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Agenda No. 9

Saltash Town Council Cover Shest - Budget Report - July 2018
Report Date: 20/028/2018

Budget Report as at 31st July 2018
Received E'l':':gﬁ:d Fromito Received Yetto
Income 201772018 301872019 reserve YTD 201818 Receive
Burial Board : 5t. Stephen’s £ 13751 £ 12,000 £ - & 2149 % -
Burial Authority : Churchtown £ 12,836 g 10,000 e - £ 4473 I3 -
Services Committee |& 11,784 |£ 18575 | % - £ 9865 £ 8,610 |
P&R Property £ 8003 |E 10345 | £ - £ 3,033 | £ 7,312 |
P&R General £ 2426 £ 3000 % - £ 881 £ 2,019
P&R Office £ - £ - £ - £ - £ -
Staffing £ - = - £ - & - & -
Total £ 49700 [ € 53920 | £ - £ 20602 £ 17,940
Funds
Spend Budget Fromito Actual Aciua! Funds Available after|
20172018 | 20162019 | reserve ~ SPendYTD | Available "o,
. 201819 to date Spend
Expenditure | | | |
Burial Board : St. Stephen’s £ 1502 £ 6,492 | £ - £ 489 | £ 6,003 | £ 6,003
Burial Authority : Churchtown £ 22832 | £ 24,807 | £ - £ 11,376 £ 13431 £ 13,431
Services Committee |£ 70805 £ 74460 £ - £ 18230 |£ 55230 |£ 55230
P&R Property | £ 26,145 | £ 34,285 £ 15000 £ 3141 £ 18144 £ 18,144
P&R General £ 92071 | £ 118842 | £ - £ 14243 (£ 104599 | £ 104599
P&R Office £ 14,305 £ 20,857 £ - £ 12,355 £ 8,302 £ 8,302
Staffing £ 280,722 | £ 357486 | £ 6000 £ 130951 |£ 232535 £ 232535
Total £ 508,273 £ 637029 £ 21,000 £ 219,785 £ 438,244 | £ 435,244
Funds
EMF bif Budgst | Fromita  SpendYTD Ai‘::'”:;:'f:s Available after,
201718 2018/2019 reserve 201819 Planned
EMF expenditure to date Spend
Burial Board : St. Stephen’s |£ 25640 £ 35110 € - £ -/£ 60750 |£ 60,750
Burial Authority : Churchtown | £ 15,337 | £ - £ - £ 1207 | £ 14131 | £ 14,131
Services Committes (£ 112,191 £ -z - £ 9878 £ 102313 £ 102313
P&R Property [£ 50,189 [£ 55000 £ - £ 44B4D £ BD,349 £ 60,549
P&R General | £ 37,748 | £ 25,000 £ - £ 4,939 | £ 57,608 | £ 57,608
P&R Office g 3586 £ 7,500 € - £ 9269 £ 1,817 | £ 1,817
Staffing -£ 3,347 £ 53623 £ - £ 6,200 | £ 44,076 £ 44 076
Total EMF expenditure £ 241,344 £ 176,233 £ - £ 76,132 £ 341,444 | £ 341,444
Grand Total £ THEIT [E 362 E 21000 £ 28507 (£ 779,688 £ 779.600 |
ESTIMATED | MATURITY
STC Funds @ 31st July 2018 BALANCE INTEREST DATE
Barclays Current Account £ 62238
Barclays Active Saver - 0.20% (£ 275660
Lloyds Current Account | £ TO
Lloyds Investment - 12 months - 0.85% | £ 100151 | £ 851 010272019
Lloyds Investment - 12 months - 0.65% | | £ 100,000 | £ G50 | 04/08/2018
Public Sector Deposit Fund - CCLA - 0.5 £ 200,000 | £ -
Total | £ 738,120 | £ 1,501 |
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Received Budgeted Received Yet to
Code Income Description 2017/18 Income YTD Receive Comments
2018/M19 2018/19
Income
4600|Cemetery Fees 13,751 12,000 2,149 -
4613|Memorial Bench Income - - - -
Total Income 13,751 12,000 2,149 - -
Funds
Actual -
Code Expenditure Description Spend Budget Sp:?dui’l'm Funds AV:i:tI::: . Comments
2017/18 2018/M19 2018/19 Available Pl
anned
to date
Spend
6100(Petrol 445 77 85 632 632
6101|Machinery Maintenance Costs 288 1,024 - 1,024 1,024
6102|Refuse Disposal Sacks 174 - 174 174
6103|Health & Safety - 256 - 256 256
6104|General Site Maintenance 458 922 44 878 878
6105|Fire Extinguishers - 102 - 102 102
6106|Miscellaneous Costs - 174 - 174 174
6107|Hand Tool Costs - 51 - 51 a1
6108 Tree Survey & Tree Maintenance 400 3,072 360 2712 2712
6109(Memorial Bench (Expenditure) - - - - -
Total Expenditure 1,592 6,492 489 6,003 6,003
Funds
Fromito Funds Available
Code Earmarked Reserves (EMF) 20?;};;:: 8 Balance B/F ;;%?f‘; reserve s.;;.;gf;r;n Available after Comments
2018119 to date Planned
Spend
6170|EMF Repairs to Cemetery Wall 230 24 890 35110 60,000 | 60,000 | £20,000 (Cemetery Wall)
6172|EMF War Memonal (St. Stephens) - 750 - - 750 750
Total EMFs 230 25,640 35,110 - 60,750 60,750
Grand Total 1,822 25,640 41,602 489 | 66,753 66,753
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Burial Authorty - Charchiown - Sudget Report - July 200E

Repeort Dl 20022098
— Budgerted Roosved | L.
e ] Irezazimres Desdzoar plioan HTHE | PeCeCaTe TD Cormmenin
FHHER e | e
| nececHm B
2512 |Cammtmry Faes 12,835 10,000 2473 -
2514 |Me—oral Bench Incoms - - - -
Total Inoome 12 B8 10,000 £4873 -
o Fundc
2ahzl Ewnillabie
Code Expendiurs Decoripton 3peand Budget Zpend 1o | | FUNSE after Comments
2HITHE &R Evallabie by
BEIEME pr Planned
Zpend
5000 |Petral 10 o7 123 178 178
5001 |Machinery Marserance Cozes 515 307 12 == 285
5002 |Fetus= Dispocal Sacks T = - = E1
5003 |He=aith & Safsty 0z £ &7 ET
5004 |General She Mars=nance 58 1024 2385 7= 783
5005 |Fire Exsnguizters 51 - 51 Eq
5005 (Misceliarenus oz EE] oz FE] = B2
5007 |Hand Tools Costs 55 0z 103 |- E |- E
5008 |Tre= & Tres Mars=nance 7o E55 - EEE EEE
5003 |Elecricity Cosss 252 =5 75 120 180
5010 |FWLE Loan Repay—went & int=rest 21,385 21355 10,552 1055 10,653
5011 |Water - o7 - 7 307
5012 |Memorial Bench (ExpendEure) - - - - -
5013 |Securty Alar Maintenance 147 145 75 70 70
Totsl Expendturs 23 BE2 24807 11,378 13411 12,431
Fundc
Fromdts | Aotual Funds | &sallabie
SMAHE | DOIEME o e Planned
Zpend
e el o) i peiom Wimlel Pioe
5070 |EMF Churchiown Cemstery Capital Works E.A495 - 552 5543 5,543 Evachets 'Weork [£1508)
Coarpasine Cales [E5008)
5071 |EMF Repiace Machinery b Equprer: 26 £33 - £33 E,513
5072 |EMF Buris Administration 181 1,529 - - 2855 1,674 1,674
Total EMFE 287 1637 . - 1,207 14111 14,184
Grand Tolals 2P EEH | 15337 24507 - 12 G832 57 E&2 7 582
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FER Ofice - Budpet Report - July 2008

Report Date: 2000872018
Funds
Actuw Actusd Funds
Code Expanditure Dascrigtion Spend 2017718 ;f:": Soend YTD | Avallabie 1o m Comments
21319 aate P )
5300/ Telepnone 719 a73 159 514 814
5301 Statio /Printing 3,000 2,633 1,039 1,604 1,604
§302/0fMce & T Equipment 539 3430 4549 - 1118]- 1,119
5303, Copler Mantenance 3815 5100 1429 3E71 3671
5304 Broadband 849 481 272 1538 189
5305 SAGE Accounis 2316 4,000 2575 1,425 1425
| 5306, IT Maintenance 2,867 4000 2282 1718 1718
| 5307 Miscellaeous = = = - =
Total Expenditurs 14,305 20,657 12,355 8,302 8,302
Funds
Fromn Actud Funds
Spand B Spend YTD Avalatie
Code Eararkes Rese ves (EMF) sonors | Beence BF [ TUNRC | reserve | S50 T | avstableto | B
20819 dato s g
£370 EMF Computer Equipment Renewal 875 3586 | 7.500 - 9,259 1.817 1817/ | MO AR . New
SSEN Carguters €4500)
Total EMF 875 3,586 | 7,500 = 9.263 1.817 1.817
Grand Total 14,980 3,586 28,157 21,624 10,120 10,120
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Eiafing - Summary Budget Repord - Jury 2008

