The Annual Council Meeting of the above-named Parish Council will take place at the
Dawley Baptist Church, Dawley Bank commencing at 6.00 p.m. on TUESDAY 12™ MAY
2026, followed by the Full Council Meeting and Members are hereby summoned to attend
for the purpose of transacting the following business.

Signed Date: 6" May 2025
Clerk to the Council
AGENDA

Chair’s welcome
The meeting will be opened by the current Chair

Election of Chair 2026-2027
In accordance with the Local Government Act 1972 s15 (1)(2)

Declaration of Acceptance of Office as Chair to the Parish Council
To be signed

Election of Vice Chair 2026-2027
In accordance with the Local Government Act 1972 s15(6)

Declaration of Acceptance of Office as Vice Chair to the Parish Council
To be signed

Apologies
To receive apologies from Members unable to attend

Declarations of Interest
To receive any Declarations of Interest (declarations may be declared at any time during
the meeting)

Public Session
The meeting will be adjourned to allow members of the public (if present) to discuss
issues and concerns with Members.
(The time allocated for public participation is at the discretion of the Chair).
The meeting will re-convene for the following business to continue.

Appointment of Personnel Committee:
To appoint four Councillors to the Committee, plus one substitute.

10. | Appointment of Representatives
To appoint representatives to serve under the mentioned bodies:
a) Shropshire Association of Local Councils/National Association of Local Councils
(currently the Chair)
b) Telford & Wrekin Council Town & Parish Council Forum (currently the Clerk)
c) Lawley Village Management Committee
d) Snow Warden — Telford & Wrekin Council

11. | Annual Review of Council Policies, Regulations, Risk Assessment and Asset
Register
To review and approve

a) Standing Orders (APPENDIX A)

b) Financial Regulations (APPENDIX B)




c) Councillor Code of Conduct, Civility and Respect (APPENDIX C)
d) Risk Assessment & Risk Management (APPENDIX D)
e) Asset Register (APPENDIX E)

12.

Meetings calendar for 2026-2027 (APPENDIX F)
To review and approve the schedule of meetings for the forthcoming year

13.

Chairman’s Annual Report and meetings calendar (APPENDIX G)
To review and approve the publication of the reports

14.

Disclosable Pecuniary Interests
For completion and return at the meeting

15.

Safer Neighbourhood Team
To receive a verbal report from the team

16.

Minutes
To APPROVE and ACCEPT the minutes from the:

Full Council meeting held on TUESDAY 10™ MARCH 2026 (APPENDIX H)

17.

Finance

a.

b.

C.

Bank reconciliations for March 2026 — tabled

To receive and authorise

List of expenditure for March 2026 (APPENDIX 1)

To receive and authorise

Banking arrangements

To review and confirm bankers and on-line payment signatories
Grant applications (APPENDIX J)

To consider the following applications

e  Cuan Wildlife

e Project Linus

CCTV - Overdale

To approve installation of unit and column in partnership with Safer Stronger,
Telford & Wrekin Council

Crucial Crew 2026-2027

To consider a contribution to the initiative

Design and construction - new community centre - tabled
To receive and review tenders, and approve contract award
Legal provisions — new community centre

To approve appointment of solicitor and signatories

18.

General Power of Competence
For noting

19.

Councillor Update
Councillors to provide an update or raise any issues

20.

Community update

Parish newsletter — tabled

To discuss publication and distribution

Shropshire Food Feeding resilience and schools’ food web (APPENDIX K)
To receive and consider

Shropshire and Telford & Wrekin Local Nature Recovery Strategy (LNRS)

For noting

Events update — verbal report

For noting

Community Action Team — report (APPENDIX L)
To receive and for publication on the website.




21. | Correspondence
Public Bodies (Admission to Meetings) Act 1960
In view of the confidential nature of the business about to be transacted it is
requested that the public and press should not be present

22. | Confidential Items

None
23. | Agenda items for next meeting

Members are invited to suggest items for discussion at the next Parish Council meeting
24. | Date of next meeting

The date of the next Parish Council meeting is due to take place on Tuesday 23 June
2026 at Dawley Baptist Church Commencing at 6:00pm (if the meeting schedule has
been accepted).




APPENDIX A

MODEL STANDING ORDERS 2025 (ENGLAND)

These Standing Orders were adopted by the Council at its meeting held on Tuesday 13 May
2025.
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INTRODUCTION
This is an update to Model Standing Orders 14 and 18.
How to use Model Standing Orders

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

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

The model Standing Orders do not include model Financial Regulations. Financial Regulations
are Standing Orders to regulate and control the financial affairs and accounting procedures of a
local Council. The Financial Regulations, as opposed to the Standing Orders of a Council,
include most of the requirements relevant to the Council’'s Responsible Financial Officer. Model
Financial Regulations are available to Councils in membership of NALC.
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DRAFTING NOTES

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

For convenience, the word “Councillor” is used in model Standing Orders and, unless the
context suggests otherwise, includes a non-councillor with or without voting rights. Model
Standing Orders use gender-neutral language (e.g. “Chair”).

A model Standing Order that includes brackets like this /( )’ requires information to be inserted
by a Council. A model Standing Order that includes brackets like this [ ] and the term ‘OR’
provides alternative options for a Council to choose from when determining Standing Orders.
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Rules of debate at meetings

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

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

C A motion on the agenda that is not moved by its proposer may be treated by the Chair
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.

e 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 (as amended)
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 Chair of the meeting, is expressed in writing to the
Chair.

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

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

j Subject to Standing Order 1(k), only one amendment shall be moved and debated at a
time, the order of which shall be directed by the Chair of the meeting.

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

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

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
original motion shall have a right of reply either at the end of debate on the first
amendment or at the very end of debate on the final substantive motion immediately
before it is put to the vote.

o Unless permitted by the Chair of the meeting, a Councillor may speak once in the
debate on a motion except:

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

ii. to move or speak on another amendment if the motion has been amended since
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he last spoke;
iii. to make a point of order;
iv.  to give a personal explanation; or
V. to exercise a right of reply.

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

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

r When a motion is under debate, no other motion shall be moved except:
i. to amend the motion;
ii. to proceed to the next business;
iii. to adjourn the debate;
iv.  to put the motion to a vote;
V. to ask a person to be no longer heard or to leave the meeting;
vi. to refer a motion to a committee or sub-committee for consideration;
vii.  to exclude the public and press;
viii. to adjourn the meeting; or

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

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

t Excluding motions moved under Standing Order 1(r), the contributions or speeches by

a Councillor shall relate only to the motion under discussion and shall not exceed 3
minutes without the consent of the Chair of the meeting.

Disorderly conduct at meetings

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

b If person(s) disregard the request of the Chair of the meeting to moderate or improve

6
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their conduct, any Councillor or the Chairman of the meeting may move that the person
be no longer heard or be excluded from the meeting. The motion, if seconded, shall be
put to the vote without discussion.

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

Meetings generally

Full Council meetings °
Committee meetings
Sub-committee meetings

Meetings shall not take place in premises which at the time of the meeting
are used for the supply of alcohol, unless no other premises are available
free of charge or at a reasonable cost.

The minimum three clear days for notice of a meeting does not include the
day on which notice was issued, the day of the meeting, a Sunday, a day of
the Christmas break, a day of the Easter break or of a bank holiday or a day
appointed for public thanksgiving or mourning.

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

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

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

The period of time designated for public participation at a meeting in accordance
with Standing Order 3(e) shall not exceed fifthteen minutes unless directed by the
Chair of the meeting.

Subject to Standing Order 3(f), a member of the public shall not speak for more
than five minutes.

In accordance with Standing Order 3(e), a question shall not require a response at
the meeting nor start a debate on the question. The Chair of the meeting may
direct that a written or oral response be given.
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[A person shall stand when requesting to speak and when speaking (except when
a person has a disability or is likely to suffer discomfort)] OR [A person shall raise
their hand when requesting to speak and stand when speaking (except when a
person has a disability or is likely to suffer discomfort)]. The Chairman of the
meeting may at any time permit a person to be seated when speaking.

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

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

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

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

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

Subject to Standing Orders which indicate otherwise, anything authorised
or required to be done by, to or before the Chair of the Council may in their
absence be done by, to or before the Vice-Chair of the Council (if there is
one).

The Chair of the Council, if present, shall preside at a meeting. If the Chair is
absent from a meeting, the Vice-Chair of the Council (if there is one) if
present, shall preside. If both the Chair and the Vice-Chair are absent from a
meeting, a Councillor as chosen by the Councillors present at the meeting
shall preside at the meeting.

Subject to a meeting being quorate, all questions at a meeting shall be
decided by a majority of the Councillors and non-councillors with voting
rights present and voting.

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

See Standing Orders 5(h) and (i) for the different rules that apply in the election of
the Chair of the Council at the Annual Meeting of the Council.

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

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

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

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

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

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

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

° u A Councillor or a non-councillor with voting rights who has a disclosable
pecuniary interest or another interest as set out in the Council’s Code of
Conduct in a matter being considered at a meeting is subject to statutory
limitations or restrictions under the Code on their right to participate and
vote on that matter.

° v No business may be transacted at a meeting unless at least one-third of the
whole number of members of the Council are present and in no case shall
the quorum of a meeting be less than three.

See Standing Order 4d(viij) for the quorum of a committee or sub-committee
meeting.

e W If a meeting is or becomes inquorate no business shall be transacted and
the meeting shall be closed. The business on the agenda for the meeting shall
be adjourned to another meeting.

X A meeting shall not exceed a period of 2.5 hours.

Committies and sub-committees

a Unless the Council determines otherwise, a committee may appoint a sub-
committee whose Terms of Reference and members shall be determined by the
committee.

b The members of a committee may include non-councillors unless it is a
committee which regulates and controls the finances of the Council.
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Unless the Council determines otherwise, all the members of an advisory

committee and a sub-committee of the advisory committee may be non-
councillors.

The Council may appoint standing committees or other committees as may be

necessary, and:

Vi.

Vii.

viii.

Xi.

Xii.

shall determine their Terms of Reference;

shall determine the number and time of the ordinary meetings of a standing
committee up until the date of the next Annual Meeting of the Council;

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 4(b) and (c), appoint and determine the terms of
office of members of such a committee;

may, subject to Standing Orders 4(b) and (c), appoint and determine the terms of
office of the substitute members to a committee whose role is to replace the
ordinary members at a meeting of a committee if the ordinary members of the
committee confirm to the Proper Officer 7 days before the meeting that they are
unable to attend;

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

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

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

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

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

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

may dissolve a committee or a sub-committee.

Orindary Council Meetings

a In an election year, the Annual Meeting of the Council shall be held on or within
14 days following the day on which the Councillors elected take office.

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

10



APPENDIX A

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

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

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

The Chair of the Council, unless he has resigned or becomes disqualified, shall
continue in office and preside at the Annual Meeting until their successor is
elected at the next Annual Meeting of the Council.

The Vice-Chair of the Council, if there is one, unless he resigns or becomes
disqualified, shall hold office until immediately after the election of the Chairman
of the Council at the next Annual Meeting of the Council.

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

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

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

i. In an election year, delivery by the Chair of the Council and Councillors of
their Acceptance of Office forms unless the Council resolves for this to be
done at a later date. In a year which is not an election year, delivery by the
Chair of the Council of their Acceptance of Office form unless the Council
resolves for this to be done at a later date;

ii. Confirmation of the accuracy of the minutes of the last meeting of the Council;
iii.  Receipt of the minutes of the last meeting of a committee;
iv.  Consideration of the recommendations made by a committee;

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

vi. Review of the terms of reference for committees;
vii. Appointment of members to existing committees;

viii. Appointment of any new committees in accordance with Standing Order 4;

11
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ix. Review and adoption of appropriate Standing Orders and Financial Regulations;

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

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

xii.  In an election year, to make arrangements with a view to the Council becoming
eligible to exercise the General Power of Competence in the future;

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

xiv. Confirmation of arrangements for insurance cover in respect of all insurable risks;
xv. Review of the Council’s and/or staff subscriptions to other bodies;
xvi. Review of the Council’'s complaints procedure;

xvii. Review of the Council’s policies, procedures and practices in respect of its
obligations under Freedom of Information and Data Protection legislation (see
also Standing Orders 11, 20 and 21);

xviii. Review of the Council’s policy for dealing with the press/media;
xiX. Review of the Council's employment policies and procedures;

xX. Review of the Council’s expenditure incurred under s.137 of the Local
Government Act 1972 or the General Power of Competence.

xxi. Determining the time and place of ordinary meetings of the Council up to and
including the next Annual Meeting of the Council.

Extraordinary Meetings of the Council, committee and sub-committees

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

b If the Chair of the Council does not call an Extraordinary Meeting of the Council
within seven days of having been requested in writing to do so by two
Councillors, any two Councillors may convene an Extraordinary Meeting of the
Council. The public notice giving the time, place and agenda for such a meeting
shall be signed by the two Councillors.

C The Chair of a committee [or a sub-committee] may convene an Extraordinary Meeting
of the committee [or the sub-committee] at any time.

d If the Chair of a committee [or a sub-committee] does not call an Extraordinary Meeting
within seven days of having been requested to do so by two members of the committee
[or the sub-committee], any two members of the committee [or the sub-committee] may
convene an extraordinary meeting of the committee [or a sub-committee].

12
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Previous resolutions

a A resolution shall not be reversed within six months except either by a special motion,
which requires written notice by at least two Councillors to be given to the Proper
Officer in accordance with Standing Order 9, or by a motion moved in pursuance of the
recommendation of a committee or a sub-committee.

b When a motion moved pursuant to Standing Order 7(a) has been disposed of, no
similar motion may be moved for a further six months.

Voting on appointments

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

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

b No motion may be moved at a meeting unless it is on the agenda and the mover has
given written notice of its wording to the Proper Officer at least five clear days before
the meeting. Clear days do not include the day of the notice or the day of the meeting.

C The Proper Officer may, before including a motion on the agenda received in
accordance with Standing Order 9(b), correct obvious grammatical or typographical
errors in the wording of the motion.

d If the Proper Officer considers the wording of a motion received in accordance with
Standing Order 9(b) is not clear in meaning, the motion shall be rejected until the
mover of the motion resubmits it, so that it can be understood, in writing, to the Proper
Officer at least three clear days before the meeting.

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

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

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

h Motions rejected shall be recorded with an explanation by the Proper Officer of the
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reason for rejection.

Motions at a meeting that do not require written notice

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

Officer:

Vi.

Vii.

viii.

Xi.

Xii.

Xiii.

Xiv.

XV.

XVi.

XVii.

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

to move to a vote;

to defer consideration of a motion;

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

to change the order of business on the agenda;

to proceed to the next business on the agenda;

to require a written report;

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

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

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

to suspend a particular Standing Order (unless it reflects mandatory statutory or
legal requirements);

to adjourn the meeting; or

to close the meeting.

Management of information

See also Standing Order 20.

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

14
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The Council shall have in place, and keep under review, policies for the retention
and safe destruction of all information (including personal data) which it holds in
paper and electronic form. The Council’s retention policy shall confirm the
period for which information (including personal data) shall be retained or if this
is not possible the criteria used to determine that period (e.g. the Limitation Act
1980).

The agenda, papers that support the agenda and the minutes of a meeting shall
not disclose or otherwise undermine confidential information or personal data
without legal justification.

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

minutes

Full Council meetings °

Co

mmittee meetings

Sub-committee meetings

a

If the draft minutes of a preceding meeting have been served on Councillors
with the agenda to attend the meeting at which they are due to be approved for
accuracy, they shall be taken as read.

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

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

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

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

If the Council’s gross annual income or expenditure (whichever is higher)
does not exceed £25,000, it shall publish draft minutes on a website which
is publicly accessible and free of charge not later than one month after the
meeting has taken place.

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

See also Standing Order 3(u).

a All Councillors and non-councillors with voting rights shall observe the Code of Conduct
adopted by the Council.

b Unless they have been granted a dispensation, a Councillor or non-councillor with
voting rights shall withdraw from a meeting when it is considering a matter in which he
has a Disclosable Pecuniary interest. They may return to the meeting after it has
considered the matter in which he had the interest.

C Unless they have been granted a dispensation, a Councillor or non-councillor with
voting rights shall withdraw from a meeting when it is considering a matter in which he
has another interest if so required by the Council’s Code of Conduct. They may return
to the meeting after it has considered the matter in which they had the interest.

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

e A decision as to whether to grant a dispensation shall be made by the Proper Officer
OR[by a meeting of the Council, or committee or sub-committee for which the
dispensation is required and that decision is final.

f A dispensation request shall confirm:

i the description and the nature of the Disclosable Pecuniary Interest or other
interest to which the request for the dispensation relates;

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

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

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

g Subject to Standing Orders 13(d) and (f), a dispensation request shall be considered [by
the Proper Officer before the meeting or, if this is not possible, at the start of the meeting
for which the dispensation is required OR at the beginning of the meeting of the Council,
or committee or sub-committee for which the dispensation is required.

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

i. without the dispensation the number of persons prohibited from
participating in the particular business would be so great a proportion of the
meeting transacting the business as to impede the transaction of the
business;
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ii. granting the dispensation is in the interests of persons living in the Council’s
area; or

iii. itis otherwise appropriate to grant a dispensation.

Code of conduct complaints

a Upon notification by the Principal 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 them. Such action excludes
disqualification or suspension from office.

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 Officer is
absent.

b The Proper Officer shall:

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

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

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

See Standing Order 3(b) for the meaning of clear days for a meeting of a Full
Council and Standing Order 3(c) for the meaning of clear days for a meeting of a
committee;

i subject to Standing Order 9, include on the agenda all motions in the order
received unless a Councillor has given written notice at least two days before the
meeting confirming their withdrawal of it;

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

iv. facilitate inspection of the minute book by local government electors;
V. receive and retain copies of byelaws made by other local authorities;
Vi. hold acceptance of office forms from Councillors;

vii.  hold a copy of every Councillor's Register of Interests;
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Xi.

