Finance & General Purposes Committee 2" September 2014

Leigh-on-Sea Town Councll

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

_ _ QUALITY
Chairman: ClIr Richard Herbert TOWN
Vice Chairman: Cllr Syrie Cox COUNCIL

Town Clerk: Paul Beckerson

28" August 2014
Notice is hereby given that the next meeting of the FINANCE AND GENERAL PURPOSES COMMITTEE of

the Leigh-on-Sea Town Council will take place on Tuesday 2" September 2014 at the Leigh Community
Centre, 71-73 Elm Road, Leigh-on-Sea commencing at 7.30pm.

AGENDA
1. CHAI RMANG6S OPENI NG REMARKS
2. APOLOGIES FOR ABSENCE
3. DECLARATI ON OF MEMBERSO® | NTERESTS

4. APPROVAL OF THE MINUTES OF THE MEETING OF 1% JULY 2014
GENERAL PURPOSES

5. PERSONNEL SUB-COMMITTEE MINUTES 25" JULY 2014 (Appendix 1)
The Committee is asked to approve the RECOMMENDATIONS and note the minutes.

6. ENGAGEMENT OF INTERN UNDER THE AUSPICES OF THE UNIVERSITY OF ESSEX - Report
2393/RH (Appendix 2)

MOTION

Proposed ClIr Carole Mulroney; Seconded Clir Syrie Cox

That the committee accepts the recommendations of Report 2393/RH:

RECOMMENDATION:

1. That the Town Council enters into a scheme to employ interns, in conjunction with the University of
Essex, as set out in the above report, for up to 18 weeks per year on clearly defined projects with a

review in May 2015

2. That the Town Clerk be delegated to implement all aspects of the scheme from the 1* November
2014.

3. That a budget of £4,000 per year is provided for the scheme taken in the first year from reserves.

7. GOVERNANCE AND AUDIT WORKING PARTY i 11" July 2014 i Review of Financial Regulations
Report 2386/G&AWP i (Appendix 3)
The Committee is asked to RECOMMEND the Revised Financial Regulations to Council for approval

and adoption.
Page 1 of 57



10.

11.

12.

13.

14.

15.

16.

17.

Finance & General Purposes Committee 2" September 2014
SMALL BUSINESS SATURDAY Report 2389/TC (Appendix 4)
The Committee is asked to note the information contained within the report.
EMERGENCY FENCING TO CINDER PATH SHELTER Report 2390/CM (Appendix 5)
MOTION
Proposed ClIr Carole Mulroney; seconded ClIr Donald Fraser.

1. That the action of the Chairman of LFE, in consultation with the Chairman of the Council, in
authorising the erection of fencing to protect the structure and the costs involved be confirmed.

2. That the cost of the security fencing be paid from reserves.

3. That the Town Clerk be authorised to investigate all of the scenarios outlined in the report and
discuss the position with SBC and report to LFE on 25" September 2014 for decision under Terms
of Reference 1b.

PROTOCOL MEETING WITH SBC Report 2392/RC (Appendix 6)

The Committee is asked to note the report.

REVIEW OF POLLING DISTRICTS AND POLLING PLACES/STATIONS (Appendix 7)

The Committee is requested to RECOMMEND a response to the consultation to Council.

EXTENSION OF LEIGH LIGHTS INTO LEIGH ROAD Report 2394/HS (Appendix 8)

The Committee is asked to approve the proposals and RECOMMENDATIONS set out in the report:

To proceed with the proposal with immediate effect

Funding to come from £1,000 left in capital renewals lights event budget, residual £1155 covered by
transfer from reserves

LOCAL GOVERNMENT PENSIONS DISCRETION POLICY (Appendix 9)
The Committee is requested to RECOMMEND the policy for adoption by Council.
PURCHASE OF REPLACEMENT COMPUTER FOR FINANCIALOFFICER( Town Cl er ko6's
The present computer in use has reached the end of its working life and Windows XP is no longer
supported. The Committee is RECOMMENDED to approve that a replacement be purchased in the sum
of up to £1,000 (£951.34) to be taken from the Renewals Budget.
GENERAL PURPOSES BUDGET (Information Report for noting)
General Purposes Budget Report 2396/GP as at 26" August 2014 (Appendix 10)

FINANCE

REFERENCES FROM OTHER COMMITTEES

There are none

OFFICE AND COMMITTEE BUDGETS (Information Reports for noting)
1 Office Budget Report 2397/FGP as at 26" August 2014 (Appendix 11)

1 Committee Income and Expenditure Report 2398/FGP as at 26" August 2014 (Appendix 12)
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18.

19.

20.

21.

Finance & General Purposes Committee 2" September 2014
FOUR MONTHLY FINANCE CHECK Report 2391/DF (Appendix 13)
The Committee is asked to note the report.

ATTENDANCE AT SLCC NATIONAL CONFERENCE 8" October to 11™ October 2014 Report 2395/PB
(Appendix 14)

The Committee is requested to approve the expenditure of £475 from the Staff Training Budget.
TO NOTE INCOME AND APPROVE EXPENDITURE SINCE THE LAST MEETING

See report 2400/I&E (Appendix 15) The Committee is asked to note the income and recommend the
expenditure to Council.

BANK ACCOUNT BALANCES as at 26" August 2014

CCLA Alc £ 255,712.62
HSBC BMM A/c £ 45,502.98
HSBC Current Alc £ 14,387.13
HSBC Payroll Alc £ 17,215.98
HSBC Imprest A/c £ 2,071.84

//%

Paul Beckerson
Town Clerk
28" August 2014

Please Note: Any member who is unable to attend the meeting should send their apologies before
the meeting.
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Leigh-on-Sea Town Councll

71-73 ElIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk QUALITY
. _ . TOWN
' Chalrman. Clir Rlcha'rd Herbert COUNCIL
Vice Chairman: ClIr Syrie Cox
Town Clerk: Paul Beckerson

MINUTES OF THE MEETING OF THE PERSONNEL SUB-COMMITTEE HELD ON FRIDAY 25" JULY 2014

AT LEIGH COMMUNITY CENTRE, 71-73 ELM ROAD, LEIGH-ON-SEA

Present: Cllrs: Carole Mulroney (Chairman), Syrie Cox, Donald Fraser (Until Min 10), Richard Herbert, Pat
Holden, Paul Lawrence (until Min 9) and Caroline Parker (until Min 10)

In attendance: Paul Beckerson (Town Clerk)

The meeting opened at 3.42pm

1.