ot | FUDS
Caoadey Expensdiurs Desoription Apend Bandiget ¥TD Epend YTD Funds aftar SO
[ -
ATTE 288 | soypme | 201ame | 2010 """'::h Planned
% pand
il Ad—in Cose 150,601 151,257 - S0E18|  Sa.ems CF ]
Cudal Caretkng Costs 18,190 34763 T EETE HoeT| =0
Crounds & Fremizes S0 Coziz B 73,056 - 7 EHE T TR R
Caratary Eoaff Coos 31 549 35,568 | Bam|  2aa 605 | 25,085
Towr & W amrtort S Cots 28,501 73,686 I = aa457| 24457
Commring S Coz - T e - 2475 3580 534 5,3
ZEED |Emf Farking Space = 3% =2 = T
2651 |Emff rmaance 177 700 52,33 e 7% 7%
225 |Erployers Penzion - Wordly Fee 3200 3200 383,33 1536 EX )
2653 |Crounds & Premizes S - Ciothing =31 =ag =00 Erogm = - am
2654 |Crounds & Premises St - Liobis Frones £3g 750 &= 50 380 %0 %0
2852 |Eamf Trawsling Eypenes 775 180 o083 i35 BeE BEE
ZEEE |t Traning 7151 3170  Eo00|  6BaE3 208 =]
SE57 |Emff Recruiert Advertzing 3401 3,000 333.33 1203 i
2652 |Msceiansous Staing Exendtre 215 - - - - -
ZE55 |Town Gerpeart & Mace Bearer fasz =) T35 E1.35 5 B =T
ZEED |Town Crier Corpeton Fung - =00 EET - =0 0
2651 |France Consutancy Tees 2,560 =780 481,67 1020 a7en|  a47en
Asvenue 725 " TIa 412 | 130,861
sotual | Fumoe
Fromfo b valiabie
tpend | Baance  Bucgst Funde

Cods Earmarked Ascarves [EMF) F—— Spend ¥TD atar Commens
WTHNE | BF | 2088 | Do st T:u —
% pand
5530 |FF Etar contngancy resene AEs |- 347 SEn - Fova ETE| S0
Toksl EMFE 1068 |- 3347 @ . - 8200 078 | sa07e
Grand Tots 1781 . 2347 411108 8000 | 194412 | 137160 278811 27EEN
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Agenda No. 10

10. To receive a report on investmentis

« £200,000 with Public Sector Deposit Fund

o £275 660 with Barclays Active Saver. (Interest Rate 0.20%)

« £100,650 with nationwide on a 95 Days’ Notice. (Interest Rate 1%, estimated interest
£1,000 after a year)

e £100,151 with Lloyds Bank due to mature on 15t February 2019. (Interest Rate 0.85%
£851)

| reviewed the council's investments in July and in view of the statutory contingency

policy, | reinvested the £100,650 with delegated authority in consultation with the

Chairman of P&R & Town Clerk from Lloyds to Nationwide in a 95 days’ saver account.

This therefore keeps six months operating costs minimum statutory contingency in easy

access accounts and spreading the financial risk by investing the funds with at least four

high credit rating financial providers.

Agenda No. 11

11. VAT

VAT Return was submitted for the period 01/04/18 — 31/07/18 and we have now received
the VAT refund. Our next VAT Return is due on 7™ November 2018 for the period
01/07/2018 — 30/09/2018.

Agenda No. 15

15. VAT Consultants

Our VAT consultants (DCK Accounting) visited in July and are reviewing our VAT partial
exemption for 2017-18. They also produced a report for the council on VAT implications
for upcoming projects e.g. Taking over the Saltash Town Library, Station Building, etc.
This report is private & confidential and has already been circulated to members.
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Saltash Town Council

Konsel An Dre Essa

Financial Regulations
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SALTASH TOWN COUNCIL
FINANCIAL REGULIATIONS
INDEX

1o BENERAL ..ottt ettt ettt e oo
2 ACCOUNTING AND AUDIT {INTERMAL AND EXTERMAL). ...
3. ANNUAL ESTIMATES (EUDGET) AND FORWARD PLAMMIMG ..o
4. BUDGETARY CONTROL AMD AUTHORITY TO SPEND ...
5 BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS ..o,
8. INSTRUCTIONS FOR THE MAKING OF PAYMENTS ... ...
T PAYMENT OF SALARIES ..ottt et e e
B LOANS AND INVESTMENTS ...ttt eos oot et et et s oo
8. INCOME

10. PROCUREMENT

11.  CRDERS FOR WORK, GOODS AND SERVICES. ..o e
12. COMNTRACTS

12 PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION WORKS...

T4 ST ORE S AN B P R T e e e e
18, ASSETS, PROPERTIES AND ESTATES. et e e esan e aee
L B I L O OO OO SOOI
E I o e I = OO OO OO PR P
T RS AN A G E M N T et e e e
13, SUSPENSION AND REWVISION OF FINANCIAL REGULATIONS .o e

2. NOTES TO MODEL
#1. APPENDIXES

aesd by P and R Bepbember 20 age 2 of 23
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These Financial Regulations were adopted by the Council at its Meeting held 8" January
2015

1. GENERAL

1.1 These financial regulations govern the conduct of financial management by the
council and may only be amended or varied by resolution of the council.
Financial regulations are one of the council’s three goveming policy documents
praviding procedural guidance for members and officers. Financial regulations
must be observed in conjunction with the council's standing orders’ and any
individual fimancial regulations relating to contracts.

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

1.3 The council's accounting contral systems must include measuras:
. for the timely production of accounts;
. that provide for the safe and efficient safeguarding of public money;
. to prevent and detect inaccuracy and fraud; and
. identifying the duties of officers.

1.4. These financial regulations demonstrate how the council meets these
responsibilities and reguirements.

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

1.6. A breach of these Regulafions may result in disciplinary action.

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

1.8 The Responsible Financial Ofiicer (RFO) holds a statutory office to be appointed
by the council. The Clerk has been appointed as RFO for this council and these
regulations will apply accordingly.

' Model standing orders for councils are availabla in Local Councils Explained © 2013 Mationsl
Association of Local Councils
0 Financial Reguatons Approved 740

e d R Beplembar I FPages 3 of 23
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19 The RFO;
. acts under the policy direction of the council;

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

« determines on behalf of the council its accounting records and
accounting contral systems;

»  ensures the accounting control systems are observed;

. maintains the accounting records of the council up to date in accordance
with proper practices;

»  assists the council to secure economy, efficiency and effectivenass in
the use of its resources; and

. produces financial management information as required by the council.

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

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

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

. a record of the assets and liabilities of the council; and

. wherever relevant, a record of the council’s income and expendiure in
relation fo claims made, or to be made, for any confribution, grant or
subsidy.

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

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

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

# In England - Accounts and Audit (England) Regulstions 201 10817
In Wales - Accounts and Audit (Wales) Regulations 2005/358
sed Financial Regulations Approved T

e S Page 4 of 23
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. identification of the duties of officers dealing with financial transactions
and division of responsibiliies of those officers in relation to significant
transaciions;

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

. measures to ensure that risk is properly managed.

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

»  setting the final budgeat or the pracept (Council Tax Requirement);
»  approving accounting statements;

. approving an annual governance statement;

. borrowing;

. writing off bad debts;

»  declaring eligibility for the General Power of Competence; and

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

1.14.  In addition the council must:

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

. approve any grant or a single commitment in excess of £1,000 and

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

1.15. In these financial regulations, references to the Accounts and Auwdit
Regulations or ‘the regulations’ shall mean the regulations issued under the
provisions of section 27 of the Audit Commission Act 1993, or any superseding
legislation, and then in force unless otherwise specified.

In these financial reguiations the term ‘proper practice’ or ‘proper practices’
shall refer to guidance issued in Governance and Accourtability for Local
Counciis — a Practitioners” Guide (England) issusd by the Joint Praciitionars
Advisory Group (JPAG), available from the websites of NALC and the Society
for Local Council Clerks (SLCC)

S —— Page & of 23
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2 ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

21, All accounting procedures and financial records of the council shall be
determined by the RFO in accordance with the Accounts and Audit Regulations,
appropriate Guidance and proper practices.

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

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

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

25 The intemal auditor shall be appointed and shall carmy out the wark: in relation to
internal controls required by the council in accordance with proper practices.

2.6. The intemal auditor shall:
. appointed every 3 years;

. be competent and independent of the financial operations of the council
and declare such by a written statement on an annual basis;

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

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

. have no involvemnent in the financial decision making, management or
control of the council.

wad by P ancl . Berdernbar 21 Page & of 23
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27 Internal or external auditors may not under any circumstances:
. perfarm any operational duties for the council,
. initiate or approve accounting transactions; or

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

28 For the avoidance of doubt. in relation to intermal audit the terms ‘independant
and ‘independence’ shall have the same meaning as is descriped in proper
practices.

28 The RFO shall make arrangements for the exercise of electors’ rights in relation
to the accounts including the opportunity to inspect the accounts, books, and
vouchers and display or publish any notices and statements of account required
by Audit Commission Act 1998, or any superseding legislation, and the
Accounts and Audit Regulations.

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

211, The councl wil penodically review its intemal day to day controls and
proceduras.

3. ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

31 Each committee shall review iis three year forecast of revenue and capital
receiptz and payments. Having regard to the forecast it shall thersafter
formulate and submii proposals for the following financial year to the Policy and
Resources Committee not later than the end of December each year including
any proposals for revising the forecast.

32 The RFO must each year, by no later than January prepare detailed estimates
of all receipts and payments including the use of reserves and all sources of
funding for the following financial year in the form of a budget to be considered
by Policy and Resources Committee.

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

34 The statutory contingency budget shall be a minimum of six months and a
maximum of 12 months operaiing costs.
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35 The statutory contingency budget of 2 minimum of stz months operating costs
and a maximum of twelve months operating costs of the Council shall be related
and available from the statutory contingency, EMF's and capital works arising
from devolved assets and senvices.

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

37 The approved annual budget shall form the basis of financial confrol for the
Ensuing year.

4. BUDGETARY CONTROL AND AUTHORITY TO SPEND

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

. the council via tender for all items over £50,000

. the council for all items over £10,000;

. a duly delegated committee of the council for tems up to £10,000;
. a duly delegated sub-committee for items up to £5,000

' the Clerk, in conjunction with Chairman of Council or Chairman of the
appropriate committee, for items up to £5000.

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

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

42 Mo expenditure may be authorised that will exceed the amount provided in the
revenue budget for that class of expenditure other than by resolution of the
council, or duly delegated committee. During the budget year and with the
approval of council having considered fully the implications for public services,
unspent and available amounts may be maoved io other budget headings or to
an earmarked reserve as appropriate (“virement").

43 The FO to conduct regular checks to ensure all expenditure is within the
powers of the council to undertake;

4.4 Unspent pravisions in the revenue or capital budgets for completed projects shall
not be carmied forward to a subsequent year.

s IF cial Regalations A e T B
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4.5 The salary budgets are to be reviewed at least annually in September by the
Siaffing Committee for the following financial year and such review shall be
evidenced by a hard copy schedule signed by the Clerk and the Chairman of
Council or relevant committee. The RFO will inform committees of any changes
impacting on their budget requirement for the coming year in good time.

4.8. In cases of extreme risk to the delivery of council services, the Clerk may
authorise revenue expenditure on behalf of the council which in the Clerk's
judgement it is necessary to camy out Such expenditure includes repair,
replacement or other work, whether or not there is any budgetary provision for
the expenditure, subject to a limit of £1000. The Clerk shall report such action to
the chairman as soon as possible and to the council as soon as practicable
thersafter.

4.7 Mo expenditure shall be authorised in relation to any capital project and no
conftract entered into or tender accepted involving capital expenditure unless the
council is satisfied that the necessary funds are available and the requisite
bormowing approval has been obiained.

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

449 The RFO shall regularty provide the council with a statement of receipts and
payments to date under each head of the budgets, comparing actual expenditure
to the appropriate date against that planned as shown in the budget. These
statements are to be prepared at least at the end of each financial quarter and
shall show explanations of matenal variances. For this purpose “material® shall
be in excess of £100 or 15% of the budget.

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

5. BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENT S

a1 The council's banking arrangements, including the bank mandate, shall be made
by the RFO and approved by the council, banking arangements may not be
delegated to a commitiee. They shall be regularly reviewed for safety and
efficiency.

h2 The RFO shall prepare a monthly schedule of payments made forming part of
the Agenda for Full Council and present the schedule fo council. The council
shall review the schedule for compliance and having satisfied itself shall
authonse by a resolution of the council. A detailed list of all payments shall be
disclosed within or as an attachment to the minutes of the meeting. Personal
payments {including salaries, wages, expenses and any payment made in
relation to the termination of a2 contract of employment) may be summarised to

remove public access to any personal information.
s IF il Regdations & and TME
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h.3. All invoices for payment shall be examinad, verified and cerified by the RFO,
Finance Officer and two councillors to confirm that the work, goods or senvices
to which each invoice relates has been received, carried out, examined and
represents expenditure previously approved by the council.

b4 The Finance Officer shall examine invoices for arthmetical accuracy and
analyse them fo the appropriate expenditure heading. The Finance Officer shall
take all steps to pay all invoices submitted, and which are in order.

5.5, The Clerk and Finance Officer shall have delegated authority to authorise the
payment of items only in the following circumstances:

a) If a payment is necessary to avoid a charge to interest under the Late
Payment of Commercial Debts ({Interest) Act 1898, and the due date for
payment is before the next scheduled Meeting of council, where the Clerk
and Finance Officer certify that there is no dispute or other reason to delay
payment, provided that a list of such payments shall be submitted fo the
next appropriate mesting of council.

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

c)  fundiransfers within the councils banking arrangements provided that a list
of such payments shall be submitted to the next appropriate meeting of
council.

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

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

A8 In respect of grants a duly authorised commitize shall approve expendiiure
within any limits set by council and in accordance with any Policy statement
approved by council. Any Revenue or Capital Grant in excess of £1,000 shall
before payment, be subject to ratification by resolution of the council.

49 Members are subject to the Code of Conduct that has been adopted by the
council and shall comply with the Code and Standing Orders when a decision to

- Bama A0 F 7
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authorise or instruct payment is made in respect of a matter in which they have
a disclosable pecuniary or other interest, unless a dispensation has been
granted.

510.  The council will aim to rotate the duties of members in these Requlations so that
anerous duties are shared out as evenly as possible over time.

5.11.  Any changes in the recorded details of suppliers, such as bank account records,
shall be approved in writing by the Chairman of Folicy and Resources.

6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS

6.1. The council will make safe and efficient amangements for the making of its
payments.

6.2 Following authorisation under Financial Regulation 5 above, the council, a duly
delegated committee or, if 50 delegated, the Clerk or RFO shall give instruction
that a payment shall be made.

6.3 All payments shall be effected by cheque or other instructions to the council's
bankers, or otherwise, in accordance with a resolution of Council.

6.4 Cheques aor orders for payment drawn on the bank account in accordance with
the schedule as presented to council shall be signed by two members of council
and countersigned by the Clerk and Financial Officer in accordance with a
resolution relating to that payment. If a member who is also a bank signatory has
declared a disclosable pecuniary interest, or has any other interest, in the matter
in respect of which the payment is being made, that Councillor shall be required
to consider Standing Orders, and thereby determine whether it is appropriate
and / or permissible to be a signatory to the transaction in question.

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

6.6 Cheques or orders for payment shall be reported to the council at the next
convenient mesting.

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

6.8 If thought appropriate by the council, payment for certain items
(principally Salaries) may be made by Banker's Standing Order provided
that the instructions are signed, or otherwise evidenced by two members
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dare retained and any payments are reported to council as made. The
approval of the use of a Banker's Standing Order shall be renewed by
resolution of the council at least every two years.

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

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

6.11.  Any CreditDebit Card issued for use will be specifically restricted to a limit of
£4000 fo be paid off in full each month.
The card only be used for corporate procurament and no personal use.
The authaorisation to use the card is delegated fo the Chairman, Vice
Chairman of Policy and Resources and the Clerk.

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 authaority for topping-up shall be at the discretion of
the council.

Any corporate credit card or trade card account opened by the council will be
specifically restricted to

« A limit of £1000 expenditure activity to be paid off in full each maonth.

* The accounts only be used for corporate procurement and no personal use.

« The authorisation to use the corporate credit card be delegated to the
Chairman, Vice Chaimman of Policy and Resources and the Clerk.

Personal credit or debit cards of members or staff shall not be used under any
circumstances.

6.12.  Where a computer requires use of a personal ideniification number {PIN) or
other passward(s), for access to the council's records on that computer, a note
shall be made of the PIN and Passwords and shall be retained in a sealed dated
envelope in the safe. This envelope may not be opened other than in the
presence of two other councillars. After the envelope has been opened, in any
circumstances, the PIN and / or passwaords shall be changed as soon as
practicable. The fact that the sealed envelope has been opened, in whatever
circumstances, shall be reporied to all members immediately and formally to the
next available meeting of the council. This will not be required for a member's
personal computer used only for remote authorisation of bank payments.

21



Saltash Town Council Public reports pack 1 Meeting: P & R Committee

Date: 28.08.18.

6.13. MNo employee or councillor shall disclose any FIN or password, relevant o the
working of the council or its bank accounts, to any person not authorised in
writing by the council or a duly delegated committes.

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

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

6.16. Where internet banking arrangements are made with any bank, the Finance
Officer shall be appointed as the Service Administrator. The Bank Mandate
approved by the council shall identify a number of councillors who will be
authorised to approve fransactions on those accounts. The bank mandate will
state clearly the amounts of payments that can be instructed by the use of the
Service Administrator alone, or by the Service Administrator with a stated
number of appravals.

6.17. Access to any internet banking accounts will be directly to the access page
twhich may be saved under “favourites™), and not through a search engine or e-
mail link. Remaembered or saved passwords facilities must not be used on any
computer used for council banking work. Breach of this Regulation will be treated
as a very serious matter under these regulations.

6.18.  Supplier bank details used for electronic payments are paricularly vulnerable to
fraud or error and it is therefore essential that the following procedure is followed
to camy out any changes.

Any requests for change to supplier bank details for payments must be received
by written hard copy notification from the supplier.