Xii.

Xiii.

Xiv.

XV.

XVi.

XVii.

APPENDIX A

assist with responding to requests made under Freedom of Information legislation
and rights exercisable under Data Protection legislation, in accordance with the
Council’s relevant policies and procedures;

liaise, as appropriate, with the Council’s Data Protection Officer (if there is one);

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

assist in the organisation of, storage of, access to, security of and destruction of
information held by the Council in paper and electronic form subject to the
requirements of data protection and freedom of information legislation and other
legitimate requirements (e.g. the Limitation Act 1980);

arrange for legal deeds to be executed;
(see also Standing Order 23);

arrange or manage the prompt authorisation, approval, and instruction regarding
any payments to be made by the Council in accordance with its Financial
Regulations;

record every planning application notified to the Council and the Council’s
response to the local planning authority in a book for such purpose;

refer a planning application received by the Council to the Chair or in their
absence the Vice-Chair (if there is one) of the Council within two working days of
receipt to facilitate an Extraordinary Meeting if the nature of a planning
application requires consideration before the next ordinary meeting of the
Council;

manage access to information about the Council via the publication scheme; and
retain custody of the seal of the Council (if there is one) which shall not be used

without a resolution to that effect.
(see also Standing Order 23).

Responsible Financial Officer

a The Council shall appoint appropriate staff member(s) to undertake the work of the
Responsible Financial Officer when the Responsible Financial Officer is absent.

Accounts and accounting statements

a “Proper practices” in Standing Orders refer to the most recent version of “Governance
and Accountability for Local Councils — a Practitioners’ Guide”.

b  All payments by the Council shall be authorised, approved and paid in accordance with
the law, proper practices and the Council’s Financial Regulations.

¢ The Responsible Financial Officer shall supply to each Councillor as soon as
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practicable after 30 June, 30 September and 31 December in each year a statement to
summarise:

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

i. the Council’'s aggregate receipts and payments (or income and expenditure) for
the year to date;

ii.  the balances held at the end of the quarter being reported and

which includes a comparison with the budget for the financial year and highlights any
actual or potential overspends.

d As soon as possible after the financial year end at 31 March, the Responsible Financial
Officer shall provide:

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

i. to the Council the accounting statements for the year in the form of Section 2 of
the Annual Governance and Accountability Return, as required by proper
practices, for consideration and approval.

e The year-end accounting statements shall be prepared in accordance with proper
practices and apply the form of accounts determined by the Council (receipts and
payments, or income and expenditure) for the year to 31 March. A completed draft
Annual Governance and Accountability Return shall be presented to all Councillors at
least 14 days prior to anticipated approval by the Council. The Annual Governance and
Accountability Return of the Council, which is subject to external audit, including the
Annual Governance Statement, shall be presented to the Council for consideration and
formal approval before 30 June.

Financial controls and procurement

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

i. the keeping of accounting records and systems of internal controls;

ii. the assessment and management of financial risks faced by the Council;

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

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

v.  whether contracts with an estimated value below {£60,000} due to special
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circumstances are exempt from a tendering process or procurement exercise.

b. Financial Regulations shall be reviewed regularly and at least annually for fitness of
purpose.

C. Subject to additional requirements in the Financial Regulations of the Council, the
tender process for contracts for the supply of goods, materials, services or the
execution of works shall include, as a minimum, the following steps:

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

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

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

iv.  tenders shall be opened by the Proper Officer in the presence of at least one
Councillor after the deadline for submission of tenders has passed;

V. tenders are to be reported to and considered by the appropriate meeting of the
Council or a committee or sub-committee with delegated responsibility.

d. Neither the Council, nor a committee or a sub-committee with delegated responsibility
for considering tenders, is bound to accept the lowest value tender.

e. Where the value of a contract is likely to exceed the threshold specified by the
Government from time to time, the Council must consider whether the contract is
subject to the requirements of the current procurement legislation and, if so, the
Council must comply with procurement rules. NALC’s procurement guidance
contains further details.

Handling staffing matters

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

b Subiject to the Council’s policy regarding absences from work, the Council’'s most
senior member of staff shall notify the Chair of the Council or Chair of the Personnel
Committee of absence occasioned by iliness or other reason and that person shall
report such absence to Members at its next meeting.

o} The Chair of Personnel Committee or in their absence, the Vice-Chair shall upon a
resolution conduct a review of the performance and annual appraisal of the work of the
Clerk/Responsible Finance Officer (RFO). The reviews and appraisal shall be reported
in writing and are subject to approval by resolution by the Personnel Committee.
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Subject to the Council’s policy regarding the handling of grievance matters, the Council’s
most senior member of staff or other members of staff shall contact the Chair of the
Personnel Committee or in their absence, the Vice-Chair of the Personnel Committee in
respect of an informal or formal grievance matter, and this matter shall be reported back
and progressed by resolution of the Council.

Subiject to the Council’s policy regarding the handling of grievance matters, if an
informal or formal grievance matter raised by the member of staff’s job title relates to
the Chair or Vice-Chair of Personnel Committee, this shall be communicated to another
member of the Personnel Committee, which shall be reported back and progressed by
resolution of the Personnel Committee.

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

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

Responsibilities to provide information

See also Standing Order 21.

a

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

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

OR

[If gross annual income or expenditure (whichever is the higher) exceeds £200,000]
The Council, shall publish information in accordance with the requirements of
the Local Government (Transparency Requirements) (England) Regulations
2015.

Responsibilities under Date Protection legislation

(Below is not an exclusive list).

See also Standing Order 11.

a

b

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 their personal data.

The Council shall have a written policy in place for responding to and managing
a personal data breach.
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The Council shall keep a record of all personal data breaches comprising the
facts relating to the personal data breach, its effects and the remedial action
taken.

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

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

Relations with the press/media

a

Requests from the press or other media for an oral or written comment or statement
from the Council, its Councillors or staff shall be handled in accordance with the
Council’s policy in respect of dealing with the press and/or other media.

Execution and sealing of legal deeds

See also Standing Orders 15(b)(xii) and (xvii).

a

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

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

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

OR

Subject to Standing Order 23(a), any two Councillors may sign, on behalf of the
Council, any deed required by law and the Proper Officer shall witness their
signatures.

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

Communicating with District and Counry or Unitary Councillors

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

Unless the Council determines otherwise, a copy of each letter sent to the District and

County Council OR Unitary Council shall be sent to the Ward Councillor(s)
representing the area of the Council.
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Restrictions on Councillor activities

a. Unless duly authorised no Councillor shall:
i. inspect any land and/or premises which the Council has a right or duty to inspect;
or

ii. issue orders, instructions or directions.

Standing orders generally

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

b A motion to add to or vary or revoke one or more of the Council’s Standing Orders,
except one that incorporates mandatory statutory or legal requirements, shall be
proposed by a special motion, the written notice by at least two Councillors to be given
to the Proper Officer in accordance with Standing Order 9.

C The Proper Officer shall provide a copy of the Council’'s Standing Orders to a
Councillor as soon as possible.

d The decision of the Chair of a meeting as to the application of Standing Orders at the
meeting shall be final.
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Financial Regulations

These Financial Regulations were adopted by the Council at its meeting held on Tuesday
13 May 2025.



MODEL FINANCIAL REGULATIONS FOR LOCAL COUNCILS

This Model Financial Regulations template was produced by the National Association of
Local Councils (NALC) in April 2024 for the purpose of its member Councils and County
Associations. Every effort has been made to ensure that the contents of this document are
correct at time of publication. NALC cannot accept responsibility for errors, omissions and
changes to information subsequent to publication.

Notes to assist in the use of this template:

1)

2)
3)

This document is a model for Councils of all sizes to use to develop their own Financial
Regulations, suitable for the size of the Council and the activities it undertakes.

Bold text indicates legal requirements, which a Council cannot change or suspend.

For the rest, each Council needs to adapt the model to suit its size and structure. For
example, some Councils have both a Clerk and RFO, possibly with several more staff,
while others have a single employee as Clerk/RFO. Some Councils have committees,
some have a high level of delegation, and some make all decisions at Full Council
meetings. Many now use online payment methods, but others still rely on cheques.

Curly brackets indicate words, sentences or sections that can be removed if not
applicable or amended to fit the Council’s circumstances. An example of this is the
phrase {or duly delegated committee}, which can be deleted if there are no committees.

Specific areas that may need adapting:

a) In 1.5 —is the Clerk the RFO?

b) In 3.3 and 3.4, the words “Governance and Accountability” do not apply in Wales
c) In section 4, does the Council have committees and how many years are forecast?
d) In 5.6, does the Council issue an open invitation to tender, or invite specific firms?
e) In 5.9, are online prices acceptable evidence?

f) In5.13,5.15 and 5.17, does the Council have committees?

g) In 5.16, will a Councillor ever be instructed to place an order?

h) In 5.20, is there a minimum level for official orders?

i) Section 6 includes several alternatives to cover delegation to committees or to
Officers, approval of invoices individually or in batches, or for approval of regular
contractual payments at the beginning of the year.

j) Sections 7, 8 and 9 also includes several alternatives, including wording for where
the Clerk is a signatory. These are intended to allow a Council’s Financial
Regulations to fit what they actually do, not to force any Council to change what they
do.

k) Section 10 gives two alternatives, with or without petty cash.

I) 13.6 has alternatives for VAT-registered and unregistered Councils — only use one.



m) 13.7 and 13.8 are removable if they don’t apply to the Council.
n) Much of Section 16 can be deleted if not applicable.
o) 17.3, is the Clerk the RFO or will the RFO consult the Clerk?

6) Square brackets indicate where the Council needs to specify who, or how much, or what
the timescale is. For example [£500] might need to be £100, or [October] might need to
be November, or [the Council] might need to say the Policy and Resources Committee.

a) In4.1 and 4.7, select the wording for England or Wales, based on your location.
b) In Section 4, the Council needs to determine the timescale for its budget setting.

7) ltis challenging to try to offer guidance on setting financial limits. A Council spending
£1,000 a year is unlikely to delegate authority to spend £500 to its Proper Officer, but
one spending £5 million a year might regard £5,000 as a reasonable limit. Each Council
needs to determine its own limits, that help, rather than hinder, its operations.

8) Key limits to set:

a) In 5.6, at what limit will the Council require a formal tender process to ensure fair
competition, rather than just asking for quotes? If this is set too low, it may
discourage suppliers. Many small Councils might only use formal tenders once every
few years.

b) In 5.8, at what limit will the Council require fixed-price quotes rather than estimates?
c) In 5.9, at what level can smaller purchases be made without competition?

d) In 5.15, at what level can purchases be made under delegated authority (having
complied with the rules about obtaining prices)?

e) In 5.18, how much can the Clerk commit to spending in an emergency?

f) In 6.9, can payment of invoices (for purchases that have already been authorised) be
authorised by an Officer under delegated authority as a general principle, or only to
avoid problems?

g) In Section 9, what are the limits for card payments?

h) In 16.5, what value of assets can be bought or disposed of, without seeking Council
approval?

9) The contents list is a table that extracts section headings from the document. It can be
updated by clicking on the contents list, whereupon a tab saying “update table” appears
at the top of the list.

10) Once this model has been tailored to fit the Council’s needs, the resulting Financial
Regulations (with the insertion of the Council’'s name at the top) should be adopted at a
meeting of the Full Council. The date of adoption should be inserted below the
Contents. Any subsequent proposal for amendment should also be made to the Full
Council.

11) The Council should keep abreast of developments in legislation that affect the local
Council sector and should review and update its Financial Regulations annually.

12) Please ensure that the latest approved version is published on the Council’s website.
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1.

General

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

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

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

1.4. Inthese Financial Regulations:

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

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

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

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

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

acts under the policy direction of the Council;

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

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

ensures the accounting control systems are observed;
ensures the accounting records are kept up to date;

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

produces financial management information as required by the Council.



2.

1.6.

1.7.

The Council must not delegate any decision regarding:

o setting the final budget or the precept (Council Tax requirement);

. the outcome of a review of the effectiveness of its internal controls
o approving accounting statements;

o approving an Annual Governance Statement;

o borrowing;

o declaring eligibility for the General Power of Competence; and
. addressing recommendations from the internal or external auditors

In addition, the Council shall:

. determine and regularly review the bank mandate for all Council bank
accounts;

. authorise any grant or single commitment in excess of [£5,000];

Risk management and internal control

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

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

The Clerk/RFO shall prepare, for approval by the Council], a Risk Management
Policy covering all activities of the Council. This policy and consequential risk
management arrangements shall be reviewed by the Council at least annually.

When considering any new activity, the Clerk/RFO shall prepare a draft Risk
Assessment including risk management proposals for consideration by the Council.

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

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

° ensure that risk is appropriately managed,;

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

° allow the reconstitution of any lost records;

° identify the duties of Officers dealing with transactions and

° ensure division of responsibilities.

At least once in each quarter, and at each financial year end, a Member other than
the Chair shall be appointed to verify bank reconciliations for all accounts produced
by the RFO. The Member shall sign and date the reconciliations and the original
bank statements as evidence of this. This activity, including any exceptions, shall be
reported to and noted by the Council.



2.7.

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

Accounts and audit

3.1.

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

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

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

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

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

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

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

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

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

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

The Council shall ensure that the internal auditor:
o is competent and independent of the financial operations of the Council;

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



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

o has no involvement in the management or control of the Council
3.9. Internal or external auditors may not under any circumstances:

o perform any operational duties for the Council;

o initiate or approve accounting transactions;

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

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

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

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

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

Budget and precept

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

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed
by the Council at least annually in October for the following financial year and the
final version shall be evidenced by a hard copy schedule signed by the Clerk and
the Chair of the Council. The RFO will inform committees of any salary implications
before they consider their draft budgets.

4.3. No later than January each year, the RFO shall prepare a draft budget with detailed
estimates of all income and expenditure for the following financial year, taking
account of the lifespan of assets and cost implications of repair or replacement.

4.4. Unspent budgets for completed projects shall not be carried forward to a
subsequent year. Unspent funds for partially completed projects may only be
carried forward by placing them in an earmarked reserve with the formal approval of
the Full Council.

4.5. Each committee (if any) shall review its draft budget and submit any proposed
amendments to the Council not later than the end of November each year.
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4.6.

4.7.

4.8.

4.9.

4.10.

4.11.

The draft budget, including any recommendations for the use or accumulation of
reserves, shall be considered by the Full Council.

Having considered the proposed budget and three-year forecast, the Council shall
determine its Council Tax requirement by setting a budget. The Council shall set a
precept for this amount no later than the end of January for the ensuing financial
year.

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

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

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

Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the
Council.

Procurement

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

5.7.

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

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

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

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

For a contract for the supply of goods, services or works where the estimated
value will exceed the thresholds set by Parliament, the full requirements of
The Procurement Act 2023 and The Procurement Regulations 2024 or any
superseding legislation (“the Legislation”), must be followed in respect of the
tendering, award and notification of that contract.

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

For contracts estimated to exceed [£60,000] including VAT, the Clerk shall {seek
formal tenders from at least three suppliers agreed by [the Council]} OR {advertise
an open invitation for tenders in compliance with any relevant provisions of the
Legislation}. Tenders shall be invited in accordance with Appendix 1.

For contracts estimated to be over £30,000 including VAT, the Council must
comply with any requirements of the legislation regarding the publication of
invitations and notices.



5.8.

5.9.

5.10.

5.11.
5.12.

5.13.

5.14.

5.15.

5.16.

5.17.

5.18.

For contracts greater than [£3,000] excluding VAT the Clerk/RFO shall seek at least
{three] fixed price quotes.

Where the value is between [£500] and [£3,000] excluding VAT, the Clerk/RFO shall
try to obtain 3 estimates {which might include evidence of online prices, or recent
prices from regular suppliers.}

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

Contracts must not be split to avoid compliance with these rules.
The requirement to obtain competitive prices in these regulations need not apply to
contracts that relate to items (i) to (iv) below:

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

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

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

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

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

o the Clerk, under delegated authority, for any items below [£500] excluding VAT.

¢ the Clerk, in consultation with the Chair of the Council {or Chair of the
appropriate committee}, for any items below [£2,000] excluding VAT.

¢ {a duly delegated committee of the council for all items of expenditure within
their delegated budgets for items under [£5,000] excluding VAT}

e {in respect of grants, a duly authorised committee within any limits set by Council
and in accordance with any policy statement agreed by the Council.}
¢ the Council for all items over [£5,000];

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

No individual Member, or informal group of Members may issue an official order
{unless instructed to do so in advance by a resolution of the Council} or make any
contract on behalf of the Council.

No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the Council or a duly delegated committee
acting within its Terms of Reference except in an emergency.

In cases of serious risk to the delivery of Council services or to public safety on
Council premises, the Clerk may authorise expenditure of up to [£2,000] excluding
VAT on repair, replacement or other work that in their judgement is necessary,
whether or not there is any budget for such expenditure. The Clerk shall report such
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5.19.

5.20.

5.21.

action to the Chair as soon as possible and to the council as soon as practicable
thereafter.

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

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

Any ordering system can be misused and access to them shall be controlled by the
Clerk/RFO

Banking and payments

6.1.

6.2.

6.3.

6.4.

6.5.

6.6.

The Council's banking arrangements, including the bank mandate, shall be made by
the RFO and authorised by the Council; banking arrangements shall not be
delegated to a committee. The Council has resolved to bank with Unity Trust Bank
Plc. The arrangements shall be reviewed annually for security and efficiency.

The Council must have safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud or error. Wherever possible, more than one
person should be involved in any payment, for example by dual online authorisation
or dual cheque signing. Even where a purchase has been authorised, the payment
must also be authorised, and only authorised payments shall be approved or signed
to allow the funds to leave the Council’s bank.