ELECTION OF CHAIRMAN

CliIr Carole Mulroney was Proposed ClIr Caroline Parker; Seconded Clir Donald Fraser
ClIr Pat Holden was Proposed ClIr Paul Lawrence; Seconded CliIr Syrie Cox

ClIr Carole Mulroney was elected Chairman

ELECTION OF VICE CHAIRMAN

Clir Syrie Cox was elected Vice Chairman Proposed Clir Richard Herbert; Seconded ClIr Pat Holden
APOLOGIES FOR ABSENCE

ClIr Patsy Ryan

DECLARATI ON OF MEMBERS® | NTERESTS

There were none.

MINUTES OF PREVIOUS MEETING

The minutes of the meeting of 6" February 2014 were agreed as a correct record and signed by the
Chairman.

MOTION TO EXCLUDE PUBLIC i The Public Bodies (Admission to Meetings) Act 1960

RESOLVED; That in view of the confidential nature of the business to be transacted the public and
press be excluded and instructed to withdraw (S0O.1(c)) - (staffing)

Start of confidential business

STAFF SALARY REVIEW

The Sub-Committee RESOLVED to approve the incremental pay rises as outlined in Report 2374/PSC
and confirmed in Confidential Appendix 1.

STAFF APPRAISAL AND CONFIRMATION OF HOURS

The Sub-Committee noted the appraisal and RECOMMENDED that the increased hours of the Junior
Part-Time Administrator be confirmed as in Confidential Appendix 1.

End of confidential business
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9. EMPLOYMENT OF AN APPRENTICE TO MAN RECEPTION AND UNDERTAKE GENERAL OFFICE
DUTIES T Report 2387/PSC

Members discussed the merits of the proposal including alternatives such as the use of volunteers. The
cost to the Council was identified as between £4,180 and £6,000; there was in addition the possibility of
a £1,500 grant if continued employment followed the apprenticeship. Academic training of the
apprentice would be funded by external sources.

The Sub-Committee RESOLVED to get advice as to the process of advertising, particularly regarding

the inclusion of age ranges. The Sub-Committee DELEGATED the format of the advert to the Town
Clerk in consultation with the Chairman and Vice Chairman of the Sub-Committee.

ClIr Paul Lawrence left the meeting

The Sub-Committee RECOMMENDED to F&GPC that an apprentice be employed for 30 hours per
week for 1 year starting in September 2014 at a maximum cost of £6,000 to be taken from the staffing
budget surplus and reserves. The interview process to be delegated to the Town Clerk.

10. INTERNSHIP

ClIr Caroline Parker left the meeting
Cllr Donald Fraser left the meeting

The Sub-Committee DEFERRED a decision on this subject until after the meeting arranged with the
University of Essex on the 13" August 2014.

The meeting closed at 4.46pm
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Leigh-on-Sea Town Councll

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

_ _ QUALITY
Chairman: ClIr Richard Herbert TOWN
Vice Chairman: ClIr Syrie Cox COUNCIL
Town Clerk: Paul Beckerson
Report 2393/RH

Interns

This report on the possible use of a rolling programme of interns by Leigh-on-Sea Town Council was
deferred from the agenda of PSC on 25" July 2014 to allow a meeting to be held between the Business
Officer of the University of Essex and ClIrs. Richard Herbert and Carole Mulroney. A programme of job
experience provision had previously been recommended by PSC on 24" June 2011 and agreed by Council.

Essex University runs an internship scheme for small business/employers for which the Town Council is
eligible. This scheme gives very valuable assistance and support with regard to the recruitment and
management of interns from the University of Essex as well as financial support.

Interns would give the Council a new research and higher managerial ability at little cost and at the same
time provide a valuable service to young graduates and undergraduates who, in the current economic
climate, find it difficult to break into the world of work at a meaningful level.
The University of Essex would provide financial support and the ongoing net cost to the Council of such a
scheme would be about £3-4k pa, which could be taken from reserves having particular regard to the use of
the under spend from the community centre budget 2013/2014. There would be a level of necessary
managerial input. Part time office space can be found in the rear office.
The Town Council currently has a number of areas which would benefit from the expertise and research
abilities of an intern however it is unlikely that the Council could absorb more than 18 weeks of such input
per year. These projects currently under review are:

a) Community Centre Review.

b) Residents needs survey and impact review.

¢) Community Centre future options.

Future programmes could include:

a) Developing a full range of council protocols including PR, media, disability and equality.

b) Neighbourhood planning

c¢) Public realm policy

e) Sourcing and developing a scheme of grant application and outside funding.
Essex University Internship Scheme

1 The purpose of the scheme is to provide meaningful work placement and experience opportunities
for students at different levels i.e. undergraduate to Masters degree level.

1 The work opportunities should provide an ultimate goal as well as providing study/ research/ general
office experience.

1 Interns would be employed on a standard contract of employment and the Council would carry out all
its duties as an employer.
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1 Minimum pay levels would have to be provided although participants are encouraged to pay
according to the abilities and qualifications of the intern with regard to the role they are to undertake.
1 The Town Council would need to provide suitable supervision and management.

The Town Council would need to develop a full job description including,

Outline of brief including the length of project, hours and duties.
Objectives and Expectations,

Essential skills,

Desirable skills.

E ]

This would be sent to all suitable candidates by the University using a standard registration form with
responses expected in about 14 days.

The recruitment process would consist of an initial review of candidates followed by an interview with the
Town Clerk and the Chairmen of the Council and Personel Sub Committee.

At the end of the internship the intern would expect a formal appraisal.

It would probably not be possible for the Council to absorb and use more than about 18 weeks of intern input
in a year.

The University of Essex may be expected to provide a level of support and the net cost to the council,
assuming the equivalent of 18 weeks of internship at 37 hours per week (full or part time) would be £3-4k pa.

Recommendation

4. That the Town Council enters into a scheme to employ interns, in conjunction with the University of
Essex, as set out in the above report, for up to 18 weeks per year on clearly defined projects with a
review in May 2015

5. That the Town Clerk be delegated to implement all aspects of the scheme from the 1% November
2014.

6. That a budget of £4,000 per year is provided for the scheme taken in the first year from reserves.

Appendices:

The Essex University Internship Scheme

http://essex.ac.uk/business/documents/interns-information.pdf

Community Centre Review

Specific analytical work to inform the review:

1 Look back at the first year of operation and compare this with the original Business Plan.

1 To what extent has the project met the original aims and objectives.

1 How do the use classes foreseen in the Business Plan bear out in reality, what classes are not using
the LCC

1 What are the demographics of its users?

1 What in terms of utilisation is realistic and is the LCC able to become self-financing taking into
account the agreed subsidy.

1 Undertake a comparison with two similar LA run Community Centres both in terms of use and
finances

1 How would an increase in commercial use impact on community provision

91 Circulate customer satisfaction surveys to LCC to inform the review, copies to be circulated to
members.
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Residents needs survey and impact study

1 Identifying the demography of the residents of the Parish using census information, super output

areas and other sources

Carry out a direct survey of needs.

|l dentify and assess the impact of the council ds cu
Develop a simple system of identifying the impact of future programs

Develop system of consultation and engagement using surveys, focus groups etc.