The written hard copy notification from the supplier must be authenticated and
confirmed by further email communication with the supplier.

The written hard copy notification from the supplier and the email authentication
and confirmation must be signed by a councillor and the Town Clerk prior to any
change being made to the supplier bank details.

The Chairman or Vice Chairman of Policy and Resources will check and sign off
standing data of all suppliers bank details on a monthly basis when signing the
bank reconciliations.
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6.19. The Finance Officer may provide petty cash to officers for the purpose of
defraying operational and other expenses. Vouchers for payments made shall
be forwarded to the FO with a claim for reimbursement.

a) The FO shall maintain a petty cash float of £300 for the purpose of
defraying operational and other expenses. Viouchers for payments made
from petty cash shall be kept to substantiate the payment.

b}  Income received must not be paid into the petty cash float but must be
separately banked, as provided elsewhere in these reguiations.

c)  Payments to maintain the petty cash float shall be shown separately on the
schedule of payments presented to council under 5.2 above.

7. PAYMENT OF SALARIES

7.1 As an employer, the council shall make arrangements to meet fully the statutory
requirements placed on al employers by PAYE and Mational Insurance
legislation. The payment of all salaries shall be made in accordance with payrall
records and the rules of PAYE and Mational Insurance curmently operating, and
sadlary rates shall be as agreed by council, or duly delegated commities.

T2 The Clerk and Chairman of Policy and Resources will conduct regular checks to
ensure that PAYE and VAT regulations have been followed.

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

7.4 Mo changes shall be made to any emploves's pay, emoluments, or terms and
conditions of employment without the prior consent of the council.

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

a) by any councillor who can demonstrate a need to know;
by by the intermal auditor;
c) by the external auditor; or

o d R Beplember 21 Page 14 of 22

23



Saltash Town Council Public reports pack 1 Meeting: P & R Committee

Date: 28.08.18.

d)y by any person auvthorised under Audit Commission Act 1988, or any
superseding legislation.

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

7T An effective system of personal periormance management should be
maintained for the senior officers.

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

74 Before emploving interim staff the council must consider a full business case.

8. LOANS AND INVESTMENT S

8.1, All borrowings shall be effected in the name of the council, after obtaining any
necessary bormowing approval. Any application for borrowing approval shall be
approved by Council as o terms and purpose. The application for Borrowing
Approval, and subsequent arrangements for the Loan shall only be approved by
full coundcil.

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

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

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

g5 All investments of money under the control of the council shall be in the name of
the council.

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

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

9.  INCOME

a1 The collection of all sums due to the council shall be the responsibility of and
under the supervision of the RFQ.

a2 Farticulars of all charges to be made for work done, services rendered or goods
supplied shall be agreed annually by the council, notified to the RFO and the
RFO shall be responsible for the collection of all accounts due to the council.

a3 The council will review all fees and charges at least annually, following a report
of the Clerk.

a4 Any sums found to be irecoverable and any bad debts shall be reported to the
council and shall be written off in the year.

a5 All sums received on behalf of the council shall be bankad intact as directed by
the RFO. In all cases, all receipts shall be deposited with the council's bankers
with such frequency as the RFO considers necessary.

4.6 The origin of each receipt shall be entered on the paying-in slip.
a7 Personal cheques shall not be cashed out of money held on behali of the council.

a8 The RFQ shall promptly complete any VAT Return that is reguired. Any
repayment claim due in accordance with VAT Act 1894 section 33 shall be made
at least annually coinciding with the financial vear end.

0.9 Where any significant sums of cash are regularly received by the council, the
RFO shall take such steps as are agreed by the council to ensure that mare than
one person is present when the cash is counted in the first instance, that there
is a reconciliation to some form of control such as ficket issues, and that
appropriate care is taken in the security and safety of individuals banking such
cash.

8.10.  Any income arising which 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 (see also Regulation 16 below).

10. PROCUREMENT
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10.1 The European Union Procurement Directive shall apply and the terms of the Public
Contracts Regulations 2015 and the Ltilities Contracts Regulations 2015 including
thresholds shall be followed:

= Up to £25 000 Requirements in the councils standing orders and financial
standing orders.

. Crver £25 000 Use of the Contract Finder website and other light touch rules
in the Public Contracts Regulations 2015.

. Crver £181,302 or £4,551, 413 Other detailed and complex requirements in the
2018 Regulations.

11. ORDERS FOR WORK, GOODS AND SERVICES

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

11.2. Order books shall be controlled by the RFO.

11.3. Al members and Officers are responsible for obiaining value for money at all
times. An officer issuing an official order shall ensure as far as reasonable and
practicable that the best available terms are obtained in respect of each
transaction, vsually by obtaining three or more quotations or estimates from
appropriate suppliers, subject to any de minimis provisions in Regulation 11 (1)
below.

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

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

12. CONTRACTS

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

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

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

ii. for specialist services such as are provided by solicitors, accountants,
sunveyors and planning consultants;

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

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

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

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

b.  Whereitis intended to enter into a confract exceeding £50,000 in value for
the supply of goods or materials or for the execution of works or specialist
services other than such goods, materials, works or specialist services as
are excepted as set out in paragraph (a) the Clerk shall invite tenders from
at least three firms to be taken from an appropriate approved list.

c.  When applications are made fo waive financial regulations relating to
contracts to enable a price to be negotiated without competifion the reason
shall be embodied in a recommendation o the council.

d.  Such invitation to tender shall state the general nature of the intended
contract and the Clerk shall obtain the necessary technical assistance to
prepare a specification in appropriate cases. The invitation shall in addition
state that tenders must be addressed to the Clerk in the ordinary course of
post. Each tendering firm shall be supplied with a specifically marked
envelope in which the tender is to be sealed and remain sealed or secure
email address (which account has access resiricted to the Office Manager
and Administration Officer) until the prescribed date for opening tenders
for that coniract.

e. Al sealed tenders shall be opened at the same time on the prescribed date
by the Clerk or a member of staif in the presence of at l2ast one member
of council. Tenders received in the secure email account will be opened by
either the Office Manager or Administration Officer in the presence of the
Town Clerk and at least one member of the council.
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f. If lezs than three tenders are received for contracts above £50.000 or if all
the tenders are identical the council may make such arrangements as it
thinks fit for procuring the goods or materials or executing the works.

4. Any invitation to tender issued under this regulation shall refer to
the Anti-Bribery Policy Statement and Anti-Fraud and Cormmuption
Strategy.

h. When it is intended to enter into a contract of less than £50,000 and above
£5000 in value for the supply of goods or materials or for the execution of
works or specialist services other than such goods, materials, works or
specialist services as are excepted as set out in paragraph (a) the Clerk or
FO shall obtain 3 quotations (priced descriptions of the proposed supply);
where the value is below £5000 the Clerk or RFO shall strive to obtain 3
estimates. Otherwise, Regulation 10 (i) above shall apply.

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

J Should it occur that the council, or duly delegated committee, does not
accept any tender, guote or estimate, the work iz not allocated and the
council reguires further pricing, provided that the specification does not
change, no person shall be pemitied to submit a [ater tender, estimate or
guote who was present when the original decision making process was
being undertaken.

13. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER
CONSTRUCTION WORKS

13.1.  Payments on account of the contract sum shall be made within the time specified
in the contract by the RFO upon authorised cerificates of the architect or other
consultants engaged to supervise the contract (subject to any percentage
withholding as may be agreed in the particular contract).

132,  Where contracts provide for payment by instalments the RFO shall maintain a
record of all such payments. In any case where it is estimated that the total cost
of work, camied out under a coniract, excluding agreed varigtions, will exceed the
contract sum of 5% or more a report shall be submitted to the council.

13.3.  Any variation to a contract or addition to or omission from a contract must be
approved by the council and Clerk to the contractor in writing, the council being
informed where the final cost is likely to exceed the financial provision.

14, STORES AND EQUIPMENT
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14.1. The officer in charge of each section shall be responsible for the care and
custody of stores and equipment in that section.

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

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

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

15. ASSETS, PROPERTIES AND ESTATES

15.1.  The Clerk shall make appropriate arrangements for the custody of all title deeds
and Land Reqgistry Certificates of properties held by the council. The RFO shall
ensure a record is maintained of all properties held by the council, recording the
location, extent, plan, reference, purchase details, nature of the interest,
tenancies granted, rents payable and purpose for which held in accordance with
Accounts and Audit Regulations.

15.2. Notangible moveable property shall be purchased or otherwise acquired without
the authority of the council, together with any other consents required by law,
save where the estimated value of any one item of tangible movable property
does not exceed £1000.

15.3. No tangible moveable property shall be sold, leased or othenwise disposed of,
without the authority of the council, together with any other consents required by
law, save where the estimated wvalue of any one item of tangible movable
property does not exceed £250.

15.4.  Noreal property (interests in land) shall be sold, leased or othenvise disposed
of without the authority of the council, together with any other consents required
by law, In each case a Report in writing shall be provided to council in respect of
valuation and surveyed condition of the property (including matters such as
planning permissions and covenants) together with a proper business case
(including an adequate level of consultation with the electorate).