All invoices for payment should be examined for arithmetical accuracy, analysed to
the appropriate expenditure heading and verified to confirm that the work, goods or
services were received, checked and represent expenditure previously authorised
by the Council before being certified by the Clerk/RFO. Where the certification of
invoices is done as a batch, this shall include a statement by the Clerk/RFO that all
invoices listed have been ‘examined, verified and certified’ by them.

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

All payments shall be made by online banking, in accordance with a resolution of the
Council {or duly delegated {or a delegated decision by an officer}, unless [the
Council] resolves to use a different payment method.

For each financial year the Clerk/RFO may draw up a schedule of regular payments
due in relation to a continuing contract or obligation (such as Salaries, PAYE,
National Insurance, pension contributions, rent, rates, regular maintenance contracts
and similar items), which the Council may authorise in advance for the year.
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6.7. A copy of this schedule of regular payments shall be signed by two Members on

6.8.

6.9.

each and every occasion when payment is made - to reduce the risk of duplicate
payments.

A list of such payments shall be reported to the next appropriate meeting of the
Council for information only.

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

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

payments of up to [£2,000] excluding VAT in cases of serious risk to the
delivery of council services or to public safety on council premises.

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

iv. Fund transfers within the Councils banking arrangements up to the sum of

[£10,000], provided that a list of such payments shall be submitted to the next
appropriate meeting of Council.

6.10. The Clerk/RFO shall present a schedule of payments requiring authorisation,

forming part of the agenda for the meeting, together with the relevant invoices, to the
Council. The council shall review the schedule for compliance and, having satisfied
itself, shall authorise payment by resolution. The authorised schedule shall be
initialled immediately below the last item by the person chairing the meeting. A
detailed list of all payments shall be disclosed within or as an attachment to the
minutes of that meeting.

7. Electronic payments

7.1.

7.2.

7.3.

Where internet banking arrangements are made with any bank, the Clerk/RFO shall
be appointed as the Service Administrator. The bank mandate agreed by the
Council shall identify a number of Councillors who will be authorised to approve
transactions on those accounts and a minimum of two people will be involved in any
online approval process. The Clerk may be an authorised signatory, but no signatory
should be involved in approving any payment to themselves.

All authorised signatories shall have access to view the Council’s bank accounts
online.

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

7.4. The Service Administrator shall set up all items due for payment online. A list of

payments for approval, together with copies of the relevant invoices, shall be sent
by email to two authorised signatories.
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7.5.

7.6.

7.7.

7.8.

7.9.

7.10.

7.11.

7.12.

7.13.

7.14.

In the prolonged absence of the Service Administrator an authorised signatory shall
set up any payments due before the return of the Service Administrator.

Two Councillors, who are authorised signatories, shall check the payment details
against the invoices before approving each payment using the online banking
system.

Evidence shall be retained showing which Members approved the payment online
and a printout of the transaction confirming that the payment has been made shall
be appended to the invoice for audit purposes.

A full list of all payments made in a month shall be provided to the next Council
meeting and appended to the minutes.

With the approval of the Council in each case, regular payments (such as gas,
electricity, telephone, broadband, water, National Non-Domestic Rates, refuse
collection, pension contributions and HMRC payments) may be made by variable
direct debit, provided that the instructions are signed/approved online by two
authorised Members. The approval of the use of each variable direct debit shall be
reviewed by the Council at least every two years.

Payment may be made by BACS or CHAPS by resolution of the Council] provided
that each payment is approved online by two authorised bank signatories, evidence
is retained, and any payments are reported to the Council at the next meeting. 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, regular payments of fixed sums may be made
by banker’s standing order, provided that the instructions are signed or approved
online by two Members, evidence of this is retained and any payments are reported
to Council when made. The approval of the use of a banker’s standing order shall
be reviewed by the Council at least every two years.

Account details for suppliers may only be changed upon written notification by the
supplier verified by the Clerk and a Member. This is a potential area for fraud and
the individuals involved should ensure that any change is genuine. Data held should
be checked with suppliers every two years.

Members and Officers shall ensure that any computer used for the Council’s
financial business has adequate security, with anti-virus, anti-spyware and firewall
software installed and regularly updated.

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

8. Cheque payments

8.1.

8.2.

Cheques or orders for payment in accordance with a resolution or delegated
decision shall be signed by two Members and countersigned by the Clerk.

A signatory having a family or business relationship with the beneficiary of a
payment shall not, under normal circumstances, be a signatory to that payment.
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11.

8.3.

8.4.

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

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

Payment cards

9.1.

9.2.

9.3.

9.4.

Any Debit Card issued for use will be specifically restricted to the Clerk and will also
be restricted to a single transaction maximum value of [£500] unless authorised by
Council 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 Council. Transactions and purchases made will be reported to the
Council and authority 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 use by the Clerk, Deputy Clerk and Assets Officer and any
balance shall be paid in full each month.

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

10. Petty Cash

10.1. The Council will not maintain any form of cash float. All cash received must be

banked intact. Any payments made in cash by the Clerk for example for postage or
minor stationery items shall be refunded on a regular basis, at least quarterly.

Payment of salaries and allowances

11.1.

11.2.

11.3.

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

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

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

. Payment of salaries shall be made, after deduction of tax, national insurance,

pension contributions and any similar statutory or discretionary deductions, on the
dates stipulated in employment contracts.

. Deductions from salary shall be paid to the relevant bodies within the required

timescales, provided that each payment is reported, as set out in these regulations
above.
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12.

11.6.

11.7.

11.8.

Each payment to employees of net salary and to the appropriate creditor of the
statutory and discretionary deductions shall be recorded in a payroll control account
or other separate confidential record, with the total of such payments each calendar
month reported in the cashbook. Payroll reports will be reviewed by the Council to
ensure that the correct payments have been made.

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

Before employing interim staff, the Council must consider a full business case.

Loans and investments

12.1.

12.2.

12.3.

12.4.

12.5.

12.6.

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

Any financial arrangement which does not require formal borrowing approval from

the Secretary of State such as Hire Purchase, Leasing of tangible assets or loans to
be repaid within the financial year must be authorised by the Full Council, following
a written report on the value for money of the proposed transaction.

The Council shall consider the requirement for an Investment Strategy and Policy in
accordance with Statutory Guidance on Local Government Investments, which must
be written in accordance with relevant regulations, proper practices and guidance.
Any Strategy and Policy shall be reviewed by the Council at least annually.

All investment 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, shall be made in accordance with
these regulations.

13. Income

13.1.

13.2.

13.3.

The collection of all sums due to the Council shall be the responsibility of and under
the supervision of the RFO.
The Council will review all fees and charges for work done, services provided, or

goods sold at least annually as part of the budget-setting process, following a report
of the Clerk. The Clerk shall be responsible for the collection of all amounts due to
the Council.

Any sums found to be irrecoverable, and any bad debts shall be reported to the
Council by the Clerk and shall be written off in the year. The Council’'s approval
shall be shown in the accounting records.
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14.

15.

13.4.

13.5.
13.6.

13.7.

13.8.

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

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

Any repayment claim under section 33 of the VAT Act 1994 shall be made quarterly
where the claim exceeds £100 and at least annually at the end of the financial year.

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

Any income that is the property of a charitable trust shall be paid into a charitable
bank account. Instructions for the payment of funds due from the charitable trust to
the Council to meet expenditure already incurred by the authority will be given by
the Managing Trustees of the charity meeting separately from any Council meeting.

Payments under contracts for building or other construction works

14.1.

14.2.

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

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

Stores and equipment

15.1.

15.2.

15.3.

15.4.

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.
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16.

17.

Assets, properties and estates

16.1.

16.2.

16.3.

16.4.

16.5.

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

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

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.

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

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

Insurance

17.1.

17.2.

17.3.

17.4.

The RFO shall keep a record of all insurances effected by the Council and the
property and risks covered, reviewing these annually before the renewal date in
conjunction with the Council’s review of risk management.

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

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

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.

18. [Charities]

18.1.

Where the Council is sole managing trustee of a charitable body the Clerk/RFO
shall ensure that separate accounts are kept of the funds held on charitable trusts
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19.

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/RFO shall arrange for any audit or independent
examination as may be required by Charity Law or any Governing Document

Suspension and revision of Financial Regulations

19.1.

19.2.

19.3.

The Council shall review these Financial Regulations annually and following any
change of Clerk or RFO. The Clerk shall monitor changes in legislation or proper
practices and advise the Council of any need to amend these Financial
Regulations.

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

The Council may temporarily amend these Financial Regulations by a duly notified
resolution, to cope with periods of absence, local government reorganisation,
national restrictions or other exceptional circumstances.
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Appendix 1 - Tender process

1)

Any 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, unless an electronic tendering process has been
agreed by the Council.

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

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

Any invitation to tender issued under this regulation shall be subject to Standing
Order 5.6 and shall refer to the terms of the Bribery Act 2010.

Where the Council, or duly delegated committee, does not accept any tender, quote
or estimate, the work is not allocated and the council requires further pricing, no
person shall be permitted to submit a later tender, estimate or quote who was
present when the original decision-making process was being undertaken.
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Guidance on Local Government Association
Councillor Code of Conduct for Local Councils
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Part 1 - Introduction
Introduction

The Model Councillor Code of Conduct 2020 was developed by the Local Government
Association (LGA) with support from the National Association of Local Councils (NALC)
and the Society for Local Council Clerks (SLCC) in response to recommendations from the
Committee on Standards in Public Life in their Local Government Ethical Standards report
published in 2019. The Civility and Respect Project endorses the Model Code and aims to
encourage its adoption within the local (parish and town) council sector.

The Model Code is a template for local authorities, including local councils, to adopt in
whole or with amendments to take into account local circumstances and is relatively short



and easy to read rather than an overly-complex legal document as it needs to be
accessible to councillors, officers, and the public alike.

The LGA produced supporting guidance which is aimed to help understanding and
consistency of approach towards the Code. Produced as part of the Civility and Respect
Project, this local council specific guidance builds upon that guidance, making it
particularly relevant for the local council sector.

The Model Code, together with the supporting guidance, has been designed to encourage
good conduct and safeguard the public’s trust and confidence in the role of councillor in
local government. While the Code sets out the minimum standards of behaviour expected,
together with the guidance it is designed to encourage councillors to model the high
standards expected of councillors, to be mutually respectful even if they have personal or
political differences, to provide a personal check and balance, and to set out the type of
conduct that could lead to complaints being made of behaviour falling below the standards
expected of councillors and in breach of the Code.

Any comments on the use of the guidance or suggestions for improvement would be
welcomed and should be sent to ModelCode@local.gov.uk

Guidance notes/definitions

The Model Code uses the terms ‘local authority’ so where the Model Code is quoted this
term is used and means a county council in England, a district council, a London borough
council, the Common Council of the City of London in its capacity as a local authority, the
Council of the Isles of Scilly, or an eligible parish council. However, this Guidance uses the
terms ‘local (parish or town) council and ‘principal authority’ to make a clear differentiation
between the tiers of local government.

General principles of Councillor conduct

The Seven Principles of Public Life (also known as the Nolan Principles) outline the ethical
standards those working in the public sector are expected to adhere to. The principles
apply to all public office holders at all levels including ministers, civil servants, councillors,
and local authority officers, as well as private and voluntary organisations delivering
services paid for by public funds. The principles are set out in Appendix 2 below.

These principles underpin the standards that councillors should uphold and form the basis
for the Code of Conduct, where the principles have been translated into a series of clear
rules. While fundamental to the Code of Conduct, the principles are not part of the rules of
the Code and should be used for guidance and interpretation only.

Application of the Model Councillors' Code of Conduct
When does the Code apply?

S27(2) of the Localism Act 2011 says that a local authority must adopt ‘a code dealing with
the conduct that is expected of members and co-opted members of the authority when
they are acting in that capacity.’

The term ‘capacity’ is not further defined in the Act. However, the Model Code states that:



“The Code of Conduct applies to you when you are acting in your capacity as a councillor
which may include when:

e you misuse your position as a councillor
e your actions would give the impression to a reasonable member of the public with
knowledge of all the facts that you are acting as a councillor.”

This means it applies when you are carrying out your official duties, for example when you
are considering or discussing council business, either as a councillor or representing the
council on an outside body.

There is no formal description of what the role of a councillor is, but aside from formal
council business it includes promoting and representing the council in the local community
and acting as a bridge between the community and the council. The LGA’s Guidance for
new councillors and NALC’s The Good Councillor's Guide are helpful reference points.

The Code does not, therefore, apply solely when you are in council meetings or on council
premises.

The Code applies to all forms of communication and interaction, including:

o at face-to-face meetings

e atonline or telephone meetings

e in written communication

e in verbal communication

¢ in non-verbal communications

¢ in electronic and social media communication, posts, statements, and comments.

This includes interactions with the public as well as with fellow councillors and council
officers.

Acting as a private individual

For something to fall within the Code there must be a clear link to a council function or
your role as a councillor. For example, an argument with a neighbour which does not
relate to council business would not engage the Code, even if your neighbour happens to
know you are a councillor and therefore complains to the principal authority about being
treated disrespectfully.

Examples

A councillor and an officer had a personal relationship. The councillor sent and
encouraged the officer to send inappropriate social media messages, including messages
of a sexual nature, during office hours. The panel rejected arguments that the councillor
had been acting in an entirely personal capacity. It found that the councillor could not
divorce himself from his role as the officer’s quasi-employer and that, when sending or
encouraging the officer to send the messages during working hours, he was acting in his
official capacity.

A councillor used her personal Facebook account to accuse her council of being corrupt
and the clerk of being incompetent on a village Facebook group. She claimed that she
wasn’t acting as a councillor as she posted from her personal account and was merely
expressing views as a concerned resident. The hearing panel determined that she was



acting as a councillor as her post related to council business and she was purporting to be
using information she’d received through her role as a councillor.

It is not always immediately apparent in which capacity you are acting, therefore in
situations where there may be ambiguity it may be helpful if you can make clear to people
in which capacity you are engaging with them.

While the Code does not apply to your non-councillor roles, what you do as a councillor
could impact on your position in those other roles.

If you are a member of a political party or group their rules may also require you as a
councillor to demonstrate certain behaviours as a private individual and failure to do so
can result in sanctions from political groups.

Under the Local Government Act 1972 and the Local Government (Disqualification) Act
2022 councillors can be disqualified from being a councillor due to matters in their private
life, such as being subject to a bankruptcy order, receiving a custodial sentence of three
months or longer (whether or not suspended) or being subject to a sexual offences order.

In what circumstances might | give the impression to a reasonable member of the
public that | was engaged on council business?

When you use or attempt to use your position as a councillor to seek to gain an advantage
for yourself or someone close to you or to disadvantage someone this is an attempt to
misuse your position and therefore falls within the scope of the Code of Conduct.

A number of factors will need to be taken into account to determine whether or not you had
used or attempted to use your position as a councillor.

For example:

e writing to someone on council headed paper or using a council email address may
lead someone to assume you were writing in your capacity as a councillor

¢ handing out a business card where you describe yourself as a councillor may also
lead to that assumption

e wearing official council regalia.

Examples

Attempting to misuse your position as a councillor would include if you threaten to use your
position improperly to block’s someone’s grant application. In effect you would be doing
something that only a councillor could do even if as a matter of fact, you did not have the
power to do so. That may include an assumption, for example, that you would put
inappropriate pressure on officers, the clerk or fellow councillors, or lobby behind the
scenes for a particular outcome. It should not be up to a member of the public to have to
work out whether you are in fact on a finance committee.

Another example would be improperly disclosing confidential information you had received
because of your role as a councillor.

A councillor got into an argument with another person at a private party. The other person
ran a weekly yoga class at the village hall and the village hall was managed by the parish
council. At the end of the argument the councillor told the other person that he was a

parish councillor and would make sure that she was no longer able to hire the village hall



for her yoga classes. He was found to have breached the Code by invoking his office and
seeking to misuse his position to intimidate the other person and to seek to disadvantage
the other person, notwithstanding the fact that he did not in reality have the ability to carry
out his threat.

Social media postings

Simply describing yourself as a councillor in a social media posting or at the top of your
page or in your username or profile, for example, does not of itself mean that every posting
you make is covered by the Code. There must be a link within the individual posting or
thread to your role as a councillor or to council business. However, even if you do not
describe yourself as a councillor you may fall within the scope of the Code if you are
discussing council business.

For example, a posting which is simply discussing a recent football match is not covered
by the Code even if you have described yourself as a councillor. However, if you make a
posting threatening a fellow councillor or officer or a posting detailing your own version of
council proceedings contradicting official council communications that would fall within the
Code even if you have not described yourself as a councillor as it relates to council
business or your role as a councillor.

Each matter would need to be looked at on a case-by-case basis (see guidance on
‘disrespect, bullying and harassment further information).

You should be very careful when describing yourself as a councillor as seeing the word
“councillor” may lead to assumptions amongst the community that you are acting as a
councillor.

To help avoid some of these issues, some councillors have found it helpful to have
separate social media profiles for personal and councillor use, though even the strictest
privacy settings are no guarantee that posts or actions will remain private. As a rule of
thumb, never post anything online you would not be comfortable saying or sharing in a
public meeting. If your council has guidance on the effective use of social media this can
help.

NALC (NALC social media) and the LGA (LGA Social Media) have published guidance on
councillors and social media.

Examples

Following a heavy snowstorm which meant a local street market could not go ahead a
district councillor posted on the local community Facebook page that a certain district
council officer should be sacked for failing to put adequate arrangements in place to clear
the snow. Even though it was not posted on a council page and he did not explicitly
describe himself as a councillor in the post he was found to have breached the Code by
treating an officer with disrespect and seeking to put undue pressure on officers.

A councillor who described himself as such in his Twitter profile made insulting and
offensive comments about the Prime Minister which led to complaints being made to his
principal authority. He was found not to have breached the Code as the comments did not
directly relate to his role as a councillor or council business but were seen as wider
political comments.