=A =4 =8 =4

Community Centre future options.

1. identification of current and future uses

2. establishment of required changes / improvements to the existing building
3. a financial viability study (operational/capital)

4. identification of sources of finance (grant/donation/s106/precept)

5. an assessment of the social impact of the project

6. consultation and assessment of the continuing support for the project if the original consultation becomes
invalid

7. establishment of a time scale
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Leigh-on-Sea Town Councill

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

_ _ QUALITY
Chairman: ClIr Richard Herbert TOWN
Vice Chairman: ClIr Syrie Cox COUNCIL
Town Clerk: Paul Beckerson
Report 2386/G&AWP

GOVERNANCE AND AUDIT WORKING PARTY 11" July 2014

Present: Cllrs Patsy Ryan (Convenor), Donald Fraser, Richard Herbert and Carole Mulroney.
In Attendance: Clir Jerry Holden, Paul Beckerson (Town Clerk)

The meeting opened at 2.00pm

1. The WP considered the draft Financial Regulations and made the following amendments:

1.6

; . All staff must take care to operate
within these regulations. B r eaches could | ead to the Council 6s
auditors or members of the public and to challenges concerning the legality of those actions. Wilful
breaches which seriously damage findndgal gain fomtleeioffiogdrs r
concerned could be construed as gross misconduct. Other breaches may result in disciplinary
action.

1.14  In addition the council must:
i determine and keep under regular review the bank mandate for all council bank accounts;
i approve any grant or a single commitment in excess of £5,000; and

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

1.15 In these financial regulations, references to the Accounts and Audit Regulatonsor &6t he r eg
shall mean the regulations issued under the provisions of section 27 of the Audit Commission Act
1998, or any superseding legislation, and then in force unless otherwise specified.

I n these financi al regulations the term &édproper
issued in Governance and Accountability for Local Councilsi a Pr act i ti oner so
issued by the Joint Practitioners Advisory Group (JPAG), available from the websites of NALC and

the SOC|ety for Local CounC|I CIerks (SLCC) %G&mmane&and—Aee%wﬁabﬂﬂy—ier—keeal—G%meﬂs

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

3.1 Each committee shall review its three year forecast of revenue and capital receipts and payments.
Having regard to the forecast, it shall thereafter formulate and submit proposals for the following
financial year to the council not later than the end of November each year including any proposals for
revising the forecast.
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4.1

4.2

4.5

51

55

8.2

10.1

111

Governance and Audit Working Party 11" July 2013 i Appendix 3
The WP recognised that initially instituting this change would create additional workload for

the staff and it may be necessary to consider additional resourcing.

Expenditure on revenue items may be authorised up to the amounts included for that class of

expenditure in the approved budget as approved by Council. Fhis-autheorityis-to-be-determined-by:

No expenditure may be authorised that will exceed the amount provided in the revenue budget for that
class of expenditure other than by resolution of the council, or duly delegated standing committee.
During the budget year and with the approval of council and Finance and General Purposes Committee
or if so delegated a standing committee having considered fully the implications for public services,
unspent and available amounts may be moved to other budget headings or to an earmarked reserve as
appropriate (O6viremento).

The WP recommends that a review of main budget headings be undertaken and that the
definition of class of expenditure is clarified.

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 clerkos
includes repair, replacement or other work, whether or not there is any budgetary provision for the
expenditure, subject to a limit of [E500 £2,000]. The Clerk shall report such action to the chairman as
soon as possible and to the council as soon as practicable thereatfter.

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

regularly reviewed for safety and efficiency. [Fhe—council-shall- seek—creditreferences—in—respeetof
members-oremployees-who-actas-signatories|.

[c] fund transfers within the councils banking arrangements up to the sum of £45;600 100,000, provided
that a list of such payments shall be submitted to the next appropriate meeting of Finance and General
Purposes Committee.

Any financial arrangement which does not require formal Borrowing Approval from the Secretary of
StateAMelsh-Assembly-Goeverament (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

Town Clerk to arrange as per FR 8.3 that a bank statement is also sent to the Chairman of
Finance and General Purposes Committee

An official order or letter shall be issued for all work in excess of £200 250 for goods and services unless
a formal contract is to be prepared or an official order would be inappropriate. Copies of orders shall be
retained.
[b] Where it is intended to enter into a contract exceeding £206,000 £30,000 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 the appropriate approved list.
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12.3

14.2

Governance and Audit Working Party 11" July 2013 i Appendix 3
[f] If less than three tenders are received for contracts above £10;000 £30,000 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.

[h] When it is to enter into a contract of less than £10,000 £30,000 in value for the supply of goods or
materials or for the execution of works or specialist services other than such goods, materials, works
or specialist services as are excepted as set out in paragraph (a) the Clerk or RFO shall obtain 3
quotations (priced descriptions of the proposed supply); where the value is below £1,000 and above
£100 the Clerk or RFO shall strive to obtain 3 estimates. Otherwise, Regulation 10 (3) above shall

apply.

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

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

14.6

15.3

171

17.2

2.

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, pessibly—in—cenjunction—with—a-with due regard to health and safety inspection—of-assets

considerations.

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 or appropriate delegated standing committee at the next available
meeting.

It shall be the duty of the council to review the Financial Regulations of the council frem-time-to-time
annually. The Clerk shall make arrangements to monitor changes in legislation or proper practices and
shall advise the council of any requirement for a consequential amendment to these financial
regulations.

The council may, by resolution of the council duly notified prior to the relevant meeting of council,
suspend any part of these Financial Regulations provided that reasons for the suspension are
recorded and that an assessment of the risks arising has been drawn up and presented in advance to
all members of council. Such resolution must be passed by 2/3 of those present at the Council
meeting.

The Working Party RECOMMENDS that the revised draft Financial Regulations are approved by
F&GPC for onward transmission to Council.