15.5. No real property (interests in land) shall be purchased or acguired without the
authority of the full council. In each case a Report in writing shall be provided to
council in respect of valuation and surveyed condition of the property (including
matters such as planning permissions and covenants) together with a proper
business case (including an adeguate level of consultation with the electorate).
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Subject only to the limit set in Reg. 14.2 above, no tangible moveable property
shall be purchased or acquired without the authority of the full council. In each
case a Report in writing shall be provided to coundcil with a full business case.

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

INSURANCE

Following the annual risk assessment (per Financial Regulation 17), the FO shall
efiect all insurances and negotiate all claims on the councils insurers in
consuliation with the Clerk.

The Clerk shall give prompt notification to the FO of all new risks, properiies or
vehicles which require to be insured and of any alterations affecting existing
insurances.

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

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

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

CHARITIES

Where the council is sole managing frustee of a charntable body the Clerk and
RFO shall ensure that separate accounts are kept of the funds held on charitable
trusts and separate financial reports made in such form as shall be appropriate, in
accordance with Charity Law and legislation, or as determined by the Charity
Commission. The Clerk and RFO shall amange for any Audit or Independent
Examination as may be required by Charity Law or any Governing Document.]

RISK MANAGEMENT

The council is responsible for putting in place amangements for the
management of risk. The Clerk with the FO and Senior Policy & Data
Compliance Monitoring Officer shall prepare, for approval by the council,
risk management policy statements in respect of all activities of the

Regulaiicns & sl T BE
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council. Risk policy statements and consequential risk management
amrangements shall be reviewed by the council at least annually.

18.2.  When considering any new activity, the Clerk with the FO shall prepare a draft
risk assessment including nisk management proposals for consideration and
adoption by the council.

19, SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

19.1. It shall be the duty of the council to review the Financial Regulations of the
council from time to time. The Clerk shall make arrangements with the FO and
Senior Policy & Data Compliance Monitoring Officer to monitor changes in
legislation or proper practices and shall advise the council of any requirement
for a consequential amendment to these financial regulations.

19.2.  The council may, by resolution of the council duly notified prior to the relevant
meeting of council, suspend any part of these Financial Regulations provided
that reasons for the suspension are recorded and that an assessment of the
risks arising has besn drawn up and presented in advance to all members of
council.

Motes to the Model.
Stated dates or months may be changed to swit local circumstances.
[sguars brackets | This part may be deleted if not relevant. An alternative may have been provided.

Where the word “regulary” is used in the text it is for the individual council to set the required interval,
rmonthhy, quartery. or half-yearly. This period should never exceed 12 months.

The vales inserted in sguare brackets in [..] any of the paragraphs (other than the EU Procurement
thresholds refered to im 11.1{1}) may be wvaned by the cowncil and should be reviewed regulary and
confirmed annuslly by the council.

The sppropriate approved list refermed to in paragraph 11.1 (B) shall be a list drawn up by the Clerk and
approved by council but, normally shall b2 based on the list maintained by the District Council for such
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Every effort has been made to ensure that the contents of this document are correct at time of
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Saltash Town Council
Scheme of Delegation

1. This scheme of delegation supersedes any extant permanent delegated
authorities except where specified, and voids any such delegated authorities
not refermred to. Mo future permanent delegated authority shall be valid unless
referred to in this scheme.

2. Mone of the authorities or limitations below should be faken as preventing
the exercise of duties or authority clearly laid out in the Town Clerk’s job
description (for example as Line Manager)

3 Tempaorary delegations of authority to accomplish a particular task do not fall
within the purview of this scheme: existing such temporary delegations
stand, and further such temporary delegations may be agreed without
amending this scheme

4, This scheme shall lapse after the 1 full meeting of the council following each
set of Town Council Elections commencing in May 2013, unless re-approved
by the council with or without amendmenis.

B Any reference to the Town Clerk in these documents will apply to the Office
Manager if and only i

a. The Town Clerk is not reasonably contactable due to leave, illness
etc. AND
b. The matter is of sufficient urgency that it cannot be reasonably

delayed until the retum of the Town Clerk.
Section A Financial
The Clerk shall have sole delegated authority fo:

a.  maintain and defray a petty cash float to a limit of £300 for the
purpose of defraying operational and other expenses, in line with
Financial Regulation 6.19a;

b.  incur expenditure on behalf of the Council which is necessary to
carry out any repair replacement or other work which is of such
extreme urgency that it must be done at once, whether or not there
is any budgetary provision for the expenditure, subject to a limit of
£1,000, in line with Financial Regulation 4.6. The Clerk shall report
the action to the appropriate Committee Chairman and Committee
as soon as practicable thersafter. Where expenditure required
cannot be met from savings made elsewhere within that

2
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Committee's approved budget, it shall be subject to the provisions
of a budget head approved by the Policy and Resources Committes
or the Council;

c.  camy out the dispersal of Section 106 Moneay held by the Council,
when authorised according to procedures already agreed by the
Council.

The Town Clerk shall have delegated authority himself and delegated authority
to authorise members of staff to disperse other monies with the authority of Full
Council, or otherwise under the following restrictions:

d.  If within budget up to £5000 with the approval of the appropriate
Committee Chairman, or in their absence that of the Committes
Vice Chairman, Mayor or Deputy Mayor. Approval may be verbally
or by email initially, with a later signature.

However, in the case of the P&R (Office) budget, no such approval will be
necessary.

e. If within budget, up to £10,000 only where that item has been
resolved by the relevant Committee, and with the approval of the
appropriate Committee Chairman or in their absence that of the
Committee Vice Chairman, Mayor or Deputy Mayor.

f. Monies over £10,000 or not within budget only where that item has
been resolved by Full Council, with an agreed spend or maximum
spend.

Iltems spent under d. or & will be reported back to the following mesting of the
relevant committee

0. The Town Clerk shall have delegated authority and delegated
authority to authaorise members of staff with the agreement of the
Chairman of P&R, or in their absence that of the Vice Chairman of
F & R, Mayor or Deputy Mayor, to use the Town Credit Card, whers
the expenditures in guestion are otherwise acceptable under
council regulations and where necessary for the efficient running of
the council and for best value. However in no case may this be used
for individual expenses to be reclaimed, or in excess of the credit
limit agreed by full council.

Section B Staffing

a.  All matters detailed in adopted staffing policies of the council shall
be taken as being encompassed with this scheme of delegation.
For example, but not limited to:

3
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i. The Clerk’s authority to appoint staff where carried out in
line with policy.
ii. Resolution of grievance and disciplinary matters.
iii. The authorisation of discretionary leave.
iv. Appraisal and exit interviews etc.

b.  Furthermore the following functions shall be delegated to the
Staffing Committes:

i. The line management of the Town Clerk (with the
Chairman, or Vice Chairman if his absence, dealing with
roufine issues)

ii. The confirmation of progression along pay scales, and
successful  completion of  probationary  periods
(recommendation not to progress staff or to approve
completion of probation shall be recommendsd to full
coundcil).

Section C Other
1. The Clerk shall have sole delegated authority to:

a.  exercise overall responsibility for Health and Safety;

b.  have fly-posters removed from STC land, or from Cormwall Council
land having checked that they do not have authority to be there;

c.  waive charges for Guildhall room hire;

d. approve or reject links for display on the STC website, and iiems
for display on the STC noticeboards;

e Approve the use of the town’s modem logo, in accordance with the
principles outlined in the relevant policy.

2. The Town Clerk shall have delegated authority in consultation with the
Mavaor, or in his absence the Deputy Mayor, to:

& make any tempaorary arrangements necessary for the good running
of the council not falling under the clerk's day to day exercise of
duties, where they incur no expenditure, or the expenditure falls
under the other delegated powers. These shall be reported back to
the appropriate committee or full council as soon as possible where
they may recommend that they be made permanent or halted if
appropriate, or else ‘noted’.

b. commence the election or co-option procedure for vacancies in the
town council in accordance with legislation and council procedures,

&
g
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3. The Town Clerk shall have delegated authority in consultation with the
Mayor,or in his absence the Deputy Mayor, and the Chairman of P&R,
or in his absence the Vice Chairman, to

a. decline bookings for the Guildhall where they consider them
inappropriate, or where they are for purposes that might be
perceived as prejudicing the neutrality of the town council on future
developments.

4. The Town Clerk shall have delegated authority with the agreement with
the Mayor or appropriate Committee Chairman, or in their respective
absence the Commitiee Vice Chairman or Deputy Mayor to:

b. send out Press Releases. In all cases the Mayor, or in their
absence the Deputy Mayor, must either directly approve the
release, or be sent a copy of the release at least 24 hours before it
goes out in order to give them chance to object if necessary. Mo
Press Release may be sent out under this authority if the Mayor or
Deputy Mayor does object: in that instance they must be authorised
by Full Council.

Mote: Power Cf3a shall also apply to the Chairmen/Vice of the Neighbourhood Plan
steering group, and any other sub-committee or working group of the council
granted this power by full council. However other delegated powers fo
committees do not automatically apply.

Scheme of Delegation — revised for approval PER 032018
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1. General Principles

i. These Standing Orders apply to the meetings and actions of Saltash Town
Council, and to its Commitiees and Sub Commitizes and supersede as and when
required any delegated authorities as reguired and as may be in place from fime
1o time.

i. Mothing within these Standing Orders may be taken as having precedence over
relevant legislation and jp__paricular_ihe relevant provisions of the Local
Govemnment Act, 1972 Schedule 12, Part IV.