What does acting as a representative of my local authority mean?

You are, for example, acting as a representative of the council when you are sitting on an
outside body to which you have been appointed by the council.

You would also be considered a representative of the council where you were attending an
external function or conference on behalf of the council or as the council’s nominated
delegate.

You would not be considered as a representative of the council where you were attending
an event in a party-political role, for example at a political party’s annual conference. In
that situation you would be subject to any relevant party rules.

If you are a member of a political party, matters in party group meetings would also
normally not be covered by the Code as they are more matters for a party to manage.
However, if you are clearly trying to improperly influence fellow councillors or put undue
pressure on them in relation to council business, for example, then relevant provisions of
the Code would apply. The same would apply to social media groups you may be a
member of, such as a WhatsApp group set up for your local party group.

What if | sit on more than one local authority?

If you sit on more than one local authority, you are subject to the Code and associated
procedures of the local authority you are representing at any one time. As such, if you are
on a principal authority and a local council, you would be bound by the principal authority
code when attending principal authority meetings or speaking to principal authority officers;
and bound by the local council code when attending local council meetings or speaking to
local council officers.

If your local authorities have adopted the same code, the same rules would apply and, for
example, your completed register of interests should be the same for both tiers.

What is a co-opted member?

The Code also applies to co-opted councillors under the Localism Act. A co-opted
councillor under the Act is someone who is entitled to vote on any matter to be decided at
a council committee or sub-committee.

A local councillor who has been co-opted to fill a casual vacancy where an election has not
been held is also covered by the Code in the same way as if they had been elected.

It does not, therefore include non-councillor members of council committees who do not
have voting rights.

However, it would be good practice to ask such people to agree to abide by the Code of
Conduct and to inform the monitoring officer of any interests they might have. While they
would not formally fall within the statutory framework for complaint handling, they can be
removed from their role by the council should they be found to have committed a serious
breach of the Code so it is important that they are also aware of the expected standards of
behaviour.



Part 2 — General principles of councillor conduct

Respect
As a councillor:

| treat other councillors and members of the public with respect.

| treat local authority employees, employees and representatives of partner organisations
and those volunteering for the local authority with respect and respect the role they play.

Showing respect to others is fundamental to a civil society. As a representative of the
public it is important to treat others with respect and to act in a respectful way. Respect
means politeness, courtesy and civility in behaviour, speech, and in the written word. It
also relates to all forms of communications councillors undertake, not just in meetings.
Rude, offensive, and disrespectful behaviour lowers the public’s expectations and
confidence in its elected representatives.

Respect

The key roles and responsibilities of councillors; representing and serving your
communities and taking decisions on their behalf, require councillors to interact and
communicate effectively with others. Examples of councillor interaction and
communication include talking to residents, attending council meetings, representing the
council on outside bodies, and participating in community meetings and events. In turn this
means that as a councillor you are required to interact with many different people, often
from diverse backgrounds and with different or conflicting needs and points of view.

You will engage in robust debate at times and are expected to express, challenge, criticise
and disagree with views, ideas, opinions, and policies. Doing these things in a respecitful
way will help you to build and maintain healthy working relationships with fellow
councillors, officers, and members of the public, it encourages others to treat you with
respect and helps to avoid conflict and stress. Respectful and healthy working
relationships and a culture of mutual respect can encourage positive debate and
meaningful communication which in turn can increase the exchange of ideas,
understanding and knowledge.

Examples of ways in which you can show respect are by being polite and courteous,
listening and paying attention to others, having consideration for other people’s feelings,
following protocols and rules, showing appreciation and thanks and being kind. In a local
government context this can mean using appropriate language in meetings and written
communications, allowing others time to speak without interruption during debates,
focusing any criticism or challenge on ideas and policies rather than personalities or
personal attributes and recognising the contribution of others to projects.

Disrespectful behaviour

Failure to treat others with respect will occur when unreasonable or demeaning behaviour
is directed by one person against or about another. The circumstances in which the
behaviour occurs are relevant in assessing whether the behaviour is disrespectful. The
circumstances include the place where the behaviour occurs, who observes the behaviour,
the character and relationship of the people involved and the behaviour of anyone who
prompts the alleged disrespect.



Disrespectful behaviour can take many different forms ranging from overt acts of abuse
and disruptive or bad behaviour to insidious actions such as bullying and the demeaning
treatment of others. It is subjective and difficult to define. However, it is important to
remember that any behaviour that a reasonable person would think would influence the
willingness of fellow councillors, officers or members of the public to speak up or interact
with you because they expect the encounter will be unpleasant or highly uncomfortable fits
the definition of disrespectful behaviour.

Examples of disrespect in a local government context might include rude or angry
outbursts in meetings, use of inappropriate language in meetings or written
communications such as swearing, ignoring someone who is attempting to contribute to a
discussion, attempts to shame or humiliate others in public, nit-picking and fault-finding,
the use of inappropriate sarcasm in communications and the sharing of malicious gossip
Or rumours.

Disrespectful behaviour can be harmful to both you and to others. It can lower the public’s
expectations and confidence in you and your council and councillors and politicians more
generally. It influences the willingness of fellow councillors, officers, and the public to
speak up or interact with you because they expect the encounter will be unpleasant or
uncomfortable. Ongoing disrespectful behaviour can undermine willingness of officers to
give frank advice, damage morale at a council, and ultimately create a toxic culture and
has been associated with instances of governance failure.

Freedom of expression

The requirement to treat others with respect must be balanced with the right to Freedom of
expression. Article 10 of the European Convention on Human Rights protects your right to
hold your own opinions and to express them freely without government interference. This
includes the right to express your views aloud or in writing, such as in published articles or
leaflets or on the internet and social media. Protection under Article 10 extends to the
expression of views that may shock, disturb, or offend the deeply-held beliefs of others.

However, Article 10 is not an absolute but a qualified right which means that the rights of
the individual must be balanced against the interests of society. Whether a restriction on
freedom of expression is justified is likely to depend on a number of factors, including the
identity of the speaker, the context of the speech and its purpose, as well as the actual
words spoken or written. Democracy depends on people being free to express, debate and
criticise opposing viewpoints. The courts have generally held that the right to free
expression should not be curtailed simply because other people may find it offensive or
insulting. A balance must still be struck between the right of individuals to express points of
view which others may find offensive or insulting, and the rights of others to be protected
from hatred and discrimination.

Freedom of expression is protected more strongly in some contexts than others. In
particular, a wide degree of tolerance is accorded to political speech, and this enhanced
protection applies to all levels of politics, including local government. Article 10 protects the
right to make incorrect but honestly made statements in a political context but it does not
protect statements which the publisher knows to be false. Political expression is a broad
concept and is not limited to expressions of or criticism of political views but extends to all
matters of public administration including comments about the performance of public



duties by others. However, gratuitous personal comments do not fall within the definition of
political expression.

Public servants such as local government officers are subject to wider levels of acceptable
criticism than other members of the public when matters of public concern are being
discussed. However, the limits are not as wide as they are for elected politicians such as
councillors. Officers do not necessarily have the same right of reply to such comments as
councillors do and councillors should take care not to abuse or exploit this imbalance.

Recent case law has confirmed that local authority officers should be protected from
unwarranted comments that may have an adverse effect on good administration and
states that it is in the public interest that officers are not subject to offensive, abusive
attacks and unwarranted comments that prevents them from carrying out their duties or
undermine public confidence in the administration.

Is the Respect provision of the Code a gag on councillors?

This provision of the Code (Paragraph 1) is not intended to stand in the way of lively
debate in councils. Such discussion is a crucial part of the democratic process. Differences
of opinion and the defence of those opinions through councillors’ arguments and public
debate are an essential part of the cut and thrust of political life. Councillors should be able
to express their opinions and concerns in forceful terms. Direct language can sometimes
be appropriate to ensure that matters are dealt with properly. The Code is not intended to
stifle the expressions of passion and frustration that often accompany discussions about
council business.

Can councillors challenge officers?

In the everyday running of a council, it is inevitable that councillors will have
disagreements with officers from time to time. Councillors can challenge and express
disagreement with policies and procedures and this disagreement might, in the appropriate
context, manifest itself as challenge to the way in which an officer or officers handled
particular matters.

However, councillors should not raise issues about an officer’s performance unless it is
done in the correct way and at the appropriate forum in accordance with your council’s
processes and procedures. It should not be raised in a public meeting or through a
published attack in the media.

If a councillors’ conduct is unfair, unreasonable, or demeaning the Code will be relevant. If
a councillor’s challenge is abusive or offensive it is likely to breach the Code.

What kinds of conduct are not covered?

A very clear line must be drawn between the Code of Conduct’s requirement of respect for
others, including councillors with opposing views, and the freedom to disagree with the
views and opinions of others. In a democracy, members of public bodies should be able to
express disagreement publicly with each other.

What if a member of the public is being unnecessarily disrespectful to me?

Councillors are allowed to respond to criticism, and where that criticism is robust, then they
can be robust in response. However, councillors should always seek to try to be civil and



demonstrate leadership in their communication. Even where councillors have been
wrongly accused, responding in an angry, defensive way can often escalate the situation.

There has been a growing tendency for members of the public to use social media
channels to unfairly criticise councillors. For this reason, many councils and County
Associations now offer social media guidance and training to councillors in addition to the
civility in public life resources available on the LGA’s website.

Examples

The complaint alleged that the councillor posted on their blog a highly critical comment and
an offensive caption about a former councillor, who had passed away and whose funeral
had taken place the previous day. The councillor was found to have breached the
provisions of his council’s Code of Conduct relating to councillors treating others with
respect; as well as conducting themselves in a manner which could reasonably be
regarded as bringing their role or their authority into disrepute.

The complaint alleged that a councillor commented under a pseudonym on a village
Facebook group referring to possible nepotism in the awarding of funding to a community
group by the council. He was found to have breached the Code of Conduct in making the
posts because he had failed to treat others with respect and, in doing so, he had
conducted himself in a manner which brought his role and his council into disrepute.

The complaint alleged that a councillor had made remarks of an abusive, insulting and
personal nature to the complainant, a police officer, and also made a number of unfounded
allegations about him during two telephone calls to a police station made in his capacity as
a councillor. It was found that the comments amounted to an unacceptable personal attack
on the complainant and that the councillor had breached the respect provisions in his
council’s Code of Conduct.

Bullying

As a councillor:
| do not bully any person.

Bullying, harassment, discrimination, and victimisation (either directly or indirectly) are
unacceptable and should not be tolerated. It is important to recognise the impact such
behaviour can have on any individual experiencing it, as well as on the wider organisation
in terms of morale and operational effectiveness.

Bullying may be characterised as offensive, intimidating, malicious, insulting, or humiliating
behaviour, an abuse or misuse of power that can make a person feel vulnerable, upset,
undermined, humiliated, denigrated or threatened. Power does not always mean being in a
position of authority and can include both personal strength and the power to coerce
through fear or intimidation. Bullying may be obvious or be hidden or insidious. Such
conduct is usually part of a pattern of behaviour which attempts to undermine an individual
or a group of individuals, is detrimental to their confidence and capability, and may
adversely affect their health.

Bullying can take the form of physical, verbal, and non-verbal conduct but does not need

to be related to protected characteristics. Bullying behaviour may be in person, by
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telephone or in writing, including emails, texts, or online communications such as social
media. The standards of behaviour expected are the same, whether you are expressing
yourself verbally or in writing.

Bullying can affect anyone, in any career, at any time, at any level and within any
workplace. Such behaviour can take the form of easily noticed, physically threatening or
intimidatory conduct with immediate impact, or it can take place behind closed doors, or be
much more subtle or camouflaged and difficult to identify, at least at first. It can start, for
example, with what appear to be minor instances, such as routine ‘nit-picking’ or fault-
finding, but which become cumulative or develop into more serious behaviour over time,
enabling the perpetrator to isolate and control the person.

Some bullies lack insight into their behaviour and are unaware of how others perceive it.
Others know exactly what they are doing and will continue to bully if they feel they are
unlikely to be challenged. Bullying can sometimes be overlooked, as a result of common
euphemisms being used by way of explanation or justification, referring to someone as
having a “poor leadership style” or a “bad attitude,” for example, or to the problem being
due to a “personality clash”.

You should always be mindful of the overall potential impact of the behaviour on others.
First and foremost, bullying can have a significant impact on the recipient’s well-being and
health. Bullying can have an impact on a local council’s effective use of resources and
provision of services. Officers who are subject to bullying are frequently away from their
posts, sometimes for extended periods, on sickness or stress-related leave. Bullying can
impact on a councillor’'s ability to represent their residents effectively. It can also
discourage candidates from standing in local elections, making local councils less
representative of their communities, and impacting local democracy.

Like disrespectful behaviour, bullying can be difficult to define. When allegations of bullying
are considered it’s likely that the person handling the complaint will consider both the
perspective of the alleged victim, and whether the councillor intended their actions to be
bullying. They will also consider whether the individual was reasonably entitled to believe
they were being bullied.

Conduct is unlikely to be considered as bullying when it is an isolated incident of a minor
nature, where it is targeted at issues, rather than at an individual’s conduct or behaviour,
or when the behaviour by both the complainant and councillor contributed equally to the
breakdown in relations. However, the cumulative impact of repeated 'minor' incidents
should not be underestimated.

Examples of bullying include but are not limited to:

e verbal abuse, such as shouting, swearing, threats, insults, sarcasm, ridiculing or
demeaning others, inappropriate nicknames, or humiliating language

e physical or psychological threats or actions towards an individual or their personal
property

e practical jokes

e overbearing or intimidating levels of supervision, including preventing someone
from undertaking their role or following agreed policies and procedures

e inappropriate comments about someone’s performance
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e abuse of authority or power, such as placing unreasonable expectations on
someone in relation to their job, responsibilities, or hours of work, or coercing
someone to meet such expectations

e ostracising or excluding someone from meetings, communications, work events or
socials

¢ sending, distributing, or posting detrimental material about other people, including
images, in any medium

e sSmear campaigns.

Does this mean that councillors cannot raise concerns about officers or fellow
councillors?

Bullying behaviour should be contrasted with the legitimate challenges which a councillor
can make in challenging policy or scrutinising performance. An example of this would be
debates in council meetings about policy or asking the clerk to explain the rationale for the
guidance they have given. You are entitled to challenge fellow councillors and officers as
to why they hold their views. However, if your criticism is a personal threat or abusive or
offensive in nature, you are likely to cross the line of what is acceptable behaviour.

Preventing bullying conduct from developing

Ideally, a culture of honest and clear communication should be sought, with respect for the
individual and for the confidentiality required when managing individual performance-
related issues. The bullying of officers might be reduced by establishing a specific
protocol, which addresses issues such as councillor-officer work relations and appropriate
behaviour (Councillor - officer protocol). The protocol can include such matters as
acceptable times to contact the clerk by telephone at home or call at the clerk’s home on
council business.

Officers also need to be mindful that councillors can come from a wide range of
backgrounds and may have been part of workplaces where the culture and expected
standards are very different from what the clerk or other officers expect; as a result, the
councillor simply may not be aware of the impact that their communications have had on
the officer. Early discussion about emerging issues is important to help avoid matters
escalating and help establish more effective working arrangements for the future.

Bullying and harassment and the law

In some cases, acts of bullying or harassment can be civil offences, which can be brought
to an employment tribunal or a county court.

In some cases, conduct that amounts to bullying and harassment may also amount to
criminal offences, which can be tried in the criminal courts. There is not an exhaustive list
of acts of bullying or harassment that may constitute a criminal offence. Examples may
include, but are not limited to:

e physical assault

e making threats of violence or death threats
e stalking

e hate crimes

e sexual harassment
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Intimidation of councillors

Councillors can face behaviours which could amount to bullying and intimidation when
carrying out their role.

The LGA and the Welsh Local Government Association have jointly developed a
‘Councillors' guide to intimidation: Practical steps that you and your local authority can
undertake to protect yourself as a person in a public position’ . The guide covers topics
such as how to handle abuse, both face-to-face, letters or online, guidance on personal
safety, lone working and online abuse and the legal and practical remedies, including the
nature of the criminal offences involved.

Harassment
As a councillor;

| do not harass any person.

The Protection from Harassment Act 1997 states that harassment includes behaviour
which alarms a person or causes a person distress or puts people in fear of violence and
must involve such conduct on at least two occasions. It can include repeated attempts to
impose unwanted communications and contact upon a victim in a manner that could be
expected to cause distress or fear in any reasonable person. Harassment of any kind
whether direct or indirect is in no-one’s interest and should not be tolerated. It is important
to recognise the impact such behaviour can have on any individual experiencing it, as well
as on the wider organisation in terms of morale and operational effectiveness.

Like bullying, harassment can take the form of physical, verbal, and non-verbal conduct
but does not need to be related to protected characteristics. Harassment may be in
person, by telephone or in writing, including emails, texts, or online communications such
as social media. It may manifest obviously or be hidden or insidious.

The factors likely to be considered when assessing allegations of harassment are whether
the councillor knows or ought to know that their actions constitute harassment, whether a
reasonable person would consider the actions to be harassment and the impact of the
behaviour/conduct on victim.

Examples of harassment include but are not limited to:

e sending unwelcome emails

e unnecessarily repetitive, intrusive questioning

e unwelcome physical contact such as touching or invading ‘personal space’

e haranguing

e intimidation

e inappropriate remarks or questioning such as comments about someone’s
appearance, lewd comments, and offensive jokes

e overbearing or intimidating levels of supervision, including preventing someone
from undertaking their role or following agreed policies and procedures

e inappropriate comments about someone’s performance
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e placing unreasonable expectations on someone in relation to their job,
responsibilities, or hours of work, or coercing someone to meet such expectations
e sexual harassment

What does the law say about harassment?

In some cases, acts of harassment can be civil offences, which can be brought to an
employment tribunal or county court.