The meeting closed at 4.26pm

Note: Following advice on the signing of cheques etc. at Council or Committee meetings 6.6 has been
amended to delete reference to this. This is in line with our current Financial Regulations.
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DR AFT for consideration by Council. Values are to be set by the Council when adopting Financial

Regulations (other than the EU Procurement thresholds shown in Regulation 11)

LEIGH-ON-SEA TOWN COUNCIL
FINANCIAL REGULATIONS

INDEX
L. GENERAL ..ot nr e e e et e e e e e e et e e e e et et e e e e e e e s 13
2. ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL).......ccotiiiiiiiiiie it 15
3.  ANNUAL ESTIMATES (BEDBAND FORWARD PLANNING......oooiiiiiieiiiiee e 16
4. BUDGETARY CONTROL AND AUTHORITY TO.SPEND.........cciiitimriiiiie e 16
5. BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS.......coocoomii, 17
6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS. ..o 18
7. PAYMENT OF SALARIES.... ...t 20
8.  LOANS AND INVESTMENTS. ... .ttt st e e 21
9. INCOME ...ttt e e e s e e et e et e et e e e s e et e e e s 21
10. ORDERS FOR WORK, GOODS AND SERVICES.......cooiciiieiit et 22
R O @ ]\ Y Y O 1 TP PR P TP P PP PPRPPRPON 22
12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION. WORKS.........23
13. STORES ANIBIPMENT .....oiiiiiii e a e e naees 24
14. ASSETS, PROPERTIES AND ESTATES ... ..o 24
15, INSURANCE ... .o e enr e e e e e s e s bbb e e e e e e s s bbb s enr e e r e e s s s eer e 24
17, RISK MANAGEMENT .. ..ottt ettt e e e et e e e s e s e s et e e e e e e n e e e e e e sam s 25
18. SUSPENSION AND REVISION OF FINANCIAL REGULATIQNS........ooiiiiiiiiiiiiiee e 25

Page 12 of 57




Governance and Audit Working Party 11" July 2013 i Appendix 3
These Financial Regulations were adopted by the Council at its Meeting heldon|[ é é é é é é é ]

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
governing policy documents providing procedural guidance for members and officers. Financial
regul ations must be observed in conjanhanyindwidualwi t h
financial regulations relating to contracts.

1.2. The council is responsible in law for ensuring that its financial management is adequate and effective
and that the council has a sound system of internal control which facilitates the effective exercise of the
councilés functions, including arrangements for th
1.3. The ¢ oun cinfgadostrolasystents unast include measures:
1 for the timely production of accounts;
1 that provide for the safe and efficient safeguarding of public money;
i to prevent and detect inaccuracy and fraud; and

1 identifying the duties of officers.

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

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

1.6 All staff must take care to operate within these regulations. Br eaches coul d | ead tc
actions being called into question by auditors or members of the public and to challenges
concerning the legality of those actions. Wi | f ul breaches which seriousl

reputation, or lead to financial gain for the officer concerned could be construed as gross
misconduct. Other breaches 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 Regulations brings the office of
Councillor into disrepute.

1.8. The Responsible Financial Officer (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.
1.9. The RFO;
i acts under the policy direction of the council;
i administers the council's financial affairs in accordance with all Acts, Regulations and proper
practices;
i determines on behalf of the council its accounting records and accounting control systems;
i ensures the accounting control systems are observed;
1 maintains the accounting records of the council up to date in accordance with proper
practices;

! Model standing orders for councils are available in Local Councils Explained © 2013 National Association
of Local Councils
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i assists the council to secure economy, efficiency and effectiveness in the use of its

resources; and

i 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 6s transactions and to enable the RFO to e

and statement of balances, or record of receipts and payments and additional information, as the
case may be, or management information prepared for the council from time to time comply with
the Accounts and Audit Regulations®.

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

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

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

i wherever relevant, a record of t hredatioo towlhims | 6 s
made, or to be made, for any contribution, grant or subsidy.

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

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

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

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

i 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

i 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:

i setting the final budget or the precept (Council Tax Requirement);
i approving accounting statements;
1 approving an annual governance statement;
i borrowing;
T writing off bad debts;
i declaring eligibility for the general power of competence; and
i addressing recommendations in any report from the internal or external auditors,
shall be a matter for the full council only.
1.14. In addition the council must:
i determine and keep under regular review the bank mandate for all council bank accounts;
i approve any grant or a single commitment in excess of £5,000; and

% Accounts and Audit (England) Regulations 2011/817
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2.2.

2.3.

2.4,

2.5.

2.6.

2.7.
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i in respect of the annual salary for any employee have regard to recommendations about
annual salaries of employees made by Finance and General Purposes Committee in
accordance with its terms of reference.

In these financial regulations, references to the Accounts and Audit Regulatonsor 6t he r egul

shall mean the regulations issued under the provisions of section 27 of the Audit Commission Act
1998, or any superseding legislation, and then in force unless otherwise specified.

Inthesefi nanci al regulations the term &éproper practic

issued in Governance and Accountability for Local Councilsi a Practi ti onersbd

issued by the Joint Practitioners Advisory Group (JPAG), available from the websites of NALC and
the Society for Local Council Clerks (SLCC).

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

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.

On a regular basis, at least once in each quarter, and at each financial year end, a member other than
the Chairman shall be appointed to verify bank reconciliations (for all accounts) produced by the RFO.
The member shall sign the reconciliations and the original bank statements (or similar document) as
evidence of verification. This activity shall on conclusion be reported, including any exceptions, to and
noted bythecounci | 6 s Fi na RwpeseaCordmitBe ner al

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

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
RFO, internal auditor, or external auditor with such information and explanation as the council
considers necessary for that purpose.

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

The internal auditor shall:
i be competent and independent of the financial operations of the council;

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

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

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

Internal or external auditors may not under any circumstances:

i perform any operational duties for the council;
1 initiate or approve accounting transactions; or
1 direct the activities of any council employee, except to the extent that such employees have

been appropriately assigned to assist the internal auditor.
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2.8. For the avoidance of doubt , in relation to intern

shall have the same meaning as is described in proper practices.

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

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

3. ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

3.1. Each committee shall review its three year forecast of revenue and capital receipts and payments.
Having regard to the forecast, it shall thereafter formulate and submit proposals for the following
financial year to the council not later than the end of November each year including any proposals for
revising the forecast.

3.2. The RFO must each year, by no later than December, prepare detailed estimates of all receipts and
payments including the use of reserves and all sources of funding for the following financial year in the
form of a budget to be considered by the [relevant committee and the] council.

3.3. The council shall consider annual budget pastoposal:
revenue and capital receipts and payments including recommendations for the use of reserves and
sources of funding and update the forecast accordingly.

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

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

4. BUDGETARY CONTROL AND AUTHORITY TO SPEND

4.1. Expenditure on revenue items may be authorised up to the amounts included for that class of
expenditure in the approved budget as approved by Council.

4.2. No expenditure may be authorised that will exceed the amount provided in the revenue budget for that
class of expenditure other than by resolution of the council, or duly delegated standing committee.
During the budget year and with the approval of council and Finance and General Purposes
Committee or if so delegated a standing committee having considered fully the implications for public
services, unspent and available amounts may be moved to other budget headings or to an earmarked
reserve as appropriate( 6 vi r ement 6) .

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

4.4, The salary budgets are to be reviewed at least annually in October 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.