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

iv. A motion to add to, vary or revoke one or more of the council’s standing orders,
except one that incorporates mandatony statutory requirements, shall be proposed
by a special motion, the written notice by at least six (6) councillors to be given to
the Proper Officer in accordance with Standing Order 10.

v. Any variation or amendment to these Standing Orders, including their Appendices,
will not come into force until they hawve been adopted by resolution passed by a
two-thirds majority of the full Council, having given one month's notice of the

agreed changes.

vi. A printed copy of these Standing Crders and their Appendices shall be kept by the
Froper Officer_and shall be available for inspection by any member of the Public
and made available on the Council website. An electronic or printed copy of the
Standing Orders shall be given to each member of the Council by the Clerk as
soon as possible following the member's Declaration of Acceptance of Office, and
a printed or electronic copy, as requested, of the Standing Crders and their
Appendices be given to all Members by the Clerk on reguest.

vii.  The Proper Officer shall provide a copy of the council's standing orders to a
councillor as soon as possible after he has delivered his acceptance of office form.

viii.  The decision of the chairman of a meeting as to the application of standing orders
at the meeting shall be final.

2. Meetings generally

a. 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.
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b. 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.

c. 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

public's exclusion.

d. Members of the public may make representations, answer quesfions and give
avidence at a meeting which they are entitled to attend at that point identified on
the agenda for public paricipation.

with standing order 2(d) above shall not exceed 15 minutes unless direcied by the
chairman of the meeting.

f  Subject to standing order 2(e) above, a member of the public shall not speak for
more than 3 minutes.

g. In accordance with standing order 2(d) above, a question shall not require a
response at the meeting nor start a debate on the question. The chairman of the
meeting may direct that a written or oral response be given.

h. Any member of the public requiring to put a question to the Council must do so 24
hours prior to the meeting by writing or email enguiriesi@saliash.gov.uk

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

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

k. 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.

I.  Subject to standing orders which indicate otherwise, anything authorised or
required to be done by, to or before the Mayor of the Council may in his
absence be done by, to or before the Deputy Mayor of the Council.

m. The Mayaor, if present, shall preside at a meeting. If the Mayor is absent from
a meeting, the Deputy Mayor, if present, shall preside. If both the Mayor and
the Deputy Mayor are absent from a meeting, a councillor as chosen by the
councillors present at the meeting shall preside at the meeting.
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Subject to a meeting being quorate, all questions at a meeting shall be

present and voting.

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

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

gave his vote for or against that question. Such a request shall be made before
maoving to the vote and will be taken in alphabetical order of those present at the
meeting and voting.

The minutes of a meeting shall include an accurate record of the following:

i the time and place of the meeting;

. the names of councillors present and absent;

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

v the grant of dispensations (if any) to councillors with voting righis

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

v, if there was a public participation session; and

vi. the resolutions made.

A councillor {or a non-councillor) with voting rights who has a disclosable

pecuniary interest or another interest as set out in the Council’'s code of

conduct in the matter being considered at a meeting is subject to statutory

limitations or restrictions under the code on his right to participate and vote
on that matter.

No business may be transacted at a meeting unless at least 6 (six) members
of the council are present, being one-third of the whole number of members
of the council. The Terms of Reference for each standing commitiee will define
its quorum which in no case be less than three (3).

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
adjournad to another meeting.

A meeting shall not exceed a period of 2 ¥z hours.

Rules of debate at meetings

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

b. A motion {including an amendment} shall not be progressed unless it has been
moved and seconded.

c. A maotion on the agenda that is not moved by its proposer may be treated by the
chairman of the meeting as withdrawn.

d. 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.

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

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

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

i. |If there is more than one amendment fo an original or substantiive motion, the
amendments shall be moved in the order directed by the chairman.

j.  Subject to standing order 3(k) below, only ong amendment shall be moved and
debated at a time, the order of which shall be directed by the chairman of the
meeting.

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

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

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

n. Where a series of amendments to an original motion are carried, the mover of the
ariginal motion shall have a right of reply either at the end of debate of the first
amendment or at the very end of debate on the final substantive motion
immediately before it is put to the vote.

0 Unless permitted by the chairman of the meeting, a councillor may speak once in the
debate on & motion except:
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i. to speak on an amendment
moved by another councillor;
ii. tomove or speak on another amendment if the motion has been amended
since he last spoke;
iii. tomake a point of order;
iv.  togive a personal explanation; or
v. in exercise of a right of reply.

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

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

r When a motion is under debate, no other motion shall be moved except:

vi. 1o amend the motion;
vii.  to proceed to the next business
viii.  to adjoumn the debate;
. 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 mofion to a committee or sub-committee for consideration;
vii.  to exclude the public and press;
vili.  to adjourn the meeting; or
i to suspend parficular_standing order(s) excepting those which reflect

mandatory statutory requirements.

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

t  Excluding motions moved understanding order 3(r) above, the contributions or

speeches by a councillor shall relate only to the motion under discussion and shall
not exceed 3 minutes without the consent of the chairman of the meeting.

4, Disorderly conduct at meetings

[xa]
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Mo person shall obstruct the transaction of business at a meeting or behave
offensively or improperly. If this standing order is ignored, the chairman of the
meeting shall request such personis) to moderate or improve their conduct.

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

If a resolution made under standing order 4(b) above is ignored, the chairman of
the meeting may take further reasonable steps to restore order or to progress the

Committees and sub-committees

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

The members of a committee may include non-councillors unless it is a
committee which regulates and controls the finances of the council.

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

The Council has established Terms of Reference for the govemance of its
committees which are attached as an appendix to these Standing Orders. They
confirm the membership, voting rights and scheme of delegation and may only be
varied by resolution of a meeting of full Council.

The council may appoint committees as may be necessary, and:

i shall determing their terms of reference;

ii. shall determine the number and time of the ordinary meetings of a standing
commiitee up until the date of the next Annual Meeting of full council;

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

. shall, subject to standing orders 5(b) and (c) above, appoint and determine
the terms of office of members of such a committee;

V. shall permit a committee to appoint its own chairman at the first meeting of
the committes;

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

9
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shall determine if the public may paricipate at a meeting of a committee;
shall determine if the public and press are permitted to attend the

requirements, if any, required for the meetings of a sub-committee;

shall determine if the public may participate at a meeting of a subcommittes
that they are permitied to attend; and

may dissolve a commitiee.

Members of the Town Council shall have the right to attend all Committees, Sub
Committees and Working Parties as pon voting members. They may sit at the
table at the discretion of the Committee and may speak at the invitation of the
Chairman.

Where the press and public are excluded from any part of a meeting of the Staffing
Committee, members of the council not appointed to serve on the committee will
also be excluded from that part of the meeting.

Meetings

The following shall be considered as full council meetings

a. Annual Town Council meeting
b. Ordinary meetings of the Council
c. Extra Ordinary meetings of the Council

d. Mayor Choosing
Annual Meetings

In an election year, the Annual Meeting of the council shall be held on
the third Thursday of May, or the first Thursday after the Elections if
the date is varied and must in any case take place within 14 days
following the day on which the new councillors elected take office.

In a year which is not an election year, the Annual Meeting of a council
shall be held on the first Thursday in May at 7pm.

The first business conducted at the Annual Meeting of the council
shall be the election of the Mayor and Deputy Mayor of the Council.

The Mayor, unless he has resigned or becomes disqualified, shall
continue in office and preside at the Annual Meeting until his
successor is elected.

The Deputy Mayor, unless he resigns or becomes disqualified, shall
hold office until immediately after the election of the Mayor of the
Council at the next Annual Meeting of the council.

Meeting: P & R Committee
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wi. In an election year, if the current Mayor of the Council has not been re-
elected as a member of the council, he shall preside at the meeting
until a successor Mayor of the Council has been elected. The current
Mayor shall not have an original vote in
respect of the election of the new Mayor of the Mayor of the Council
but must give a casting vote in the case of an equality of votes.

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

viii.  Following the election of the Mayor and Deputy Mayor of the Council at the
Annual Meeting of the council, the business of the Annual Mesting shall
include:

a} In an election year, delivery by the Mayor of the Council and
councillors of their acceptance of office forms unless the council

an election year, delivery by the Mayor of the Council of his
acceptance of office form unless the council resolves for this to

b} Confirmation of the accuracy of the minutes of the last meeting of the
council;

c) Receipt of the minutes of the last meeting of a committes;
d} Consideration of the recommendations made by a committes;

e} Review of delegation arrangements to committees, subcommitiees,
stafi and other local authorities;

f)  Review of the terms of reference for commitiees;
a) Appointment of members to existing committees;

h) Appointment of any new committees in accordance with standing order
5 above;

i) In an election year, to confirm that the Council has met the eligibility
criteria and is able to adopt and exercise the general power of
competence;

i) Determining the time and place of ordinary meetings of the full council
up to and including the next Annual Mesting of full council.

b. Ordinary Meetings

i Ordinary Full Council meetings shall be held on the first Thursday of
each month excepting May, unless otherwise determined by
resolution at the Annual Meeting of the Council.
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il. 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 directs.

iii. At Ordinary Full Council Meetings the order of business shall be :

a)
b)

c)

d)
e}

ag)

n)
o)
p)
)]
r)
s)

Health and safety announcements.