In some cases, conduct that amounts to harassment may also amount to criminal
offences, which can be tried in the criminal courts. There is not an exhaustive list of acts of
harassment that may constitute a criminal offence. Examples may include, but are not
limited to physical assault:

e making violent or death threats
o stalking

e hate crimes

e sexual harassment

Example

The complaint alleged that a councillor had behaved in a disrespectful and harassing
manner towards two female councillors and female officers. It was established that the
councillor had made unwarranted and inappropriate physical contact with the councillors
and officers at an official event and had also made remarks towards the officers which
were patronising and demeaning. The councillor was found to been in breach of the Code
of Conduct.

Discrimination
As a councillor:

| promote equalities and do not discriminate unlawfully against any person.

Councillors have a central role to play in ensuring that equality is integral to the council’s
performance and strategic aims They can articulate the council’s vision and public
commitment to equality across public services.

The Equality Act 2010 imposes positive duties on local authorities to promote equality and
to eliminate unlawful discrimination and harassment. Under the Act your council may be
liable for any discriminatory acts which you commit as a councillor.

This will apply when you do something in your official capacity in a discriminatory manner.
You must be careful not to act in a way which may amount to any of the prohibited forms
of discrimination, or to do anything which hinders your council’s fulfilment of its positive
duties under the Act. Such conduct may cause your council to break the law, and you may
find yourself subject to a complaint that you have breached this paragraph of the Code of
Conduct. If you are unsure about the particular nature of the duties of your council you
should seek advice from the clerk.
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Unlawful discrimination is where someone is treated unfairly because of a protected
characteristic. Protected characteristics are specific aspects of a person's identity defined
by the Equality Act 2010. They are:

e age
e disability

e gender reassignment

e marriage and civil partnership
e pregnancy and maternity

e race

¢ religion or belief

e sex and sexual orientation

There are four main forms of discrimination:

Direct discrimination: treating people differently because of their age, disability, gender
reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief,
sex, or sexual orientation.

Indirect discrimination: treatment which does not appear to differentiate between people
because of their age, disability, gender reassignment, marriage or civil partnership,
pregnancy or maternity, race, religion or belief, sex, or sexual orientation but which
disproportionately disadvantages them.

Harassment: engaging in unwanted conduct on the grounds of age, disability, gender
reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief,
sex, or sexual orientation, which violates another person’s dignity or creates a hostile,
degrading, humiliating or offensive environment.

Victimisation: treating a person less favourably because they have complained of
discrimination, brought proceedings for discrimination, or been involved in complaining
about or bringing proceedings for discrimination.

Examples of discriminatory behaviour include but are not limited to:

e exclusion or victimisation based on the Protected Characteristics

e treating someone less favourably or limiting their opportunities based on any of the
Protected Characteristics

e comments, slurs, jokes, statements, questions, or gestures that are derogatory or
offensive to an individual’s or group’s characteristics

e promoting negative stereotypes relating to individual’s or group’s characteristics

e racial or ethnic slurs, insults, or jokes

e intolerance toward religious customs, conventions and practices

¢ mimicking, mocking, or belittling a person’s disability

e homophobic, biphobic or transphobic comments or slurs

e discriminating against pregnant people or mothers

e declaring (‘outing’) someone’s religion or sexuality or threatening to do so against
their will

e deliberate, unwarranted application of a council’s practice, policy or rule in a way
that may constitute indirect discrimination
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¢ instructing, causing, inducing, or knowingly helping someone to commit an act of
unlawful discrimination under the Equality Act 2010.

A councillor’s personality and life experiences will naturally incline them to think and act in
certain ways. They may form views about others based on those experiences, such as
having an affinity with someone because they have a similar approach to life or thinking
less of someone because they are from a different generation. This is known as
“unconscious bias” and it can lead people to make decisions based on biases or false
assumptions. Councillors need to be alert to the potential of unconscious bias and ensure
they make decisions based on evidence, and not on assumptions they have made based
on biases.

How can councillors cause their council to be in breach of the Equality Act?

The Code of Conduct is not intended to stifle democratic debate. Councillors should
always remember that Article 10 of the European Convention on Human Rights gives a
high level of protection to comments that are genuinely made during political debate, even
if most people would find them offensive.

Some councillors have particular roles which may give a higher risk for the potential for
discrimination; for example, if you are on an appointment panel for a position in the
council, or you are able to award local grants in the neighbourhood and will need to decide
which organisations to support.

Merely arguing, or even voting, against a proposal which is aimed at complying with a
positive anti-discriminatory duty would not be enough by itself to risk breaking this part of
the Code. Simply having a party-political or personal position on an issue is unlikely to
amount to a breach of this provision because it does not, of itself, involve the council doing
anything.

Under the Equality Act 2010, a council is made liable for any discriminatory acts which a
councillor commits. This will apply where they say or do something in their official capacity
in a discriminatory manner.

Examples

The complaint alleged that a councillor ‘liked’ several racially discriminatory comments on
social media and one comment advocating violence against Travellers. The hearing panel
found that ‘Liking’ of the offensive comments did amount to a failure to treat those who
were the subject of such comments with respect and a failure to promote equalities in
breach of the Code of Conduct.

A councillor was a member of the council’s recruitment panel to appoint a new clerk. Five
applicants were shortlisted. After one candidate had finished his presentation and left the
room the councillor said, “good candidate, shame he’s black”. The hearing panel found
that the Code of Conduct had been breached.

Impartiality of officers
As a councillor:
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| do not compromise, or attempt to compromise, the impartiality of anyone who works for,
or on behalf of, the local authority.

Officers work for the council as a whole. They should not be coerced or persuaded to act
in a way that would undermine their neutrality. You can question officers in order to
understand, for example, their reasons for proposing to act in a particular way, or the
content of a report that they have written. However, you must not try and force them to act
differently, change their advice, or alter the content of that report, if doing so would
prejudice their professional integrity.

Both councillors and officers are servants of the public and are indispensable to one
another. Together, they bring the critical skills, experience and knowledge required to
manage an effective council.

At the heart of this relationship, is the importance of mutual respect. Councillor-officer
relationships should be conducted in a positive and constructive way. Therefore, it is
important that any dealings between councillors and officers should observe reasonable
standards of courtesy, should show mutual appreciation of the importance of their
respective roles and that neither party should seek to take unfair advantage of their
position or seek to exert undue influence on the other party.

Councillors provide a democratic mandate to the council and are responsible to the
electorate whom they represent. They set their council’s policy framework, ensure that
services and policies are delivered and scrutinise council services.

The chair of the council and committee chairs may have additional responsibilities. These
responsibilities will result in increased expectations and relationships with officers that are
more complex. Such councillors must still respect the impartiality of officers and must not
ask them to undertake work of a party-political nature or compromise their position with
other councillors or other officers.

Officers provide the professional advice and managerial expertise and information needed
for decision making by councillors and to deliver the policy framework agreed by
councillors. They are responsible for implementing decisions of councillors and the day-to-
day administration of the council.

The roles are very different but need to work in a complementary way.

It is important for both sides to respect these differences and ensure that they work in
harmony. Getting that relationship right is an important skill. That is why the Code requires
councillors to respect an officer’'s impartiality and professional expertise. In turn officers
should respect a councillor's democratic mandate as the people accountable to the public
for the work of the council. It is also important for a council to have a councillor-officer
protocol councillor-officer protocol which sets out how this relationship works and what
both councillors and officers can expect in terms of mutual respect and good working
relationships.

Officers may sometimes give you advice that you do not want to hear or does not suit your
views. They must be allowed to do this without fear of recriminations to allow for good
decision-making looking at all relevant options.

That means in your dealing with officers you must not seek to influence them improperly or
put undue pressure on them. For example, you should not get officers to help you with
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matters relating to your private business. You should not provide or offer any incentive or
reward in return for acting in a particular way or reaching a particular decision.

Officers are required to remain politically neutral and not demonstrate their support for
specific parties or candidates.

The fundamentally held principle is that “the local government system of the UK has long
resided on a bond of trust between elected members and a permanent corps of local
government officer... that relationship of trust stems from the right of council members to
expect that they are being assisted in their functions by officers who are politically neutral
and whose loyalty is to the council as a whole.

Examples

A council was renewing its grounds maintenance contract and was seeking quotes from
suppliers. A councillor became involved in the process and sought to influence the clerk on
where to seek the quotes, he also sent discourteous and disrespectful correspondence to
the clerk. In doing so, he lost sight of his overall responsibility to the council to allow its
officers to perform their functions. He was found to have breached the Code of Conduct.

What does working on behalf of the authority mean?

Councils deliver services in a range of ways. Often services will have been contracted out
to outside bodies. For example, if you have a play area, equipment repair services may be
carried out by outside contractors. Their employees delivering that contract are doing so
on behalf of the council and you should not use your position to interfere improperly in
delivery of that service.

What if | disagree with the views of an officer?

You are perfectly entitled to disagree with officers. They are there to give you impartial
professional advice and you do not need to accept their advice without question. When
you do question them however, you should treat them with respect and recognise that they
are professionals.

If you feel dissatisfied with the advice you are given you should raise through appropriate
management channels in line with your council’s councillor-officer protocol , see guidance
on respect, bullying and harassment in Part 2.

Where you have a declarable interest in a matter you are discussing with an officer you
should make that clear to the officer — see guidance on declarations of interest in Part 3.
Where it is an interest which would stop you from taking part in a meeting you should not
discuss those matters with officers except where you are seeking professional advice in
the same way as any member of the public could — for example, assistance with making
an application — and the officer should make a note that an interest has been declared. If
you need to speak to an officer about the matter, you should arrange a meeting as a
member of the public and not seek to use your position to gain preferential or quicker
access.

t Ahmed v United Kingdom (2000) 29 EHRR 1
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Having regard to officer advice

Councillors take decisions every day that affect the lives of those who live and work within
your community. It is therefore important that those decisions are made having regard to
all available evidence and weighing up all sides of the argument.

Decisions can be challenged if they are unreasonable, and the council could find itself
facing an expensive legal bill if it takes a decision which is unlawful. When considering any
decision, you must have regard to any professional advice you have been offered. The
Proper Officer and the Responsible Financial Officer (both usually the clerk) have a
statutory duty to report formally to the council where they believe a council action or
expenditure is, or may be, unlawful. Similarly, when it comes to elections, you will need to
have regard to any advice given to you by the returning officer of your principal authority
who is entirely independent of and separate from the council and is required to be
politically neutral.

You must also give reasons for all decisions in accordance with statutory requirements
and any reasonable requirements imposed by your council. Giving reasons for decisions is
particularly important in relation to regulatory decisions and decisions where people’s
rights are affected. Where councillors disagree with officer recommendations in making a
decision, councillors will need to take particular care in giving clear reasons for the
decision.

If you seek advice as an individual councillor, or advice is offered to you, for example, on
whether or not you should register or declare an interest, you must have regard to this
advice before you make your mind up. Failure to do so may lead to a breach of the Code
of Conduct.

If in any doubt — be safe and always seek advice from your clerk before taking any action.

Councils should adopt a protocol for councillor-officer relations and the document should
be accessible on their websites.

Confidentiality and access to information
As a councillor:

| do not disclose information:

a. given to me in confidence by anyone
b. acquired by me which | believe, or ought reasonably to be aware, is of a confidential
nature, unless
I. I have received the consent of a person authorised to give it;

[I. 1 am required by law to do so;

[ll.  the disclosure is made to a third party for the purpose of obtaining
professional legal advice provided that the third party agrees not to disclose
the information to any other person; or

I\VV.  the disclosure is:

i. reasonable and in the public interest; and
ii. made in good faith and in compliance with the reasonable
requirements of the local authority; and
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iii. | have consulted the monitoring officer prior to its release.

| do not improperly use knowledge gained solely as a result of my role as a councillor for
the advancement of myself, my friends, my family members, my employer, or my business
interests.

| do not prevent anyone from getting information that they are entitled to by law.

Councils must work openly and transparently. Their proceedings and printed materials are
open to the public, except in certain legally defined circumstances. You should work on
this basis, but there will be times when it is required by law that discussions, documents,
and other information relating to or held by the council must be treated in a confidential
manner. Examples include personal data relating to individuals or information relating to
ongoing negotiations.

Confidential information

While council business is by law generally open and councils should always operate as
transparently as possible, there will be times — for example, when discussing a named
individual, confidential HR matters or commercially sensitive information — when it is
appropriate for council business to be kept confidential or treated as exempt information.

In those circumstances, you must not disclose confidential information, or information
which you believe to be of a confidential nature, unless:

e you have the consent of the person authorised to give it

e you are required by law to do so

e the disclosure is made to a third party for the purposes of obtaining professional
advice (for example, your lawyer or other professional adviser) provided that person
agrees not to disclose the information to any other person

e the disclosure is in the public interest

Disclosure in the public interest

Disclosure ‘in the public interest’ is only justified in limited circumstances, when all the
following four requirements are met:

e the disclosure must be reasonable

o the disclosure must be in the public interest

e the disclosure must be made in good faith

¢ the disclosure must be made in compliance with any reasonable requirements of
your council

In relation to the disclosure of confidential information in the public interest, the four
requirements are outlined in more detail below.

The first requirement, that the disclosure must be reasonable, requires you to consider
matters such as:

e Whether you believe that the information disclosed, and any allegation
contained in it, is substantially true. If you do not believe this, the disclosure is
unlikely to be reasonable.

e Whether you make the disclosure for personal gain. If you are paid to disclose

the information, the disclosure is unlikely to be reasonable.
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¢ The identity of the person to whom the disclosure is made. It may be
reasonable to disclose information to the police or to an appropriate regulator. It is
less likely to be reasonable for you to disclose the information to the world at large
through the media, social media, via emails, or in general discussion.

¢ The extent of the information disclosed. The inclusion of unnecessary detail, and
in particular, private matters such as addresses or telephone numbers, is likely to
render the disclosure unreasonable.

¢ The seriousness of the matter. The more serious the matter disclosed, the more
likely it is that the disclosure will be reasonable.

¢ The timing of the disclosure. If the matter to which the disclosure relates has
already occurred, and is unlikely to occur again, the disclosure may be less likely to
be reasonable than if the matter is continuing or is likely to reoccur.

e Whether the disclosure involves your authority failing in a duty of confidence
owed to another person.

The second requirement, that the disclosure must be in the public interest, needs to
involve one or more of the following matters or something of comparable seriousness, that
has either happened in the past, is currently happening, or is likely to happen in the future:

e a criminal offence is committed.

e your council or some other person fails to comply with any legal obligation to which
they are subject.

e a miscarriage of justice occurs.

e the health or safety of any individual is in danger.

e the environment is likely to be damaged.

e that information tending to show any matter falling within the above is deliberately
concealed.

The third requirement, that the disclosure is made in good faith, will not be met if you act
with an ulterior motive, for example, to achieve a political advantage or to settle a score
with a political opponent.

The fourth requirement, that you comply with the reasonable requirements of your council,
means that before making the disclosure you must comply with your council’s policies or
protocols on matters such as whistle-blowing and confidential information. You must first
raise your concerns through the appropriate channels set out in such policies or protocols.

In summary, to decide whether the disclosure is reasonable and in the public interest, you
may need to conduct a balancing exercise weighing up the public interest in maintaining
confidentiality against any countervailing public interest favouring disclosure. This will
require a careful focus on how confidential the information is, on any potentially harmful
consequences of its disclosure, and on any factors, which may justify its disclosure despite
these potential consequences. If in doubt you should always seek advice from the clerk.
Always keep a note of the reason for your decision.

In some situations, it is extremely unlikely that a disclosure can be justified in the public
interest. These will include where the disclosure amounts to a criminal offence, where the
information disclosed is protected by legal professional privilege or where the information
contains sensitive information as defined under the Data Protection Act 2018.
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Circumstances in which a council can treat information as confidential

The presumption under local government law is that council business is open unless it falls
within a specific category of confidential or exempt information as set out in legislation.
These categories are:

¢ information given to the council by a Government Department on terms which forbid
its public disclosure or

¢ information the disclosure of which to the public is prohibited by or under another
Act or by Court Order.

Generally personal information which identifies an individual, must not be disclosed under
the data protection and human rights rules.

Exempt information means information falling within the following categories (subject to
any condition):

e relating to any individual.

e which is likely to reveal the identity of an individual.

e relating to the financial or business affairs of any particular person (including the
council holding that information).

e relating to any consultations or negotiations, or contemplated consultations or
negotiations, in connection with any labour relations matter arising between the
council or a Minister of the Crown and employees of, or officer-holders under the
council.

e in respect of which a claim to legal professional privilege could be maintained in
legal proceedings.

¢ which reveals that the council proposes:

o to give under any enactment a notice under or by virtue of which
requirements are imposed on a person; or

0 to make an order or direction under any enactment

o relating to any action taken or to be taken in connection with the prevention,
investigation, or prosecution of crime.

Where information is legally classified as ‘confidential’ under the above categories the
public must be excluded from meetings whenever it is likely in view of the nature of the
business to be transacted or the nature of the proceedings that confidential information
would be disclosed. Likewise, public access to reports, background papers, and minutes
will also be excluded.

Where an officer recommends that a report to a decision-making committee should be
treated as exempt information under the above categories the committee must still agree
that the matter should be heard in a closed session. The committee may disagree with any
recommendation and decide that those legal tests have not been met; or they may agree
that those tests have been met but nevertheless it is in the public interest that the matter
be considered in an open session. Again, you should keep a record of the rationale for the
decision.

Once the council has agreed that the matter be treated as exempt, public access to
relevant reports, background papers and minutes will also be excluded and an individual
councillor must abide by that collective decision or risk breaching the Code if they disclose

that information (papers and content of discussion) without lawful excuse.
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Does confidentiality under the Code apply only to information which is classified as
confidential or exempt by law?