4.5. In cases of extreme risk to the delivery of council services, the clerk may authorise revenue
expenditure on behalf of the council which in the
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expenditure includes repair, replacement or other work, whether or not there is any budgetary

provision for the expenditure, subject to a limit of [E500]. The Clerk shall report such action to the
chairman as soon as possible and to the council as soon as practicable thereafter.

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

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

The RFO shall regularly 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 shalll show explanations of mater.i

excess of £500 or 20% of the budget.

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

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

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

The RFO shall prepare a schedule of payments requiring authorisation, forming part of the Agenda for
the Meeting and, together with the relevant invoices, present the schedule to council [or finance
committee]. The council / committee shall review the schedule for compliance and, having satisfied
itself shall authorise payment by a resolution of the council [or finance committee]. The approved
schedule shall be ruled off and initialled by the Chairman of the Meeting. A detailed list of all payments
shall be disclosed within or as an attachment to the minutes of the meeting at which payment was
authorised. Personal payments (including salaries, wages, expenses and any payment made in
relation to the termination of a contract of employment) may be summarised to remove public access
to any personal information.

All invoices for payment shall be examined, verified and certified by the RFO to confirm that the work,
goods or services to which each invoice relates has been received, carried out, examined and
represents expenditure previously approved by the council.

The RFO shall examine invoices for arithmetical accuracy and analyse them to the appropriate
expenditure heading. The RFO shall take all steps to pay all invoices submitted, and which are in
order, at the next available Finance and General Purposes Committee Meeting.

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

a) If a payment is necessary to avoid a charge to interest under the Late Payment of Commercial
Debts (Interest) Act 1998, and the due date for payment is before the next scheduled Meeting of
council, where the Clerk and RFO certify that there is no dispute or other reason to delay
payment, provided that a list of such payments shall be submitted to the next appropriate
meeting of Finance and General Purposes Committee;

b) An expenditure item authorised under 5.6 below (continuing contracts and obligations) provided
that a list of such payments shall be submitted to the next appropriate meeting of Finance and
General Purposes Committee; or
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C) fund transfers within the councils banking arrangements up to the sum of £100,000, provided

that a list of such payments shall be submitted to the next appropriate meeting of Finance and
General Purposes Committee.

For each financial year the Clerk and RFO shall draw up a list of due payments which arise on a
regular basis as the result of a continuing contract, statutory duty, or obligation (such as but not
exclusively, Salaries, PAYE and NI, Superannuation Fund and regular maintenance contracts and the
like for which 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 [or Finance Committee].

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.

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

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 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.

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

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

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

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

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

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

Cheques or orders for payment drawn on the bank account in accordance with the schedule as
presented to council or committee shall be signed by two members of council in accordance with a
resolution instructing 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.

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.

next convenient meeting.

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.
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If thought appropriate by the council, payment for certain items (principally Salaries) may be made by

Bankerdéds Standing Order provided that the yiwostruc

members are retained and any payments are reported to council as made. The approval of the use of
a Bankerds Standing Order shall be renewed by

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.

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

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

resao

er ,

not be required for a member 6s p e radhorisaidn ofchankhp ut er

payments.

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

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.

The council, and any members using computers
anti-virus, anti-spyware and firewall, software with automatic updates, together with a high level of
security, is used.

Where internet banking arrangements are made with any bank, the RFO 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 transactions on those accounts. The bank mandate will
state clearly the amounts of payments that can be instructed by the use of the Service Administrator
alone, or by the Service Administrator with a stated number of approvals.

Access to any internet banking accounts will be directly to the access page (which may be saved
under fAfavouriteso), and 4maillink.t Remembegel or saved paaswards
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.

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

Any Debit Card issued for use will be specifically restricted to the RFO or delegated officer and will
also be restricted to a single transaction maximum value of £1000 unless authorised by council or
finance committee in writing before any order is placed.

A pre-paid debit card may be issued to employees with varying limits. These limits will be set by the
Finance and General Purposes Committee. Transactions and purchases made will be reported to the
Finance and General Purposes Committee and authority for topping-up shall be at the discretion of the
Finance and General Purposes Committee.
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Any corporate credit card or trade card account opened by the council will be specifically restricted to

use by the RFO or delegated officer and shall be subject to automatic payment in full at each month-
end. Personal credit or debit cards of members or staff shall not be used under any circumstances.

The RFO may provide petty cash to officers for the purpose of defraying operational and other
expenses. Vouchers for payments made shall be forwarded to the RFO with a claim for
reimbursement.

a) The RFO shall maintain as petty cash float of £140 for the purpose of defraying operational and
other expenses. Vouchers 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 regulations.

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

PAYMENT OF SALARIES

As an employer, the council shall make arrangements to meet fully the statutory requirements placed
on all employers by PAYE and National Insurance legislation. The payment of all salaries shall be
made in accordance with payroll records and the rules of PAYE and National Insurance currently
operating, and salary rates shall be as agreed by council, or duly delegated committee.

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

No changes shall be made to any employeebds
employment without the prior consent of the Finance and General Purposes Committee.

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

a) by any councillor who can demonstrate a need to know;

b) by the internal auditor;

c) by the external auditor; or

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

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.

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

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

Before employing interim staff the council must consider a full business case.
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LOANS AND INVESTMENTS

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

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

The council will arrange withthe counci |l 6s Banks and I nvestment
each statement of account to the Chairman Finance and General Purposes Committee at the same
time as one is issued to the RFO.

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.

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

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

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

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

INCOME

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

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

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

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

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

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

The RFO shall promptly complete any VAT Return that is required. Any repayment claim due in
accordance with VAT Act 1994 section 33 shall be made at least annually coinciding with the financial
year end.
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Where any significant sums of cash are regularly received by the council, the RFO shall

take such steps as are agreed by the council to ensure that more than one person is
present when the cash is counted in the first instance, that there is a reconciliation to
some form of control such as ticket issues, and that appropriate care is taken in the
security and safety of individuals banking such cash.

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. ORDERS FOR WORK, GOODS AND SERVICES

10.1.

10.2.
10.3.

10.4.
10.5.

An official order or letter shall be issued for all work in excess of £250 for goods and services unless a
formal contract is to be prepared or an official order would be inappropriate. Copies of orders shall be
retained.

Order books shall be controlled by the RFO.

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

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

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

11. CONTRACTS

11.1.

Procedures as to contracts are laid down as follows:

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

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

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

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

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

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

vi. for goods or materials proposed to be purchased which are proprietary articles and / or are
only sold at a fixed price.
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Where it is intended to enter into a contract exceeding £30,000 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 the appropriate approved list.

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

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 until the prescribed date for opening tenders
for that contract.

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

If less than three tenders are received for contracts above £30,000 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.

Any invitation to tender issued under this regulation shall be subject to Standing Order 19, and
shall refer to the terms of the Bribery Act 2010.