To choose a person to preside if the Mayor and Deputy Mayor be
absent.

Prayers, where permitted by Motion of the Council and desired by the
Mayor/Chairman.

Apologies for absence.

To receive Declarations of Interests as reguired by the Code of
Conduct or by relevant legislation and consider written requests for
dispensations.

To hear speakers with the permission of the Council.

To receive reports from the Mayor, Police cnme figures, Saltash
Gateway CIC , Cornwall Gateway Community Metwork Area, and other
bodies or Members at the discretion of the Mayor.

To consider Written Questions from Members of the Public.

To read and approve as a comect record the Minutes of Full Council
Meeiings not yet approved but ready for approval

To consider Matters Arizing from the Minutes not otherwise on the
agenda (for report only)

To consider Financial Matters.
To consider Correspondence.

To receive and note Minutes of Committees of the Council, and of Sub
Committees reporting to Full Council, and consider any
recommendations therein.

To consider other matters placed on the agenda

To consider other matters submitted by motion

To consider Planning Matters.

To consider matters of public engagement and communication.
To note the Dates of the Next Meetings.

To move to order that the Common Seal of the Council be affixed to all
deeds and documenis necessary to give efiect to the foregoing acts
and proceedings.

¢ Extraordinary meetings of the council and committees and subcommittees

i The Mayor of the Council may convene an extraordinary meeting of
the council at any time.

Meeting: P & R Committee
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i. If the Mayor of the Council does not or refuses to 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 must be signed by the two
councillors.

iii. The Chairman of a commitiee or a sub-commitiee may convens an
extraordinary meeting of the committee or the sub-commitiee at any time.

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

V. At Extra Ordinary Full Council Meetings the order of business shall
be :

a) Health and safsty announcements.

b} To choose a person to preside if the Mayor and Deputy Mayor are
absent.

c)  Apologies for absence.

d} To receive Declarations of Interests as required by the Code of
Conduct or by relevant legislation and consider written requests for
dispensations.

g} To consider the matters specified when the meeting was called.

f3  To note the Dates of the next meetings

gl  To move to order that the common Seal of the council be affixed to all
deeds and documents necessary to give effect to the foregoing acts
and proceedings.

d. Annual Town Meeting

I. The Annual Town Meeting shall be held between March 1= and June 1%, at
a time fixed by resolution of the full Council.

. At the Annual Town Meeting the order of business shall pe :
a) Health and safsty announcements.

by To choose a person to preside if the Mayor and Deputy Mavor be
absent.

c)  Prayers, where permitied by Motion of the Meeting and desired by the
Mayar/Chairman.

d) Apologies for absence.
g) To adopt the minutes of the last Annual Town Meeting of electors.
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) To receive annual reports from the Mayor, Saltash Town Council,
Comwall Council, Police, Saltash Gateway, CIC and representatives
of outside partners within the area of Saltash.

g) To consider guestions from members of the public

h)  To note the date of the next Annual Town Meeting with electors.

Filming and recording meetings

a. Filming and Recording council meetings

b.

Whilst a meefing of the Council, its committees or sub committees is open
o the public, any person, if present, may:

a. film, photograph or make an audio recording of a meeting;

b. use any other means for enabling persons not present to see or hear
proceedings at a meeting as it takes place or later;

c. report or comment on the proceedings in writing during or after a
meeting or orally report or comment after the meeting.

Oral reporting, commentary or broadcasting is not permitted during any part
of a meeting of the council, its committees and sub commitiees.

film, photograph or audio record a meeting. There will be no opportunity to
report on any part of the meeting where the council has resolved to exclude
the press and public.

Disruptive behavior whilst filming and recording

Mo filming, photographing or audio recording of a meeting should be carried
out in such a way as to disrupt the proceedings of the meeting.

If person(s) disregard the request of the chairman of the meeting to
moderate or improve their behaviour whilst filming or recording, any
councillor or the chairman of the meeting may move that the persan be
instructed to cease filming, photographing or audio recording. The motion,
if seconded, shall be put to the vote without discussion.

If a resolution under standing order 7 b above is ignored, the chairman of
the meeting may take further reasonable steps to restore order or to

the meeting.

Members of the Council recording meetings are reminded of their
obligations under the Council's Code of Conduct in respect of confidential
matters.

Meeting: P & R Committee
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Previous resolutions and Rescission of minutes

a. A resolution shall not be reversed within six months except either by a special
motion, which requires written notice by at least six (6) councillors to be given to
the Proper Officer in accordance with standing order 10 below, or by a motion
moved in pursuance of the recommendation of a committee or a sub-commitiee.

b. The Mayor or Chairman of the relevant committee may call an exira ordinary
meeting to consider a writien notice to rescind a decision of that meeting when in
receipt of a notice under standing order 10.

c.  When a motion moved pursuant to standing order & (a) above has been disposed
of, no similar mation may be moved within a further six months.

Voting on appointments

a. Election of Officers

i.  Where two or more persons have been nominated for a position to be filled
a3 an office of the council, election will take place by recorded ballot.

i.  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

iii. A tie in votes may be settied by the casting vote of the Chairman of the
meefing.

b. Representatives to outside bodies

i Where two or more persons have been nominated to serve as a
representative to an outside body, election will take place by a show of hands,
unless two members of the council request a recorded vote.

ii.  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

ili. A tie in votes may be seitled by the casting vote of the Chairman of the
meeting.
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10. Motions for a meeting that require written notice to be given to the
Proper Officer

a. A motion shall relate to the responsibilities of the mesting to 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.

b. A written notice of motion received in accordance with these Standing Orders may
be referred to any meeting of the Council or its committees or sub committees.
The final decision as to where the motion will be considered will be made by the
Proper Officer.

. Mo motion may be moved at a meeting unless it is on the agenda and the mover
has given written notice of its wording to the Proper Officer at least ten (10) clear
days before the meeting. Clear days do not include the day of the notice or the day

of the meeting.
d. The Proper Officer may, before including a motion on the agenda received in Admin
accordance with standing order 10 (b) above, comrect obvious grammatical or Correction

typographical errors in the wording of the motion.

e. Ifthe Proper Officer considers the wording of a motion received in accordance with
standing order 10 (b) above is not clear in meaning, the motion shall be rejected
until the mover of the motion resubmits it in writing fo the Proper Officer so that it
can be understood at least eight (8) clear days before the meeting.

f If the wording or subject of a proposed motion is considered improper, the Proper

the meeting, to consider whether the motion shall be included in the agenda or
rejected.

g. A written nofice of motion shall not relate to any matter covered by the Council's
complaints, grievance and disciplinary policies.

h. Subject to standing order 10 () above, the decision of the Proper Officer as to
11. Motions ata meeting that do not require written notice

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

I to correct an inaccuracy in the draft minutes of 2 meeting;

ii. to move to a yote,

m
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to defer consideration of a motion;,

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

Wi to change the order of business on the agenda,

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

vili.  to require a written report;

i, to appoint a commitiee or sub-committee and their members;
X to exiend the time limits for speaking;

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

i to not hear further from a councillor or 8 member of the public;
wiii.  to exclude a councillor or member of the public for disorderly
conduct,

xiv.  to temporarily suspend the meeting:

X,

mandatory statutory requirements);
xvi.  to adjourn the meeting; or xvii. to close a8 meeting.

Management of information
(see also standing order 20)

the Council have in place and keep under review, technical and
organisational measures to keep secure information (including personal
data) which holds paper and electronic form. Such arrangement shall
include deciding who have of the personal data and encryption of personal
data.

The Council shall have in place, and keep under review, policy for the
retention and self-destruction of all information (including personal data)
which 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
(e.g. the Limitation Act 1980).

. The agenda, papers that support the agenda and the minutes of the

meeting shall not disclose or otherwise undermine confidential
information or personal data without legal justification.

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

Meeting: P & R Committee
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13. Minutes

a. The Minutes of all Commitizes shall be reporied to Full Council to consider any
Recommendations and matters arising from them. If a copy has been circulated
to each member of the Council not Iater than the date of issue of the summons to
attend the Meeting, the minutes will be taken as read.

b. Minutes of Sub Commitizes will be received and considered by the relevant
Committee. Working Groups may keep notes but shall not be reguired to keep
Minutes except by resolution of the full Council.

c. 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 minuiss
shall be moved in accordance with standing order 11 {a) | above.

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

g. |f the Chairman of the meeting does not consider the minutes to be an accurate
record of the meeting to which they relate, he shall sign the minutes and include a
paragraph in the following terms or to the same effect;

“The Chairman of this meeting does not believe that the minutes of the
meeting of the {_ ) held on [date] in respect of { } were a comrect record
but his view was not upheld by the meeting and the minutes are confirmed
as an accurate record of the proceedings.”

i. Upon 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.

14. Code of conduct and dispensations

General

a. The Council has adopted a Code of Conduct which complies with current
leqislation, and which will apply to councillors and members of the public co-
opted to serve on Committees and sub Committees of the Council in respect of
the entire meeting.

{Currently 2012 Cornwall Code of Conduct for City, Community, Parish and Town
Councils)

All interests arising from the Code of Conduct adopted by the Council will be
recorded in the minutes giving the existence and nature of the interest.
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room for certain matters in which they have an interest as defined by the Code of
Conduct or by relevant legislation.