No. The Code goes wider than matters simply considered in a formal council setting.
Information is a broad term. It includes facts, advice, and opinions. It covers written
material, including tapes, videos, CDs, DVDs, and other electronic media. It covers
material in unwritten form, including intellectual property. Information can only be
confidential if all the following apply:

e it has the necessary ‘quality of confidence’ about it (trivial information will not be
confidential but information that you would expect people to want to be private
would be);

e it was divulged in circumstances importing an obligation of confidence (information
properly in the public domain will not be confidential);

e disclosure of it would be detrimental to the party wishing to keep it confidential.

For example, you may be told confidential information by a resident in the course of your
duties. That is why the Code is written broadly to cover information classed as confidential
which you may come across in your duties.

You should use your judgment when you are given information. An individual does not
have to explicitly say that information is confidential if they tell you something which a
reasonable person would regard as sensitive. You may, however, wish to clarify if
somebody tells you something whether they want you to treat it as confidential.

Examples

A resident had made a complaint against a council officer. The officer asked one of the
councillors for information as to what was happening with the case and the councillor
inadvertently shared confidential information. This was found to be a breach of the Code.

A councillor circulated information about an officer’s medical condition to other councillors.
He was found to have disclosed information which should reasonably be regarded as
being of a confidential nature and without the officer’s consent in breach of the Code of
Conduct.

What does consent by the person authorised to give it mean?

If somebody, for example a resident, has told you something in confidence — for example
in the line of casework — you may later want to put that in the public domain as part of
pursuing that case. You should always check with the individual before you disclose
something you believe is confidential to ensure that they are comfortable with that
information being disclosed. You should also be clear with them as to how you may use
the information, they give you to help resolve their issue.

In what circumstances am | required to disclose confidential information by law?

This would be where a law enforcement or regulatory agency or the courts required
disclosure of information.

In what way could | use information | have obtained to advance myself or others?

As a councillor you will receive commercially sensitive or other confidential information.
You must not use that information to your own advantage. For example, if you know the
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council is considering the purchase of a piece of land, you should not use that information
in your private dealings to seek to purchase the land.

How does this relate to the Data Protection Act 2018?

As part of their role councillors will receive personal information. They should seek to
ensure they are familiar with how the Data Protection Act 2018 applies to their role in
handling such information through training, and if they are not sure to seek advice from the
clerk or another appropriate officer in the council.

Although councillors are not required to register as a data controller, they will receive
personal information from residents in their area. They should only use it for the purpose
for which it has been given and must ensure this information is held securely and only
share with others that are entitled to it.

In contrast, the council is responsible for information they provide to councillors and
ensuring they know how it can be used.

Access to information

Transparency is a very important principle underpinning local democracy and public
decision-making. The public are entitled to see information about the way decisions are
made unless there are specific reasons why that information is confidential. Your council
should have a publication scheme setting out what information is accessible to the public
and you as an individual councillor must not prevent any person from accessing
information which they are entitled to by law. This includes information under the Freedom
of Information Act 2000 or those copies of minutes, agendas, reports, and other
documents of your council which they have a right to access.

If in doubt seek advice from the clerk or other relevant council officers.
The ’need to know’

As a councillor, you are not automatically entitled to access all information the council
holds. For example, the council may deal with highly confidential and sensitive information
about employees.

In addition to rights set out in law or conferred by your standing orders, you have a right to
inspect documents if you can demonstrate a “need to know”. This isn’t a right to a roving
commission but must be linked to your performance of your duties and functions as a
councillor. For example, the need could more easily be demonstrated by membership of a
relevant committee, such as a staffing committee than simply because you are interested
in seeing the information. Councils have more justification for denying free access to
particularly sensitive papers such as staffing records. You should not seek to get
information if you have a declarable interest in it.

If you feel you are not being given access to information you seek, you can seek advice
from the clerk.

You can also exercise the “need to know” in respect of attending meetings. Access to
Information Rules set out rights of access to documents for councillors to carry out their
functions.
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Where you are given access to documents which are not available to members of the
public, you should ensure that any confidential information is used and protected in an
appropriate and secure manner and shared with authorised persons only.

Can | use council information for matters outside the council?

A councillor is entitled to access information held by the council for the performance of
their duties as a councillor. If a councillor wishes to use council information for any
purpose other than in connection with their duties as a councillor, and that information is
not in a publicly available document or other publicly viewable state (e.g on a council
webpage). However, that councillor should submit a freedom of information request so that
it can be given to them to use freely.

The general rule is that any information held by the council and given directly to a
councillor may only ever be used for the purpose for which it was provided. That purpose
may add particular restrictions, for example where it relates to an individual resident or
sensitive matter. The purpose should not be for anything other than use in connection with
the proper performance of the councillor’s duties as a councillor. The exceptions to this are
where the information has already been published, it has been given as a result of a
request under Freedom of Information or Environmental Information Regulations or it is in
the public interest (‘whistleblowing’) for which provisions are made in the Code of Conduct
as explained above.

Please see the ICO website for helpful guidance on data protection and freedom of
information.

Disrepute
As a councillor:

| do not bring my role or local authority into disrepute.

As a councillor, you are trusted to make decisions on behalf of your community and your
actions and behaviour are subject to greater scrutiny than that of ordinary members of the
public. Article 10 of the European Convention on Human Rights protects your right to
freedom of expression, and political speech as a councillor is given enhanced protection
but this right is not unrestricted. You should be aware that your actions might have an
adverse impact on your role, other councillors and/or your council and may lower the
public’s confidence in your ability to discharge your functions as a councillor or your
council’s ability to discharge its functions.

In general terms, disrepute can be defined as a lack of good reputation or respectability. In
the context of the Code of Conduct, a councillor's behaviour in office will bring their role
into disrepute if the conduct could reasonably be regarded as either:

¢ reducing the public’s confidence in them being able to fulfil their role; or
e adversely affecting the reputation of your council’s councillors, in being able to fulfil
their role.

Conduct by a councillor which could reasonably be regarded as reducing public
confidence in their council being able to fulfil its functions and duties will bring the authority

into disrepute.
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For example, circulating highly inappropriate, vexatious or malicious e-mails to residents,
making demonstrably dishonest posts about your council on social media or using abusive
and threatening behaviour might well bring the role of councillor into disrepute. Making
grossly unfair or patently untrue or unreasonable criticism of your council in a public arena
might well be regarded as bringing your local authority into disrepute.

What distinguishes disrepute to “your role or local authority” from disrepute to you
as a person?

The misconduct will need to be sufficient to damage the reputation of the councillor’s role
or council, as opposed simply to damaging the reputation of the individual concerned.

Certain kinds of conduct may damage the reputation of an individual but will rarely be
capable of damaging the reputation of the role of councillor or the reputation of the
authority.

Here are some of the situations that might tip the balance in favour of disrepute to the role
of councillor or to the authority in particular cases:

e Situations where councillors have put their private interests above the public
interest, which they are expected to promote as councillors, and therefore reduced
the standing of their role. For example, councillors using their position to secure a
secret personal profit.

o Similarly, situations where a councillor defies important and well-established rules
of the council for private gain.

e Where a councillor engages in conduct which directly and significantly undermines
the council’s reputation as a good employer or responsible service provider.

Examples

A councillor posted a tweet reading “Clir Blogs why don’t you just throw in the towel, just
go before you cause any more damage to the reputation of the council. You have failed. |
hope that the Serious Fraud Office is brought in to investigate your conduct.
#failedleadership.” The complainant stated that she found the tweet ‘very offensive’ and
bullying and also considered that the tweet would reasonably bring the councillor’s office
and the authority into disrepute. The councillor was found to have brought his authority into
disrepute by reducing public confidence in the council.

A councillor brought his role and authority into disrepute by taking advantage of a council
mistake and failing to prevent council-employed contractors from working on his privately-
owned garden. The council mistakenly sent a tree surgeon to perform hedge maintenance
on his land, which bordered on council-owned land. The councillor only told the council
about the mistake after the work had been completed and then said he could not be
charged for the work.

The chair of a council made a deeply inappropriate remark at a council meeting that was
reported in the local media and was accused of bringing his role and authority into
disrepute. It was clear in both the meeting and the local media reporting that other
councillors expressed concerns about his comments and found them inappropriate. It was
found that he had not brought his authority into disrepute but that he had brought his role
into disrepute.

26



Misuse of position
As a councillor:

| do not use, or attempt to use, my position improperly to the advantage or disadvantage of
myself or anyone else.

Your position as a councillor provides you with certain opportunities, responsibilities, and
privileges, and you make choices all the time that will impact others. However, you should
not take advantage of these opportunities to further your own or others’ private interests or
to disadvantage anyone unfairly.

You should not use, or attempt to use, your public office either for your or anybody else’s
personal gain or loss. For example, your behaviour would be improper if you sought to
further your own private interests through your position as a councillor.

Involving yourself in a decision in which you have an interest, to seek to benefit yourself or
another would be a breach of this paragraph of the Code. For guidance on how to conduct
yourself when you have an interest and how to balance your rights as an individual and

your responsibilities as a public decision maker see the chapter on registration of interests.

Councillors who own land, or whose relatives or close associates own land, need to be
particularly cautious where planning matters are concerned. This applies equally to local
councillors when your local council is consulted on planning matters. Similarly, while it is
reasonable to expect councillors to help local groups apply to the council, for example, for
a grant, it is quite improper to seek to influence the decision to be taken by the council and
would also be in breach of paragraph 3 of the Code.

What kinds of attempts to advantage or disadvantage would be improper?

There are circumstances where it will be proper for a councillor to seek to confer an
advantage or disadvantage and other circumstances where it will not.

Being a councillor can involve making hard choices and balancing a range of interests.
Most decisions will inevitably benefit some people and will be to the detriment of others.
It's important when you make those decisions to make them in what you think is the public
interest and not be influenced by private interests.

For example, there can be no objection to councillors voicing their opposition to the
closure of a local public library. This conduct is clearly intended to secure an advantage for
the users of the library. What is crucial is that councillors’ attempts to secure this
advantage are clearly part and parcel of their duties as a local representative. Therefore,
these activities are not improper.

The term ‘improperly’ is not defined in the Code of Conduct. This ensures that the scope of
the provision is not unnecessarily limited. The underlying principle is that councillors are
elected or appointed to public office to serve the public interest.

A councillor’s conduct would be improper if they were to use their public position to further
private interests of themselves or associates, or to settle old scores with enemies, to the
detriment of the public interest. Any conduct that unfairly uses a councillor’s public position
to promote private interests over the public interest will be improper.
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What if the attempt to confer an advantage or disadvantage fails?

The wording of the Code of Conduct makes it clear that the use of position provision
(paragraph 6) covers failed attempts as well as situations where an advantage or
disadvantage has actually been achieved.

For example, if you have tried to influence fellow councillors to vote in a particular way
which would be to your personal advantage and/or that of your family/close associates you
would have breached this provision of the Code even if they did not in fact vote that way.

Examples

Most alleged improper uses of position are in connection with matters in which the
councillors have interests.

A councillor who was a ‘joint co-ordinator’ of a community group did not notify the council
of her position in this group. She took part in the considerations and voted on the decision
to negotiate a new lease in respect of a workshop used by this community group. A
standards committee found that she had used her position improperly as the decision on
which she voted benefited a group in which she clearly had an interest which she had not
disclosed to the council.

A councillor was found to have improperly used his position and secured an advantage for
a member of the public by asking the clerk to make a payment which had not been
approved by the council in breach of the Code of Conduct. The payment was for repairs to
a private road used by the councillor to get to his allotment.

Misuse of resources and facilities
As a councillor:

| do not misuse local authority resources.
I will, when using the resources of the local authority or authorising their use by others:

e actin accordance with the local authority's requirements; and

e ensure that such resources are not used for political purposes unless

e that use could reasonably be regarded as likely to facilitate, or

e be conducive to, the discharge of the functions of the local authority or of the office
to which | have been elected or appointed.

You may be provided with resources and facilities by your council to assist you in carrying
out your duties as a councillor.

Examples include:

o office support

e stationery

e equipment

e transport

e access and use of council buildings and rooms
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These are given to you to help you carry out your role as a councillor more effectively and
are not to be used for business or personal gain. They should be used in accordance with
the purpose for which they have been provided and the council’s own policies regarding
their use.

You must make sure you use the council’s resources for proper purposes only. It is not
appropriate to use, or authorise others to use, the resources for political purposes,
including party political purposes. When using the council’s resources, you must have
regard, if applicable, to any Local Authority Code of Publicity made under the Local
Government Act 1986.

The Code of Recommended Practice on Local Authority Publicity published by the
Department for Communities & Local Government provides guidance on the content, style,
distribution, and cost of local authority publicity.

You must be familiar with the rules applying to the use of resources made available to you
by your council. Failure to comply with the council’s rules is likely to amount to a breach of
the Code.

If you authorise someone (for example a member of your family) to use your council’s
resources, you must take care to ensure that this is allowed by the council’s rules.

You should never use council resources for purely political purposes, including designing
and distributing party political material produced for publicity purposes.

However, your council may authorise you to use its resources and facilities for legitimate
political purposes in connection with your council’s business. For example, dealing with
correspondence from your residents. In this case, you must be aware of the limitations
placed upon such use for these purposes. Using your council’s resources outside of these
limitations is likely to amount to a breach of the Code.

You should never use council resources purely for private purposes, for example using a
photocopier to print off flyers for your business unless your council’s procedures allow for
you to repay any costs accrued.

What are the “resources of the local authority”?

The resources of the council include services and facilities as well as the financial
resources of the council.

Resources could include any land or premises, equipment, computers, and materials. The
time, skills, and assistance of anybody employed by the council, or working on its behalf,
are also resources, as is information held by the council which it has not published.

What constitutes using resources “improperly for political purposes”?

The Code acknowledges that party politics can have a proper role to play, both in the
conduct of council business and in the way that councillors carry out their duties.

However, councillors and clerks will need to exercise considerable care to ensure that this
provision is not abused. You must ensure that there is a sufficient connection between the
use of resources and the business of the council. Only improper use of resources will be a
breach of the Code of Conduct.
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This part of the Code complements Section 2 of the Local Government Act 1986, which
prevents the publication of material "designed to affect public support for a political party".
The Code, however, goes further than the Code of Recommended Practice on Local
Authority Publicity. It covers not only the publication of campaigning material but also any
other activity that is intended to promote purely party-political interests.

You must have regard to any applicable local authority code of publicity made under the
powers contained in Section 4 of the Local Government Act 1986. Publicity is defined as
“any communication, in whatever form, addressed to the public at large or to a section of
the public”. It will cover meetings, websites, and social media postings as well as printed
and other written material.

You should be particularly scrupulous about the use of council resources when elections
are pending, particularly those resources relating to publicity. When using the council’s
resources in these circumstances, you should not appear to be seeking to influence public
opinion in favour of you, your party colleagues, or your party.

How do you know what the council’s requirements for the use of resources are?

Your council should have a protocol dealing with use of council resources. A typical
protocol would cover the following topics:

e use of council premises

e councillor-officer relationships including use of officer time

¢ information technology, for example computer equipment and the use of associated
software, including the use of such equipment at home

o telephones

e photocopying

e use of stationery and headed notepaper

e postage

e use of council transport

e allowances and expenses

Your council may also have a separate protocol on the use of social media which would
also be relevant.

The key principle underlying all such protocols should be that public office and public
resources should not be used to further purely private or party-political purposes.

It is worth noting that where you authorise someone such as a family member to use the
council’s resources, you must check whether the council’s rules allow this.

Example

The complaint alleged a town councillor used his computer equipment provided by his
council for private purposes by downloading inappropriate adult pornographic images and
sending a number of letters to a local newspaper, which he falsely represented as being
from members of the public. He was found to have misused the council’s equipment in
breach of the Code and had brought his office into disrepute.
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Complying with the Code of Conduct

It is extremely important for you as a councillor to demonstrate high standards, for you to
have your actions open to scrutiny and for you not to undermine public trust in the council
or its governance. If you do not understand or are concerned about the principal authority’s
processes in handling a complaint you should raise this with the monitoring officer.

As a councillor:
| undertake Code of Conduct training provided by my local authority.

Councillors should be competent for the work they undertake, and this includes the way in
which you conduct yourself when carrying out your role as a councillor. Training helps to
develop such competence, ensuring that you understand the Code of Conduct and how it
applies to you.

As a councillor you are responsible for your own actions and will be held personally
responsible if you breach your council’s Code of Conduct. Therefore, it is essential that,
where you are offered the opportunity by your council, you equip yourself with sufficient
knowledge of the Code to ensure that you comply with it at all times.

| cooperate with any Code of Conduct investigation and/or determination.

The Code of Conduct is a cornerstone of good governance. It is important for public trust
that it is seen to be taken seriously by individual councillors as well as the council as a
whole.

While being the subject of a complaint that you have breached the Code of Conduct and
having your conduct investigated may at times be unpleasant and stressful it is essential
that councillors cooperate with any Code investigations and determinations. Failure to
cooperate will not stop an investigation but may simply drag matters on and does not allow
you to put across your side of the story so increases the risk that inferences are drawn
about your unwillingness to cooperate and that you will be found in breach of the Code.

It is equally important if you have made a complaint which the principal authority has
decided merits investigation that you continue to cooperate. Complaints made simply to
damage the reputation of an individual through inferences but which you are not willing to
support through your cooperation will damage relationships and will also damage the
reputation of you and your council.

If you are asked to assist the investigator as a potential witness it is again important that
you do so to allow as fully rounded a picture as possible to be drawn so that any
determination on a case has as much evidence as necessary in order to reach the correct
decision. You should let the investigator know if you need any reasonable adjustments
made.

| do not intimidate or attempt to intimidate any person who is likely to be involved with the
administration of any investigation or proceedings.

However much you may be concerned about allegations that you or a fellow councillor
failed to comply with the Code of Conduct, it is always wrong to intimidate or attempt to
intimidate any person involved in the investigation or hearing. Even though you may not
have breached the Code of Conduct, you will have your say during any independent
investigation or hearing, and you should let these processes follow their natural course. If
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you seek to intimidate a witness in an investigation about your conduct, for example, you
may find yourself subject to another complaint that you breached this paragraph of the
Code of Conduct.