When it is to enter into a contract of less than £30,000 in value for the supply of goods or
materials or for the execution of works or specialist services other than such goods, materials,
works or specialist services as are excepted as set out in paragraph (a) the Clerk or RFO shall
obtain 3 quotations (priced descriptions of the proposed supply); where the value is below
£1,000 and above £100 the Clerk or RFO shall strive to obtain 3 estimates. Otherwise,
Regulation 10 (3) above shall apply.

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

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

The European Union Procurement Directive shall apply and the terms of the Public
Contracts Regulations 2006 and the Utilities Contracts Regulations 2006 including
thresholds shall be followed.

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION

12.1.

12.2.

WORKS

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

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 carried out under a contract,
excluding agreed variations, will exceed the contract sum of 5% or more a report shall be submitted to
the council.
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Any variation to a contract or addition to or omission from a contract must be approved by the council

or delegated standing committee and Clerk to the contractor in writing, the council being informed
where the final cost is likely to exceed the financial provision.

13. STORES AND EQUIPMENT

13.1.

13.2.

13.3.
13.4.

14.

14.1.

14.2.

14.3.

14.4.

14.5.

15.

15.1.

15.2.

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

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

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

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

ASSETS, PROPERTIES AND ESTATES

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

No tangible moveable asset shall be purchased or otherwise acquired, sold, leased or otherwise
disposed of, without the authority of the council, together with any other consents required by law,
save where the estimated value of any one item of tangible movable asset does not exceed £250.

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

No real property (interests in land) shall be purchased or acquired without the authority of the full
council. In each case a Report in writing shall be provided to council in respect of valuation and
surveyed condition of the property (including matters such as planning permissions and covenants)
together with a proper business case (including an adequate level of consultation with the
electorate).

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 RFO or delegated officer shall
effect all insurances and negotiate all claims on the council's insurers.

The RFO shall keep a record of all insurances effected by the council and the property and risks
covered thereby and annually review it.
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The RFO shall be naotified of any loss liability or damage or of any event likely to lead to a claim, and

shall report these to council or appropriate delegated standing committee 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.

16. RISK MANAGEMENT

16.1.

16.2.

17.

17.1.

17.2

The council is responsible for putting in place arrangements for the management of risk. The RFO
shall prepare, for approval by the council, risk management policy statements in respect of all activities
of the council. Risk policy statements and consequential risk management arrangements shall be
reviewed by the council at least annually.

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

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

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

The council may, by resolution of the council duly notified prior to the relevant meeting of council,
suspend any part of these Financial Regulations provided that reasons for the suspension are
recorded and that an assessment of the risks arising has been drawn up and presented in advance to
all members of council. Such resolution must be passed by 2/3 of those present at the Council
meeting.
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Notes to the Model.

Stated dates or months may be changed to suit local circumstances.

[square brackets ] This part may be deleted if not relevant. An alternative may have been provided.

Wheret he word Aregularlyo is used in the text it is

quarterly, or half-yearly. This period should never exceed 12 months.

The value inserted in any of the paragraphs (other than the EU Procurement thresholds referred to in 11.1(1))
may be varied by the council and should be reviewed regularly and confirmed annually by the council.

The appropriate approved list referred to in paragraph 11.1 (b) shall be a list drawn up by the Clerk and
approved by council but, normally shall be based on the list maintained by the District Council for such works.

Every effort has been made to ensure that the contents of this document are correct at time of publication.
The National Association of Local Councils (NALC) cannot accept responsibility for errors, omissions and
changes to information subsequent to publication.

© NALC 2014
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Leigh-on-Sea Town Councll

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

_ _ QUALITY
Chairman: ClIr Richard Herbert TOWN
Vice Chairman: ClIr Syrie Cox COUNCIL
Town Clerk: Paul Beckerson
Report 2389/TC

Report for information only

Small Business Saturday, 6 December 2014
Once again this year the Government is running this campaign to attract people to use local shops.
In Leigh last year this was a very successful exercise with many shops and businesses taking part.

The Borough Council were very helpful in promoting the Leigh businesses through various media and
producing written material for distribution.

This year Clir Mulroney has been approached again by the Borough and has met with the appropriate
officers to discuss the campaign which will be run on similar lines as last year but taking on board
experiences learned.

Clir Mulroney has secured the support of a prominent local business person who is willing to help with the
campaign and also a local media site which is also keen to be involved and carry the information in the lead
up to the day.

Any expenditure, which was last year, and is expected to be this year, will be met from the Good for Leigh
budget.
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Leigh-on-Sea Town Councll

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

_ _ QUALITY
Chairman: ClIr Richard Herbert TOWN
Vice Chairman: ClIr Syrie Cox COUNCIL
Town Clerk: Paul Beckerson
Report 2390/CM

Cinder Path Shelter

On the weekend of 2/3 August considerable damage was done to the shelter on the cinder path. All the
perspex panels were knocked out and the structure itself damaged such that it was deemed a hazard. This
was reported to the police as soon as the Council was notified and photographs were taken.

On being advised of the incident the Chairman of LFE, in consultation with the Chairman of the Council, in
the absence of the Town Clerk, authorised, on the grounds of public safety, the installation of security
fencing to protect the structure until a decision has been taken on necessary action.

The fencing was installed on 8 August (no further damage had been sustained in the interim, thus indicating
this was probably a one off incident).

The cost of the fencing is (£18.08 for 8 weeks, delivery and collection £50.00, erection and dismantle
£121.68), totalling £189.76. The excess on the Councilds insurance

RECOMMENDED:
1. That the action of the Chairman of LFE, in consultation with the Chairman of the Council, in

authorising the erection of fencing to protect the structure and the costs involved be confirmed.

2. That the cost of the security fencing be paid from reserves until reimbursed through the insurance
claim.

The Future of the Shelter

This is not the first time that the shelter has been wantonly damaged and the Council has had to carry out
repairs and redecoration on several occasions. This time, however, the structure has been weakened and
vulnerable and is a safety hazard.

It would now, given the | evel of damage incurred,
with regards to the shelter.

The shelter is owned by SBC who are liable for structural repairs and the incident has been reported to SBC
and a response is awaited.

Attempts have been made in the past to find a sponsor for the shelter but were unsuccessful.
There are several options 1

1. SBC accept responsibility for the repairs and carry them out including within its insurance claim the
cost to the Town Council of the fencing.

2. SBC do not accept that the repairs are structural in which case LTC needs to consider its options as
follows 1

a. Repair the shelter but do not replace the

b. Repair the shelter and replace the Perspex

c. Make the necessary repairs and investigate what options there may be for enhancing the
shelter to act as a deterrent for vandals.
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d. Repair the shelter and install CCTV - this was discussed last year in terms of either the
Yacht Clubés CCTV being used, i fi the isssieswadb hot or
pursued at that time.
e. Ask SBC to remove the shelter

Whilst it has always been the wish of the Council to retain the shelter there comes a time when this is no
longer a viable option. Has that time been reached, particularly if SBC do not accept the liability for the
repairs?