The Council shall maintain for public inspection, a Register of Members' interests
that is compliant with the Code of Conduct and with relevant legislation.

Members and the Code of Conduct

a.

All councillors and members of the public co-opted fo serve on Council commitiees
and sub committees shall observe the Code of Conduct adopted by the Council.

All councillors and members of the public co-opted to serve on Council commitiees
and sub committees shall maintain a Register of Disclosable Pecuniary [nterests
and must update their register by notifying the Monitoring Officer and the Clerk of
any changes within 238 days.

All councillors shall undertake training in the code of conduct within 6 months of
the delivery of their declaration of acceptance of office.

Unless granted a dispensation, a councillor or non-councillor with voting rights who
has registered a Disclosable Pecuniary Interest in relation to any item of business
being transacted at a meeting, shall leave the room whenever the item is being
discussed, including any part of the meeting where the public are entitled to speak.

Unless granted a dispensation, a councillor or non-councillor with voting rights who
has registered a non-registerable interest in relation to any item of business being
transacted at a meeting, shall leave the room whenever the item is being
discussed, including any part of the meeting where the public are entitled to speak.

Where a non-registerable interest arises from membership of an outside body as
defined in 3.5a of the Council's Code of Conduct, a councillor may remain in the
room to address the meeting, provide a short statement and answer guestions for
no more than three {3) minutes before leaving the room at the request of the
Chairman.

Members must record in a Register of Interests maintained by the Proper Officer
any gifts or hospitality that you are offered or receive in connection with your official
duties as a member and the source of the gift or hospitality worth £25 or over.

A Member of the Council may, for the purposes of his duty as a member but not
othenwise, inspect any decument which has been considered by a Committee or
by the Council. The Proper Officer or Solicitor to the Council may decline to allow
inspection of any document which is protected by other legislation or in the event
of legal proceedings would be protected by privilege arising from the relationship
of solicitor and client. All Minutes kept for any Committee shall be open for the
inspection of any member of the Council during office hours.

Allegations of breaches of the Code of Conduct

Meeting: P & R Committee
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Motification of any complaint shall remain confidential to the Proper Officer of the
Council until such time as the matter has been concluded.

Where the notification relates to a complaint made by the Proper Officer, the
FProper Officer shall notify the Mayor of that fact, who, upon receipt of such
notification, shall nominate a person to assume the duties of the Proper Officer set
out in this standing order, who shall continue to act in respect of that matter as
such until the complaint is resolved.

Where a notification relates to a complaint made by an employee (not being the
Proper Officer) the Proper Officer shall ensure that the employee in question does
not deal with any aspect of the complaint

The council may:
provide information or evidence where such disclosure is necessary to
progress an investigation of the complaint or is required by law;
seek information relevant to the complaint from the person or body with
statutory responsibility for investigation of the matter;

References to a notification shall be taken to refer to a communication of any kind
which relates to a breach or an alleged breach of the code of conduct by a
councillor.

Upon notification by the Standards Committee of 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
but may include removal from one or more committees of the Council or
restricted access to council premises except to attend meetings. Any
complaint received by the Proper Officer or Administration Staff relating to
a standing council member submitted by a council member or member of
the public in all cases the complainant shall be directed to the Chairman of
the Council to resolve or refer to the Monitoring Officer.

Dispensations

r

The Council has adopted a policy for the issuing of dispensations which is in
accordance with the Council's Code of Conduct. It is attached to these Standing
Orders as an appendix.

This policy shall apply to all meetings of the Council, its committees and
subcommitiees.

Mo dispensation will be awarded for any meeting where there are no minutes of
the proceedings.

Meeting: P & R Committee
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15. Proper Officer

a 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 Oificer is absent.

b The Proper Officer shall:

i. at least three clear days before a meeting of the council, a commitiee and
a sub-committee serve on councillors a summons, by email, confirming
the time, place and the agenda provided any such email contains the
electronic signature and title of the Proper Officer.

il. convene a meeting of full council for the election of a new Mayor of
the Council, occasioned by a casual vacancy in his office;

ii.  facilitate inspection of the minute book by local government electors

. retain acceptance of office forms from councillors;

V. retain a copy of every councillor's register of interests;

Vi, prepare and make available all agendas and minutes in line with the
provisions of these Standing Orders.

vii.  To act as the exempting officer and respond to requests made under the
Freedom of Information Act 2000 and Data Protection Act 2013, in
accordance with and subject to the council's policies and procedures
relating to the same;

viii.  receive and send general correspondence and notices on behali of the
council except where there is a resolution to the contrary;

. manage the organisation, storage of, access to and destruction of
information held by the council in paper and electronic form;

W amrange for legal deeds to be executed; See also standing order 24 below.

¥i. amrange or manage the prompi authorisation, approval, and instruction
regarding any payments to be made by the council in accordance with the
council's financial regulations;

wii.  refer a planning application received by the council to the Mayor or the
Chairman of the Planning Committee within two working days of receipt fo
facilitate an extraordinary meeting if the nature of a planning application
requires consideration before the next ordinary meeting of the council or

Flanning Commitiee |

Wiii.  manage access to information about the council via the publication scheme;
and

wiv., retain custody of the seal of the council (if any) which shall not be used
without a resolution to that effect.
See also standing order 24 helow.

wv. receive and retain copies of byelaws made by other local authorities;
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Responsible Financial Officer

a2 The council shall appeint appropriate staff member(s) to undertake the work of the

Responsible Financial Officer.

17. Financial Regulations

18.

The Council has established Financial Regulations for the governance and
management of its finances and to meet the requirements of the audit and
accountability regime in place at the time. These are atiached as Part Il of these
Standing Orders.

All payments by the council shall be authorised, approved and paid in accordance
with the law, proper praciices and the council's financial regulations.

The Council's proper practices will be in accordance with the most recent JPAG
guidance.

Handling staff matters

A matter personal to a member of staff that is being considered by a meeting of
the Staffing Committee is subject to standing order 12 above.

Subject to the council's policy regarding absences from work, the council's most
senior member of staff shall notify the Chairman of the Staffing Committee of
absence occasioned by illness or other reason and that person shall report such
absence to Staffing Committee at its next meeting.

The Mayor and Chairman of the Stafiing Committee shall conduct a review of the
performance and annual appraisal of the work of Proper Officer. The review and
appraisal shall be reporied in writing and is subject to approval by resolution by
Staffing Committee.

Subject to the council's policy regarding the handling of grievance matters, the
Proper Officer shall advise the Chairman of the Staffing Committee in respect of
an informal or formal grievance matter, and this matter shall be reported back and
progressed by resolution of the Staffing Committee or its appointed
representatives.

Subject to the council's policy regarding the handling of grievance matters, if an
informal or formal grievance matter raised by a member of staff and relates to the
Mayor or Chairman of the Staffing Commitiee, this shall be communicated to
another member of the Staffing Committee, which shall be reported back and
progressed by resolution of the Stafiing Committee.

Meeting: P & R Committee
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Any persons responsible for all or part of the management of siaff shall treat the
written records of all meetings relating to their performance, capabiliies, grievance
or disciplinary matters as confidential and secure.

The council shall keep all written records relating to employees secure. All paper
records shall be secured and locked and electronic records shall be password
protected and encrypied.

Only persons with line management responsibilities shall have access to staff
records refemred to in standing orders 18(f) and (g) above if 50 justified.

Access and means of access by keys andfor computer passwords to records of
employment referred to in standing orders 18(f) and (g) above shall be provided
only to the Proper Officer and the Chairman of the Staffing Committee.

Responsibilities to provide information

(See also standing order 20)
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.

il, shall publish information in accordance with the requirements

of the Local Government (Transparency Requirements) (England)
Regulations 2015.

Responsibilities under Data Protection Legislation

(See also standing order12)

a.
b.

C.

21.

The Council may appoint a Data Protection Officer.

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

The Council shall have a written policy in place 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 effect 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 the processing activities.

Relations with the press/imedia

Requesis 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.

Meeting: P & R Committee
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232. Execution and sealing of legal deeds

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

b. Where any document will be a necessary step in legal proceedings on behalf of
the Council it shall be signed by the Clerk to the Council, unless any enactment
otherwise requires or authorises, or the Council shall have given the necessary
authority 1o some other person.

23. Communicating with Unitary Authority Councillors

a.  An invitation io attend a meeting of the council shall be sent to the ward
councilloris) of the Unitary Authority representing the area of the council, together
with the agenda for the meeiing and other relevant papers.

b. Unless the council determines otherwise, a copy of relevant comrespondence sent
to the Unitary Authority shall be sent to the ward councillon(s) representing the area
of the council.

24. Restrictions on Councillor activities
a. Unless authorised by a resolution, no councillor shall:

I inspect any land andfor premises which the council has a right or duty to
inspect; or
ii. issue orders, instructions or directions.

iii.  issue any order respecting any works which are being carried out by or on
behalf of the Council.

iv.  incur any expenditure on behalf of the council or issue an instruction to incur
expenditure.

Adopted FTC 03.05.2018 Minute no. 79319
(Recommended by P&R 10.05.2013 Minute no. 07/118M19)
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