When does the duty not to intimidate start and how do | avoid allegations of
intimidation?

Once there is the possibility of a complaint that the Code of Conduct has been broken,
councillors need to be alert to how their behaviour towards potential witnesses or officers
involved in handling of their case may be viewed. However innocently the contact is
intended or may appear, great care should be taken when councillors deal with people
involved with their case.

You should refer to your principal authority’s procedures and protocol for dealing with
alleged breaches of your Code of Conduct.

| comply with any sanction imposed on me following a finding that | have breached the
Code of Conduct.

Fair, consistent, and proportionate sanctions help to ensure the integrity of the standards
framework and thus maintain public trust and confidence in councillors, your role, and your
authorities. It is important that councillors and local authorities take standards of conduct
seriously and the use of sanctions helps to demonstrate this.

Failure to comply with sanctions can bring the standards framework into disrepute.

Part 3 - Protecting your reputation and the reputation of the local
authority

Registration of gifts, hospitality and interests
Gifts and hospitality

As a councillor:

| do not accept gifts or hospitality, irrespective of estimated value, which could give rise to
real or substantive personal gain or a reasonable suspicion of influence on my part to
show favour from persons seeking to acquire, develop or do business with the local
authority or from persons who may apply to the local authority for any permission, licence
or other significant advantage.

| register with the monitoring officer any gift or hospitality with an estimated value of at
least £50 within 28 days of its receipt.

| register with the monitoring officer any significant gift or hospitality that | have been
offered but have refused to accept.

In order to protect your position and the reputation of the council, you should exercise
caution in accepting any gifts or hospitality which are (or which you reasonably believe to
be) offered to you because you are a councillor. The presumption should always be not to
accept significant gifts or hospitality. However, there may be times when such a refusal
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may be difficult if it is seen as rudeness in which case you could accept it but must ensure
it is publicly registered.

However, you do not need to register gifts and hospitality which are not related to your role
as a councillor, such as Christmas gifts from your friends and family. It is also important to
note that it is appropriate to accept normal expenses and hospitality associated with your
duties as a councillor. If you are unsure, do contact the clerk for guidance.

What does “hospitality” mean?

Hospitality can be defined as any food, drink, accommodation, or entertainment freely
provided or heavily discounted.

How much detail should | include on the register?

Where you register gifts or hospitality you should include the name of the person or
organisation who gave you the gift or hospitality; the date on which you received it; the
reason it was given; and its value or estimated value.

How do | know if gifts or hospitality have been offered to me because of my role as
a councillor?

The Code says you must register any gift or hospitality received in your capacity as a
councillor if the estimated value exceeds £50 or such other limit as agreed by your council.

You should ask yourself whether you would have received the gift or hospitality if you were
not on the council. If you are in doubt as to the motive behind an offer of a gift or
hospitality, we recommend that you register it or speak to the clerk before deciding
whether to accept it. You should also refer to the council’s policy on gifts and hospitality.

You do not need to register gifts and hospitality which are not related to your role as a
councillor, such as Christmas gifts from your friends and family, or gifts which you do not
accept. However, you should apply common sense when you consider how receipt of a gift
might be interpreted. For example, if a birthday present arrives from a family friend who is
also the chair of a local community group just before a funding application from the group
is due to be considered, then you need to think about how this would be interpreted by a
reasonable member of the public.

What about gifts or hospitality | do not accept?

The Code makes it clear that the presumption is that you do not normally accept gifts or
hospitality. While gifts or hospitality can be offered for benign reasons it is important for
your reputation, the reputation of the council and the need to reassure the public that
decision-making is not being improperly influenced that you do not accept gifts or
hospitality wherever possible.

Simply accepting gifts or hospitality and then registering it does not mean that it may be
seen as reasonable. Accepting an expensive meal from somebody who is negotiating for a
contract with the council, for example, is not ‘made right’ by being recorded on a public
register.

There will be times, however, where turning down hospitality or gifts could be seen as
causing unnecessary offence. For example, if you have been invited as a councillor to a
local festival or faith celebration along with other members of the community then it may
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be entirely appropriate to accept the hospitality. However, you should always exercise
particular caution if the organisers are involved in ongoing negotiations with the council on
a particular matter.

Where you are offered a gift or hospitality but decline it you should nevertheless notify the
principal authority’s monitoring officer. That helps the council to identify if there are any
patterns and to be aware of who might be seeking to influence the council.

What about gifts or hospitality that falls below the limit in the Code?

You should always notify the principal authority’s monitoring officer of any gift or hospitality
offered to you if it could be perceived as something given to you because of your position,
especially where the gift or hospitality is from somebody who has put in an application to
the council (or is about to) even where that hospitality falls below £50 or the limit set by the
council.

While that would not be a matter for the public register it again allows the council to be
aware of any patterns.

Also, an accumulation of small gifts you receive from the same source over a short period
of say a couple of months that add up to £50 or over should be registered in the interests
of transparency.

What if | do not know the value of a gift or hospitality?

The general rule is, if in doubt as to the value of a gift or hospitality, you should register it,
as a matter of good practice and in accordance with the principles of openness and
accountability in public life. You may therefore have to estimate how much a gift or
hospitality is worth. For example, if you attend a dinner as a representative of the council
which has been pre-paid by the sponsors you would need to make an informed judgment
as to its likely cost.

What if I'm at an event but don’t have the hospitality or only have a small amount?

The best way to preserve transparency is for you to assess the hospitality on offer,
whether it is accepted or not. This is because it would clearly not be in your interests to be
drawn into arguments about how much you yourself ate or drank at a particular occasion.
For example, you may find yourself at a function where relatively lavish hospitality is on
offer, but you choose not to accept it. You may go to a champagne reception but drink a
single glass of orange juice for example.

As a guide you should consider how much a person could reasonably expect to pay for an
equivalent function or event run on a commercial basis. What you have been offered is the
value of the event regardless of what you actually consumed. Clearly where you are in any
doubt the prudent course is to register the hospitality.

Is there a minimal threshold where | wouldn’t have to notify the monitoring officer?

The Code is about ensuring that there is transparency and accountability about where
people may be trying to influence you or the council improperly. However, in the course of
your duties as a councillor you will be offered light refreshments or similar on many
occasions. It is perfectly acceptable to have a cup of tea or biscuits at a meeting with
residents at the local community centre for example and there may be times when an

34



external meeting lasts all day and the organisers offer you a sandwich lunch and
refreshments.

The Government’s guide to the Bribery Act for employers says that ‘the Government does
not intend that genuine hospitality or similar business expenditure that is reasonable and
proportionate be caught by the Act, so you can continue to provide bona fide hospitality,
promotional or other business expenditure. In any case where it was thought the
hospitality was really a cover for bribing someone, the authorities would look at such things
as the level of hospitality offered, the way in which it was provided and the level of
influence the person receiving it had on the business decision in question. But, as a
general proposition, hospitality or promotional expenditure which is proportionate and
reasonable given the sort of business you do is very unlikely to engage the Act.’

You should use your discretion and think how it might look to a reasonable person but
always seek the views of the clerk if in doubt.

What are ‘normal expenses and hospitality associated with your duties as a
councillor’?

As well as the minimal threshold hospitality above there may be times when you are paid
expenses which include an element for food and drink as part of your role.

The focus of the Code is on the source of the hospitality and its nature. Hospitality does
not need to be registered where it is provided or reimbursed by the council or where it is
clearly ancillary to the business being conducted, such as an overnight stay for an away-
day. Therefore, hospitality at a civic reception or mayor’s ball would not need to be
registered.

However, the hospitality should be registered if it is provided by a person or body other
than the council and is over and above what could reasonably be viewed as ancillary to
the business conducted. You might meet dignitaries or business contacts in council
offices. However, if such meetings take place in other venues, such as at cultural or
sporting events, this should be registered as hospitality.

If you are away at a conference and you are offered entertainment by a private company
or individual or attend a sponsored event you should consider registering it.

What if my role involves me attending regular events or receiving gifts or
hospitality?

Some roles in a council will inevitably involve being offered more entertainment than
others because of the ‘ambassadorial’ nature of the role. For example, the mayor or chair
of the council may be invited to a number of functions.

Although the mayor or chair, for example, may attend some social functions, they are not
exempt from the requirement to register hospitality as individual councillors. However,
where the hospitality is extended to the office holder for the time being rather than the
individual, there is no requirement under the Code to register the hospitality against your
individual register. The question a councillor needs to ask themselves is, “Would | have
received this hospitality even if | were not the mayor/chair?” If the answer is yes, then it
must be registered.
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If matters are recorded on a mayor or chair’s register any entry on the register should
make it clear that gifts or hospitality are being accepted because of the office held and,
where possible, any gifts accepted should be ‘donated’ to the council or to charity or as
raffle prizes for example.

Gifts that are clearly made to the council, for example a commemorative goblet which is
kept on display in the council’s offices, do not need to be registered in the councillor’s
register of gifts and hospitality. However, such gifts ought to be recorded by the council for
audit purposes.

Register of interests

Section 29 of the Localism Act 2011 requires the monitoring officer of the local council’s
principal authority to establish and maintain a register of interests of members of the
council.

You need to register your interests so that the public, council officers and fellow councillors
know which of your interests might give rise to a conflict of interest. The register is a public
document that can be consulted when (or before) an issue arises. The register also
protects you by allowing you to demonstrate openness and a willingness to be held
accountable. You are personally responsible for deciding whether or not you should
disclose an interest in a meeting, but it can be helpful for you to know early on if others
think that a potential conflict might arise. It is also important that the public know about any
interest that might have to be disclosed by you or other councillors when making or taking
part in decisions, so that decision-making is seen by the public as open and honest. This
helps to ensure that public confidence in the integrity of local governance is maintained.

Within 28 days of becoming a member or your re-election or re-appointment to office you
must register with the monitoring officer of your council’s principal authority the interests
which fall within the categories set out in Table 1 (Disclosable Pecuniary Interests) which
are as described in The Relevant Authorities (Disclosable Pecuniary Interests) Regulations
2012. You should also register details of your other personal interests which fall within the
categories set out in Table 2 (Other Registerable Interests).

You must register two different categories of interests:

Disclosable Pecuniary Interests — these are categories of interests which apply to you and
your partner. The categories are set out in regulations made under s27 of the Localism Act
2011 and knowing non-compliance is a criminal offence.

Other registerable interests — these are categories of interest which apply only to you and
which should be registered as an aid to transparency.

Further details about these two categories follow. For guidance on when these interests
give rise to a matter which needs to be declared at a meeting see the guidance on
declaring interests in Part 3.

Declarations of interest
As a councillor:

| register and disclose my interests.
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Section 29 of the Localism Act 2011 requires the monitoring officer of the local council’s
principal authority to establish and maintain a register of interests of councillors.

You need to register your interests so that the public, council officers and fellow councillors
know which of your interests might give rise to a conflict of interest. The register is a
public document that can be consulted when (or before) an issue arises. The register also
protects you by allowing you to demonstrate openness and a willingness to be held
accountable. You are personally responsible for deciding whether or not you should
disclose an interest in a meeting, but it can be helpful for you to know early on if others
think that a potential conflict might arise. It is also important that the public know about any
interest that might have to be disclosed by you or other councillors when making or taking
part in decisions, so that decision making is seen by the public as open and honest. This
helps to ensure that public confidence in the integrity of local governance is maintained.

You should note that failure to register or disclose a disclosable pecuniary interest as set
out in Table 1 of the Code, is a criminal offence under the Localism Act 2011.

Appendix B of the Code sets out the detailed provisions on registering and disclosing
interests. If in doubt, you should always seek advice from the clerk.

This part of the Code is about the registering of your interests and then how to go about
declaring or managing your interests.

At heart there is a simple principle — as public decision-makers, decisions must be made in
the public interest and not to serve private interests. However, the rules to set out whether
you have an interest or not in any given situation can be complex given the infinite variety
of issues that may arise. This guidance is to help you steer a way through those rules.

The Code therefore requires councillors to declare interests in certain circumstances.
Disclosure, in the register and at meetings, is about letting members of the public and
interested parties know where you are coming from when involved in decision making and
is to enable you to be ‘up front’ about who you are and what your conflicts of interest might
be. Conflicts of interest in decision making as a councillor, and what in public law is known
as ‘apparent bias’, are an established part of the local government legal landscape. The
Seven Principles of Public Life and the Model Code require councillors to act impartially
(i.e. not be biased) when carrying out their duties (see also guidance on bias and
predetermination).

A single councillor who is guilty of bias is enough to strike out the whole decision when
challenged before the courts. This can cause huge cost and reputational damage for the
council, yet is seldom due to actual corruption or even consciously favouring a personal
interest over the public interest on the part of the councillor involved and may have no
repercussions for them personally.

The object of this part of the Code is therefore twofold.

Firstly, it is to provide an explanation and a guide to the public and councillors as to what is
or isn’t a conflict of interest and then how a conflict between the interest you may hold as
an individual councillor and the public interest you must hold as a decision maker of a
public authority can be best managed.

Secondly, the Code provides a means to hold an individual councillor to account for their
actions when they fail to manage that conflict of interest properly and put the decision of
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the public authority, including the public purse, and decisions around individuals’ daily
lives, at risk.

The test at law for apparent bias is ‘would a fair-minded and informed observer, having
considered the facts, conclude that there was a real possibility of bias’. This is why you will
see this question reflected in the Code when you are asked to consider whether or not you
should participate in a meeting where you have a conflict of interest.

The Code contains three different categories of interests — Disclosable Pecuniary Interests
(DPI); Other Registerable Interests (ORI); and Non-Registerable Interests (NRI).

For the first two categories these are interests which must be recorded on a public register
except in limited circumstances (see guidance on Registration of Interests). The third
category do not need to be recorded on the register but will need to be declared as and
when they arise.

This means an interest may arise not just from interests already on your register. There
will also be times when, although the interest does not personally involve you, it may
involve a relative or close associate. You are not expected to register every interest of
those people, but you will need to declare them as and when they might arise. These are
referred to in the Code as ‘non-registerable interests’.

As a brief summary, the requirements of the Code apply where:

e you or someone you are associated with has an interest in any business of your
council, and

e where you are aware or ought reasonably to be aware of the existence of that
interest, and

e you attend a meeting of your council at which the business is considered.

You must disclose to that meeting the existence and nature of your interests at the start of
the meeting, or when the interest becomes apparent. It is usual to have for any
declarations of interest at the start of the meeting but it is good practice also to ask again
at the start of any agenda item. For example, members of the public may only be present
for a specific item so will not have heard the declaration at the start, and a councillor may
only become aware of the interest part-way through the meeting or item in any case.

And there will be times that because your interest is so close to the matter under
discussion you will not be able to take part in that item of business. Those circumstances
are explained in greater detail for each category of interest below.

This means there are three types of interest which you may have to declare:

e Disclosable Pecuniary Interests (Part A of the Register);
e Other Registerable Interests (Part B); and
e Non-registerable interests.

Guidance is given below on each of these categories in turn.
Disclosable Pecuniary Interests

(Annex B, paragraphs 4 and 5)
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Disclosable Pecuniary Interests (DPIs) were introduced by s30 of the Localism Act 2011.
They are a category of interests which relate to the councillor and/or their partner, such as
financial interests of you or your partner such as your house or other property, or if you
have a job or own a business. The categories are set out in regulations made under the
Act and are in Table 1 of Annex B of the Code.

‘Partner’ is defined by regulations as your ‘spouse or civil partner, a person with whom you
are living as husband or wife, or a person with whom you are living as if you are civil
partners.’

They must be registered and, where they come up in a meeting, declared. Failure
knowingly to register or declare a DPI is a criminal offence under the Localism Act.

The Localism Act says that if you are present at a meeting of the Council, or any
committee, sub-committee, joint committee or joint sub-committee of the council, and you
have a Disclosable Pecuniary Interest in any matter to be considered or being considered
at the meeting:

e you may not participate in any discussion of the matter at the meeting

e you may not participate in any vote taken on the matter at the meeting

e if the interest is not registered, you must disclose the interest to the meeting

e if the interest is not registered and is not the subject of a pending notification, you
must notify the monitoring officer of the interest within 28 days.

The Act says you need to declare the nature of the interest only if it is not on the public
register. In addition, your council’s rules might require you to leave the room where the
meeting is held while any discussion or voting takes place.

However, the Model Code states that it is important to declare the nature of the interest
and to withdraw while the item is being dealt with. This aids transparency for the public
and helps avoid accusations that you may be seeking to influence the outcome by
remaining in the room even if your council’s rules don’t explicitly require it.

If you have a DPI, you may in certain circumstances be granted a dispensation to take part
(see guidance on Dispensations).

When does a Disclosable Pecuniary Interest arise?
The Localism Act uses the phrase ‘you have a DPI in any matter...’

This wording has led to some confusion as to what circumstances would lead to the need
to declare a DPI. The Explanatory Notes to the Localism Act say that s31 of the Act
“requires a member of a relevant authority to disclose a disclosable pecuniary interest that
they are aware of (apart from a sensitive interest), at a meeting or if acting alone, where
any matter to be considered relates to their interest. ... It prohibits a member from
participating in discussion or voting on any matter relating to their interest or, if acting
alone, from taking any steps in relation to the matter (subject to any dispensations).” [our
emphasis].

This means you have a DPI in a matter when the matter being discussed directly relates to
your registered interest or that of your partner, rather than simply affecting it.
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For example, if you have registered 1 Acacia Avenue as your address, you would have a
DPI if you put in a planning application for 1 Acacia Avenue, or if the whole of Acacia
Avenue was being considered for a Resident Parking Zone.