A decision is needed fairly swiftly because of the costs being incurred in respect of the protective
fencing.

It is therefore RECOMMENDED:

That the Town Clerk be authorised to investigate all of the above scenarios and discuss the position with
SBC and report to LFE on 25" September 2014 for decision under Terms of Reference 1b.
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Leigh-on-Sea Town Councll

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

_ _ QUALITY
Chairman: ClIr Richard Herbert TOWN
Vice Chairman: ClIr Syrie Cox COUNCIL
Town Clerk: Paul Beckerson
Report 2392/RC

Notes of a Protocol Meeting with Southend-on-Sea Borough Council

Monday 4 August 2014

Attendees:

Rob Tinlin SBC
Clir Ron Woodley SBC
CllIr lan Gilbert’ SBC
ClIr Richard Herbert LTC
CliIr Syrie Cox LTC
Ros Coffey LTC

RT welcomed everyone to the meeting. RH positioned the role of Leigh Town Council (LTC) in relation to
Southend Borough Council (SBC) and SC explained that LTC thought that this was an exploratory meeting
looking at ways of moving forwards together.

Community

Over recent years there had been a change in the town council which had resulted in the management of a
much larger budget and attendant responsibilities.

Leigh-on-Sea Community Centre

Negotiations of a new lease for the Community Centre had begun with opening conversations between
officers of both organisations. It should be noted that although the centre is doing well, it is still subsidised
by LTC but it also creates work within the Community. A longer lease will mean that there is an ability to
access grants in order to undertake improvements which are needed in the building.

Could the Centre become an access point for SBC services? This was thought to be unlikely as SBC were
moving away from outlying offices to either telephone or online services although consideration would be
given to providing an internet access point.

Communications

RT suggested that communications might be improved between the two councils so that future plans,
programmes or schemes could be run in synch and that both parties were aware of new initiatives which
would impact on the other.

Libraries

There was a short discussion on the current review of the future of the Libraries and a number of possible
future scenarios were shared, included a volunteer mix. RT explained that libraries in the borough would
continue to evolve and the methodology used by SBC reflects a current UK wide independent review-

Environment
RH stated that his current concerns centred on overdevelopment, planning consent and changes of property

use. RT and RW explained that policy decisions are influenced by central Government policy and that
Council decisions could be overturned on appeal as Inspectors take heed of government policy as well as

local. Thereisanexpectati on t o provide more housing on 0filsteg.cl edo

Neighbourhood Plan
SC asked what help and support would be available? RT and RW mentioned government grants, using the
existing framework. RW and RT acknowledged that the Localism Act sets an expectation that SBC would
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help a council such as LTC and, whilst he would seek advice on what help might be available the resourcing
of a neighbourhood plan rests with the town council.

Affordable Housing
There are currently no suitable sites in the LTC area. However, if LTC flagged sites/houses which became
available there may be the opportunity to work with Housing Associations to convert them to social housing.

Community Infrastructure Levy
Officers from SBC would be visiting to discuss this further. RW suggested that LTC might make better use of
existing restrictive covenants.

Parking

RH asked if there might be a review of parking in The Broadway and Leigh Road as there appeared to be a
disconnect around junction protection with a wide variance between roads. RT explained that this would
require a Membersodrequest, perhaps using the auspices of the local SBC Councillors but this would need to
be specific but even so, may take some time due to pressure of existing work.

Strand Wharf
RH reminded the group that the plans for Strand Wharf were moving on and final planning permission would
be sought shortly.

Two Tree Island

RH explained that fly tipping at the recycling depot was becoming an issue, some appeared to be just
dumped but more worryingly others (particularly mattresses) appear to be removed from the tip and then
dumped on the Skate Park. RT promised to investigate.

Economy

RH said he understood that it would be a priority of SBC to invest in the most deprived areas of the Borough
but that he hoped that SBC would remember that the attractiveness of Leigh-on-Sea also brought money in
the Town. RH explained that the prioritisation of spend would be for the benefit of all the community and
where possible not to the detriment of any other part of the Community.

A short discussion then ensued regarding replicating the success of Leigh shops in Southend. This was
followed by a discussion on ways in which to see what synergies might be available through the established,
successful cultural events in Leigh-on-Sea which could be shared with nascent and established events in the
rest of the Borough.

RH raised the point of access to SBC support services. RT replied that LTC would continue to have access
to these services such as HR, property management on agreed terms.

The meeting then concluded with an agreement to meet again to ensure continuity of communication
between the two groups.
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Legal & Democratic Services

Qur ref. Direct Dial; 01702 534820

Your ref: CGiw Fax No: 01702 215594

Date: 8ih August 2014 E-mait colingamblegisouthend gov uk
FIRST CLASS POST

Paul Beckerson -Town Clerk
Leigh Town Council

67 Elm Road } 1 3 AUG 204
Leigh-on-Sea | M
Essex | LEHGH TOWNA €1
SS9 18P ————

Dear Mr Beckerson
Review of Polling Districts and Polling Places/Stations

The Electoral Administration and Registration Act 2013 requires the Council to undertake a
review of polling districts and polling places/stations. The last review was completed in
2011 and a new review will commence on 11" August 2014 with the publication of the
Notice of Review.

Explanation of terms used in the review

A polling district is a geographical area created by the sub-division of a constituency or
ward into smaller parts.

For voting purposes, each parliamentary constituency and every local government ward is
divided into one or more polling districts. Wherever possible the polling district for local
government elections mirror those agreed for parliamentary elections.

Southend has 17 Borough wards divided into polling districts, which vary in size and
population,

A map has been produced showing the polling districts and can be viewed at the Civic
Offices by contacting the Democratic Services Team (Tel: 01702 215154) or by visiting the

Council's website: www.southend.gov.ukipollingreview. The map should be viewed in
conjunction with the list of polling stations.

(The boundaries of the parliamentary constituencies and the names and boundaries of the
Borough wards are not covered by the review).

A polling place is an area within a polling district in which a polling station is located.
There is no legal definition of a polling place which could be as large as a polling district or
as small as a particular building. It is accepted as good practice to define a polling place as
the building in which a polling station is located..
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A polling station is the actual room or part of a building where voting takes place. So for
example, where voting takes place at a church hall, the polling station is the room in which
the voting happens, the polling place is the building in which the room is situated and the
polling district is the wider area within which the building is located.

