and Committees have the responsibility to act within the Councils
approved policies, procedures and framework and within the law in conjunction with
this delegated scheme.

Council Reserved Powers

The following matters are only to be resolved by the full Council:
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Appointment of the Clerk/RFO

To adopt and change the Standing Orders, Financial Regulations, Scheme of
Delegation and other Council policies

To approve and adopt the Budget.

To appoint committees and working groups

To approve membership of all committees and working groups

To agree and/or amend the terms of reference for Committees

To adopt the schedule of meetings for the ensuing year.

To determine matters involving expenditure for which budget provision is not made
or is exceeded.

To set the Precept

To borrow money

To annually approve the statutory annual return

To approve eligibility for the General Power of Competence

To assess, consider and (if approved) award donations and grants fund to other
bodies where lawful and appropriate in accordance with statute

To receive, consider and approved recommendations from the Clerk/RFO in respect
of staff renumeration outside of budget allocation.

To assess, consider and approve recommendations from working groups.

Delegation Safeguards

The Council may, at any time without prejudice to executive action taken already,
revoke
any executive power delegated to a Committee or Officer.

Delegation to Clerk

The Clerk is designated and authorised to act as the Proper Officer for the purposes
of all relevant sections of the Local Government Act 1972 and any other statute
requiring the designation of a proper officer.

In the case of an emergency, the Clerk shall have the power to take reasonable steps
to secure the Council’s assets or position, following consultation with the Chairman
(if practicable in the circumstances).

The Clerk will deal with all routine correspondence which does not commit the
Parish Council to enter into a legal agreement or give an opinion. The Clerk will also
deal with any correspondence which is covered by delegated authority.

As Proper Officer/RFO, the Clerk may incur expenditure on revenue items on behalf
of the Council up to the amounts included in the approved budget. Subject to the
adopted Financial Regulations.

The Clerk will have the authority to dispose of the Councils assets (excluding land
and building assets) subject to the estimated value of any one tangible; moveable
item does not exceed £500. The Clerk is responsible for ensuring any disposal details
including the disposal values are recorded in the assets register.

The Clerk shall have the authority to engage casual workers subject to budget.
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e Power to authorise relevant training courses provided the expense can be met from
approved budgets having taken into account the training needs of the employees/
Councillors.

e Power to act immediately on all Health and Safety or emergency issues without
waiting for endorsement by the full Council.

e Power to release urgent press statements on any activities subject to prior
consultation with the Chairman.

e Power to act on own initiative to implement the Councils policies and objectives.

e Power to manage all the Council’s resources in accordance with the Council’s
policies.

e Power to manage all open spaces within the Parish subject to budget.

e Power to engage with the community and stakeholders to raise the profile of the
Parish Council and foster good working relationships.

Personnel Committee

e To consider the Council’s staffing structure.

e Torecommend job descriptions of staff for full council approval, as necessary.

e To consider the deployment, welfare, superannuation, remuneration, recruitment,
training, qualifications, health and safety aspects and other conditions of service of
all employees.

e Torecommend staff salaries/pensions or other benefits to be approved by the Full
Council.

e To deal with recruitment of Council staff as necessary.

e To hear and determine matters of discipline and efficiency.

e To negotiate and consult with representatives of the Council’s employee(s).

Committees

e Torecommend items for the Council’s budget and expenditure for future
commitments.

e To keep under review those matters within its Terms of Reference including the
policies and procedures adopted by the Council

e To expedite decisions in accordance with the Council’s ambitions and objectives.

e Committees have the right to identify issues that will be dealt with at the full
meeting of the Parish Council

Working Parties

Full Council may form or disband a working party. A working party will carry out tasks as
defined by Full Council. Membership of a working party is approved by Full Council.

The role of a Working Party

e To review or consider issues as directed by Full Council.
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e To examine an issue in detail, read reports and related materials, examine options,
get advice for Full Council.

e Act as experts for the Council and/or liaise with experts.

e Make recommendations to Full Council.

e To explain the recommendations, reasons, options to Full Council by way of written
report.

e To answer questions from Full Council.

e Not to fund or commit to fund without prior agreement of Full Council.

e Full Council must direct the Working Party and set clear objectives.

e The number of members on a Working Party will be decided on at the time of the
Working Party appointment.

e All correspondence received by a Working Party must be sent/copied to the Clerk.

e A Working Party does not meet in public, therefore Standing Orders are not
applicable, although the Code of Conduct still applies.

Signed by the Chairman:

Date:
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January / February 2025

Expenditure Authorised outside of the meeting for Noting

Payee Detail Total VAT
Cost

CMB Parish Council Laptop £358.33 | £71.67

Computers

Clerk Xmas Tree Switch on Refreshments £116.50

Councillor Purchase of Christmas Tree £140

Holmes

Nick Bentley Repair of Church Walk Gate £210 £42

Expenditure for

Approval

Item Description Total | VAT (£)
(£)
1) Alan Bravey January Salary £107.92
2) Catherine Simpson | January / February Salary TBC
3) HMRC January / February Salary TBC
Payments