When deciding which buildings to use as polling stations, the Council must make sure that
they are localed as conveniently as possible for the majority of electors and are
accessible, particularly for anyone with a disability

A full list of the polling stations can be viewed on the Council's website:
www.southend.gov.uk/pollingreview

The review process

The Council will be consulting widely on the review and any elector in the local
parliamenlary constituencies may make a representation in relation to the size and
boundaries of polling districts within the Borough of Southend-on-Sea and the location and
suitability of polling places/polling stations. The Council will also be inviting representations
from councillors, political parties and indeed any person or body with expertise in access
for persons with a disability,

The consultation period will run from 11" August to 15" September 2014, After the
deadline for representations the Returning Officer will prepare a report setting his
proposals, which will be published.

The Council's General Purposes Committee will decide on the final polling arrangements
which will take effect from 1% December when the Register of Electors is published.

If you would like to comment on the existing arrangements or wish to propose alternative
arrangements, please do so by emailing pollingreview@southend.gov.uk or by putting your
representations in writing to me by Monday 15™ September 2014.

Please do not hesitate to contact me if you have any questions about the review.

Yours sincerely

= il
7 Lean”

s

Colin Gamble
Group Manager (Democratic Services)
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Local government election |

Situation of polling stations

Local authority name: Southend-on-Sea Borough Council

Date of Election: Thursday 22 May 2014

Ward/division name Belfairs Ward

No. of polling Situation of polling station Description of persons entitied

station to vote

1 John Wesley Hall, Belfairs Methodist Church, WCZ-1 to WCZ-1568
Eastwood Road North, Leigh-on-Sea

2 John Wesley Hall, Belfairs Methodist Church, WCZ-1569 to WCZ-3023
Eastwood Road North, Leigh-on-Sea

3 St. Aidans Church Hall, The Fairway, Leigh-on- | WDZ-1 to WDZ-2796
Sea

< Porntable 1, Bonchurch Park, Manchester Drive, | WW-1 to WW.634
Leigh-on-Sea

5 Portable 2, Bonchurch Park, Manchester Drive, | WZ-1 to WZ-1191
Leigh-on-Sea

Where contested this poll is taken together with the election of Pansh Councillors and the election
of a Member of European Parliament for the Eastern European Region

Local government election |

Situation of polling stations

Eastwood Lane South, Leigh-on-Sea

Local authonty name: Southend-on-Sea Borough Council

Date of Election: Thursday 22 May 2014

\Ward/division name Blenheim Park Ward

No. of polling Situation of polling station Description of persons entitled
station to vote

6 Chalkwell Park Methodist Church Hall, WT-1to WT-1776

Westcliff-on-Sea, Essex

7 West Locality Office, Darlinghurst Primary WU-1 to WU-1649
School, Pavilion Drive, Leigh-on-Sea
8 St James the Great Church, EImsleigh Drive, WV-1 to WV-1480
Leigh-on-Sea, Essex
9 Blenheim Children’s Centre, Willow Room, WX-1 to WX-1074
Blenheim Chase, Leigh-on-Sea
10 St Cedds Church Hall, Bridgwater Drive, WY-1 to WY-2135

Where contested this poll is taken together with the election of Pansh Councillors and the election
of a Member of European Parliament for the Eastern European Region
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Local government election |

Situation of polling stations

Local authonty name: Southend-on-Sea Borough Council

Date of Election: Thursday 22 May 2014

Ward/division name Leigh-on-Sea Elms Parish Ward

No. of polling Situation of polling station Description of persons entitled
station to vote

27 Booth 2, Leigh Wesley Church Hall, EIm Road, | WMZ-1 to WMZ-2074

Leigh-on-Sea

28

West Leigh Baptist Church Hall, Lymington

WNZ-1 to WNZ-1266

Avenue, Leigh-on-Sea

Where contested this poll is taken together with the election of District Councillors and the election
of a Member of European Parliament for the Eastern European Region

Local government election |

Situation of polling stations

Local authority name: Southend-on-Sea Borough Council

Date of Election: Thursday 22 May 2014

Ward/division name Leigh Ward

No. of polling Situation of polling station Description of persons entitied
station to vote

24 The Stables, Leigh Road Baptist Church, WUJZ-1 to WJZ-2370

Chalkwell Park Drive. (Rear of 195 Leigh Road)

25 Booth 1, Leigh Wesley Church Hall, Elm Road, | WKZ-1 to WKZ-1560
Leigh-on-Sea
26 New Road Methodist Church Hall, New Road, WLZ-1 to WLZ-376
| Leigh-on-Sea
27 Booth 2, Leigh Wesley Church Hall, Elm Road, [ WMZ-1 1o WMZ-2074
Leigh-on-Sea
28 West Leigh Baptist Church Hall, Lymington WNZ-1 to WNZ-1266

Avenue, Leigh-on-Sea

Where contested this poll is taken together with the election of Parish Councillors and the election
of a Member of European Parliament for the Eastern European Region

Local government election |

Situation of polling stations

Local authority name: Southend-on-Sea Borough Council

Date of Election: Thursday 22 May 2014

Ward/division name Leigh-on-Sea St Clements Parish Ward

No. of polling Situation of polling station Description of persons entitied
station to vote

25 Booth 1, Leigh Wesley Church Hall, Elm Road, | WKZ-1 to WKZ-1560

Leigh-on-Sea

26

New Road Methodist Church Hall, New Road,
Leigh-on-Sea

WLZ-1 to WLZ-376

Where contested this poll is taken together with the election of District Councillors and the election
of a Member of European Parliament for the Eastern European Region
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Local government election

Situation of polling stations

Local authority name: Southend-on-Sea Borough Council

Date of Election: Thursday 22 May 2014

Ward/division name West Leigh Ward

No. of polling Situation of polling station Description of persons entitled
station to vote

66 Portable, Marine Parade, Opp Theobalds Rd, WAZ-1 to WAZ-799

Leigh-on-Sea

67 Elim Church, Glendale Gardens, Leigh-on-Sea | WOZ-1 to WOZ-1108

68 Portable, Marine Parade, Opp Canvey Road, WPZ-1 1o WPZ-1279
Leigh-on-Sea

69 Polling Station 2, Highlands Methodist Church WQZ-1 to WQZ-1076
Hall, Olive Avenue, Leigh-on-Sea

70 Adult Community College, Belfairs High School, | WRZ-1 to WRZ-1214
Highlands Boulevard, Leigh-on-Sea

71 Polling Station 1, Highlands Methodist Church WSZ-1 to WSZ-1772

Hall, Olive Avenue, Leigh-on-Sea

Where contested this poll is taken together with the election of Parish Councillors and the election
of a Member of European Parliament for the Eastern European Region

Page 36 of 57




Finance and General Purposes Committee 2" September 2014 i Appendix 7

Page 37 of 57