You would not have a DPI if 3 Acacia Avenue had put in a planning application as the
matter does not directly relate to your registered interest. You may however have a non-
registerable interest (see below) as the application may indirectly affect your property.

Other Registerable Interests
(Paragraphs 6, 8 and 9 of Annex B)
The second category of interests are Other Registerable Interests (ORIs).

If you have an ORI — that is an interest which falls within the categories in Table 2 in
Annex B - the Code says you should not participate in the relevant business in two
circumstances:

e when a matter directly relates to the finances or well-being of that interest.
(paragraph 6); or

e when a matter affects the finances or well-being of that interest to a greater extent
than it affects the majority of inhabitants; and a reasonable member of the public
would thereby believe that your view of the public interest would be affected
(paragraphs 8 and 9).

An interest ‘directly relates’ to an outside body where the council is taking a decision which

directly relates to the funding or well-being of that organisation.

For example, under a) if you are a member of a local group which has applied for funding

from the council, or if you are a member of an organisation which has submitted a planning

application, the decision directly relates to that organisation.

In such a case you must not take part in any discussion or vote on the matter. You can
speak on the matter before withdrawing but only where the public are also allowed to
address the meeting. For example, you may want to put forward the group’s case as to
why it has applied for funding, but representatives from competing organisations would
also need to be able to make their case.

If the public are not allowed to address the meeting on that item, you would need, if
necessary, to get another councillor who did not have an ORI to make any relevant case.

If the council is simply discussing that outside organisation but not making a decision
which relates to its finances or well-being that does not directly relate to the organisation
as there is no direct impact on the organisation which would give rise to a conflict of
interest.

Under b) if you are on the committee of the local village hall and an application for a
licence for another venue in the village is made which may take trade away from the
village hall then the matter would affect the village hall and a reasonable person would
believe that would affect your view of the public interest so those two tests are met.

You would not have an interest if the council was discussing early planning for an event,
which may or may not be held in the village hall as there would be no direct financial
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impact at that time. When the plans crystallised then an interest would arise as a decision
would be made which would have financial implications.

There will also be circumstances where you do not need to declare an interest even
though the matter may be relevant to the wider aims of an organisation of which you are a
member. For example, if you are a member of a charity such as the Royal Society for the
Protection of Birds (RSPB), you do not need to declare an interest every time the council
might discuss matters relating to habitats or conservation issues. Those issues may reflect
the wider aims of RSPB, but they do not directly relate to or affect the organisation and
your mere membership of the organisation has no bearing on the matter.

If you were in a position of control or general management in that body and the
organisation was campaigning actively on the specific issue being discussed or you
personally were campaigning actively on that specific issue the situation would be
different. In those circumstances you may have an interest and there is a risk of
predetermination. Where there is doubt you should always seek advice from the clerk.

As with DPIs you can be granted a dispensation (see below) and if the interest has not
been registered or notified to the monitoring officer you should do so within 28 days of the
meeting.

Non-Registerable Interests
(paragraphs 7, 8 and 9 of Annex B)
The third category of interests is Non-Registerable Interests (NRIs).

An NRI arises where the interest is that of yourself or your partner which is not a DPI or of
a relative or close associate (see definition below).

As a councillor you are not expected to have to register the interests of your relatives or
close associates but under the Code you are expected to declare them as and when
relevant business occurs which affects their finances or well-being. The Code says you
should not participate in the relevant business in two circumstances:

1. when a matter directly relates to that interest; or

2. when a matter affects that interest to a greater extent than it affects the majority of
inhabitants and a reasonable member of the public would thereby believe that your
view of the public interest would be affected

For example, under a) if your son has submitted a planning application the matter directly
relates to your relative. You must not take part in any discussion or vote on the matter.

For example, under b) there has been an application made to build several units of
housing on a field adjacent to your business partner’s home. It is not their application, but
they will be more affected by the application than the majority of people so again you
would be expected to declare the interest and withdraw.

Similarly, an application for the property next door to you does not directly relate to your
property so it is not a DPI, but you would instead need to declare an NRI.

In all of these cases you can speak on the matter before withdrawing but only where the
public are also allowed to address the meeting. If the public are not allowed to address the
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meeting on that item, you would need if necessary, to get another councillor who did not
have an NRI to make any relevant case or to represent the wider views of residents.

As with DPIs you can be granted a dispensation (see below).
What is the difference between ‘relates to’ and ‘affects’?

Something relates to your interest if it is directly about it. For example, the matter being
discussed is an application about a particular property in which you or somebody
associated with you or an outside body you have registered has a financial interest.

‘Affects’ means the matter is not directly about that interest but nevertheless the matter
has clear implications for the interest — for example, it is a planning application for a
neighbouring property which will result in it overshadowing your property. An interest can
of course affect you, your family or close personal associates positively and negatively.
So, if you or they have the potential to gain or lose from a matter under consideration, an
interest would need to be declared in both situations.

What does “affecting well-being” mean?

The term ‘well-being’ can be described as a condition of contentedness and happiness.
Anything that could affect your quality of life or that of someone you are closely associated
with, either positively or negatively, is likely to affect your well-being. There may, for
example, be circumstances where any financial impact of a decision may be minimal but
nevertheless the disruption it may cause to you or those close to you could be significant.
This could be on either a temporary or permanent basis. Temporary roadworks in your
street may affect your well-being on a temporary basis. Closure of a local amenity may
have a more permanent impact on your well-being if you use it more than the majority of
people in the area.

What are the definitions of relative or close associate?

The Code does not attempt to define “relative” or “close associate”, as all families vary.
Some people may have very close extended families, but others will have more distant
relations. You should consider the nature of your relationship with the person (e.g. whether
they are a close family member or more distant relation). The key test is whether the
interest might be objectively regarded by a member of the public, acting reasonably, as
potentially affecting your responsibilities as a councillor. It would be a person with whom
you are in either regular or irregular contact with over a period of time who is more than an
acquaintance. It is someone a reasonable member of the public might think you would be
prepared to favour or disadvantage when discussing a matter that affects them. It may be
a friend, a colleague, a business associate or someone whom you know through general
social contacts. A close associate may also be somebody to whom you are known to show
animosity as you might equally be viewed as willing to treat them differently.

What if | am unaware of the interest?

You can only declare an interest in a matter if you are aware of the interest. For example,
a sports club of which your father-in-law is a chair may have made an application to the
council. You may not be aware that he is the chair, and you are not expected to have to
ask about the social affairs of your relatives or acquaintances simply because you are a
councillor. However, you would need to declare an interest as soon as you became aware.
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A reasonable member of the public would expect you to know of certain interests of
course, so it is, for example, reasonable that you would be expected to know your
daughter’s address or job but not necessarily any shareholdings she might have. While it
is therefore your decision as to whether or not to declare an interest, you should always
consider how it might seem to a reasonable person and if in doubt always seek advice
from the clerk.

Do | always have to withdraw if | have an Other Registerable Interest or a Non-
Registerable Interest to declare?

Where you have declared a DPI the Localism Act says you must always withdraw from
participation unless you have a dispensation.

If the matter is an ORI or NRI you must always withdraw from participation where the
matter directly relates to that interest unless you have a dispensation.

If it is something which affects the financial interest or well-being of that interest you are
asked to declare it and the Code then asks you to apply a two-part test before considering
whether to participate in any discussion and/or vote:

e Does the matter affect the interest more than it affects the maijority of people in the
area to which the business relates?

For example, if a major development affects the settlement where your sister lives
and your sister would be no more affected than anybody else — for example, she
lives at the other end of the settlement rather than next door to the development,
the answer would be no. If the answer is yes, you then ask:

¢ Would a reasonable member of the public knowing all the facts believe
that it would affect your judgment of the wider public interest?

This is similar to the test for bias (see guidance on predetermination and bias) and if the
answer is yes to that question then you must not take part in the meeting.

Examples

You help to run a food bank and are considering a motion to investigate the causes of
poverty. A reasonable member of the public would not think that fact would affect your
view of the wider public interest.

You are over 65 and are taking part in a discussion about provisions for older people. You
would be more affected than the majority, but a reasonable member of the public would
not think that fact would affect your view of the wider public interest.

You are discussing closure of allotments where your brother has a plot. A reasonable
member of the public would think that fact would affect your view of the wider public
interest because of the direct effect on your brother.

What does ‘withdraw from the meeting’ mean?

When you withdraw from the meeting that means you must not be present in the room
during the discussion or vote on the matter. If the public are allowed to speak at the
meeting then you would be granted the same speaking rights as the public and would
need to comply with the same rules — for example, giving notice in advance or abiding by

time limits. However, unlike the public you would then withdraw once you had spoken.
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This would be true at a committee meeting, for example, even if you are not a member of
the committee but are simply attending as a member of the public. By staying in the room,
even though you are not permitted to speak or vote, it is a long-held doctrine of case law
that a councillor may still influence the decision or might gather information which would
help in the furtherance of his or her interest. It is therefore in the public interest that a
councillor, after having made any representations, should withdraw from the room, and
explain why they are withdrawing.

These rules would apply to virtual meetings as they would to physical meetings. For
example, after having spoken you should turn off your microphone and camera and may
be moved to a ‘virtual waiting room’ while the item is discussed.

Dispensations

Wherever you have an interest the Code allows you to apply for a dispensation. The
Localism Act sets out arrangements for applying for a dispensation where you have a DPI
but is silent about dispensations for other types of interest as they are not statutory
interests. A similar process should however be set out in your standing orders or
Dispensation Policy for ORIs and NRIs.

A dispensation must be applied for in writing to the ‘Proper Officer’ (the clerk) in good time
before the relevant meeting and will be considered according to the council’s scheme of
delegation for considering a dispensation. The circumstances whereby a dispensation may
be granted are where -

e ltis considered that without the dispensation the number of persons
prohibited from participating in any particular business would be so great
a proportion of the body transacting the business as to impede the
transaction of the business.

e ltis considered that without the dispensation the representation of
different political groups on the body transacting any particular business
would be so upset as to alter the likely outcome of any vote relating to the
business.

e That the authority considers that the dispensation is in the interests of
persons living in the authority’s area.

e That the authority considers that it is otherwise appropriate to grant a
dispensation.

What is a ‘sensitive interest’?

There are circumstances set out in the Localism Act where you do not need to put an
interest on the public register or declare the nature of an interest at a meeting although
you would have to declare in general terms that you have an interest. These are so-called
‘sensitive interests’.

An interest will be a sensitive interest if the two following conditions apply:

a) That you have an interest (whether or not a DPI); and

b) the nature of the interest is such that you and the principal authority’s monitoring
officer consider that disclosure of the details of the interest could lead to you or a
person connected to you being subject to violence or intimidation.
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Where it is decided that an interest is a “sensitive interest” you must inform the monitoring
officer of the interest so that a record is kept but it will be excluded from published versions
of the register. The monitoring officer may state on the register that the councillor has an
interest, the details of which are excluded under that particular section.

Where the sensitive interest crops up in a meeting the usual rules relating to declaration
will apply except that you will only be required to disclose that you hold an interest in the
matter under discussion but do not have to say what that interest is. The Localism Act sets
out the scheme where the DPI is a sensitive interest. Your council’s procedures should
allow for similar arrangements for other registerable or declarable interests.

For example, if your sister has been subject to domestic violence such that the perpetrator
has been served with a Domestic Violence Protection Order you would not be expected to
disclose your sister’s address to a meeting.

What do | do if | need advice?

If you are unsure as to whether you have an interest to declare you should always seek
advice from the clerk.

The Golden Rule is be safe —seek advice if in doubt before you act.

Bias and Predetermination

Bias and predetermination are not explicitly mentioned in the Code of Conduct. The Code
provisions on declarations of interest are about ensuring you do not take decisions where
you or those close to you stand to lose or gain improperly (see guidance on declarations of
interest)

There is however a separate concept in law dealing with bias and predetermination which
exists to ensure that decisions are taken solely in the public interest rather than to further
private interests.

Both the courts and legislation recognise that councillors are entitled, and indeed
expected, to have and to have expressed their views on a subject to be decided upon by
the council. In law, there is no pretence that such democratically accountable decision-
makers are intended to be independent and impartial as if they were judges or quasi-
judges.

Nonetheless, decisions of public authorities do involve consideration of circumstances
where a decision-maker must not act in a way that goes to the appearance of having a
closed mind and pre-determining a decision before they have all of the evidence before
them and where they have to act fairly. Breaches of the rules of natural justice in these
circumstances have and do continue to result in decisions of local authorities being
successfully challenged in the courts. These issues are complex, and advice should be
sought and given in the various situations that come up, which is why there are no direct
paragraphs of the Code covering this, although it does overlap with the rules on
declarations of interest.

While declaring interests will to some extent deal with issues of bias, there will still be
areas where a formal declaration is not required under the Code, but councillors need to

be clear that they are not biased or predetermined going into the decision-making process.
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Otherwise the decision is at risk of being challenged on appeal or in the courts. To quote a
leading judgment in this field "All councillors elected to serve on local councils have to be
scrupulous in their duties, search their consciences and consider carefully the propriety of
attending meetings and taking part in decisions which may give rise to an appearance of
bias even though their actions are above reproach.” 2

The rules against bias say that there are three distinct elements.
The first seeks accuracy in public decision-making.

The second seeks the absence of prejudice or partiality on the part of you as the decision-
maker. An accurate decision is more likely to be achieved by a decision-maker who is in
fact impartial or disinterested in the outcome of the decision and who puts aside any
personal strong feelings they may have had in advance of making the decision.

The third requirement is for public confidence in the decision-making process. Even
though the decision-maker may in fact be scrupulously impartial, the appearance of bias
can itself call into question the legitimacy of the decision-making process. In general, the
rule against bias looks to the appearance or risk of bias rather than bias in fact, in order to
ensure that justice should not only be done but should manifestly and undoubtedly be
seen to be done.

To varying degrees, these “requirements” might be seen to provide the rationales behind
what are generally taken to be three separate rules against bias: “automatic” (or
“presumed”) bias, “actual” bias, and “apparent” bias.

The rationale behind “automatic” or “presumed” bias appears to be that in certain
situations (such as if you have a pecuniary or proprietary interest in the outcome of the
proceedings) then it must be presumed that you are incapable of impartiality. Since a
motive for bias is thought to be so obvious in such cases, the decisions are not allowed to
stand even though no investigation is made into whether the decision-maker was biased in
fact. In these circumstances you should not participate in the discussion or vote on the
issue. These are covered by the Code’s requirement to declare certain interests and
withdraw from participation (see guidance on declaration of interests).

A single councillor who is guilty of bias is enough to strike out the whole decision when
challenged before the courts. This can cause huge cost and reputational damage for the
council yet is seldom due to actual corruption or even consciously favouring a personal
interest over the public interest on the part of the councillor involved and may have no
repercussions for them personally.

Predetermination

The Localism Act 2011 has enshrined the rules relating to pre-disposition and
predetermination into statute. In essence you are not taken to have had, or appeared to
have had, a closed mind when making a decision just because you have previously done
anything that directly or indirectly indicated what view you may take in relation to a matter
and that matter was relevant to the decision.

2 Kelton v Wiltshire Council [2015] EWHC 2853 (Admin)
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Predetermination at a meeting can be manifested in a number of ways. It is not just about
what you might say, for example, but it may be shown by body language, tone of voice or
overly-hostile lines of questioning for example.

You are therefore entitled to have a predisposition one way or another as long as you have
not pre-determined the outcome. You are able to express an opinion providing that you
come to the relevant meeting with an open mind and demonstrate that to the meeting by
your behaviour, that you are able to take account of all of the evidence and make your
decision on the day.

How can bias or predetermination arise?

The following are some of the potential situations in which predetermination or bias could
arise.

Connection with someone affected by a decision

This sort of bias particularly concerns administrative decision-making, where the council
must take a decision which involves balancing the interests of people with opposing views.
It is based on the belief that the decision-making body cannot make an unbiased decision,
or a decision which objectively looks impartial, if a councillor serving on it is closely
connected with one of the parties involved.

For example, a principal authority councillor also belongs to a local council that has
complained about the conduct of an officer of the principal authority. As a result of the
complaint the officer has been disciplined. The officer has appealed to a councillor panel
and the councillor seeks to sit on the panel hearing the appeal. The councillor should not
participate.

Contrast this with:

The complaint about the officer described above is made by the local office of a national
charity of which the councillor is an ordinary member and is not involved with the local
office. The councillor should be able to participate in this situation because the matter is
not concerned with the promotion of the interests of the charity.

Improper involvement of someone with an interest in the outcome

This sort of bias involves someone who has, or appears to have, inappropriate influence in
the decision being made by someone else. It is inappropriate because they have a vested
interest in the decision.

For example, a principal authority receives an application to modify the Definitive Map of
public rights of way. A panel of councillors are given delegated authority to make the
statutory modification Order. They have a private meeting with local representatives of a
footpath organisation before deciding whether the Order should be made. However, they
do not give the same opportunity to people with opposing interests.

Prior involvement

This sort of bias arises because someone is being asked to make a decision about an
issue which they have previously been involved with. This may be a problem if the second
decision is a formal appeal from the first decision, so that someone is hearing an appeal
from their own decision. However, if it is just a case of the person in question being
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required to reconsider a matter in the light of new evidence or representations, it is unlikely
to be unlawful for them to participate.

Commenting before a decision is made

Once a lobby group or advisory body has commented on a matter or application, it is likely
that a councillor involved with that body will still be able to take part in making a decision
about it. But this is as long as they do not give the appearance of being bound only by the
views of that body. If the councillor makes comments which make it clear that they have
already made up their mind, they may not take part in the decision.

If the councillor is merely seeking to lobby a public meeting at which the decision is taking
place but will not themselves be involved in making the decision, then they are not
prevented by the principles of predetermination or bias from doing so. Unlike private
lobbying, there is no particular reason why the fact that councillors can address a public
meeting in the same way as the public should lead to successful legal challenges.

For example, a council appoints a barrister to hold a public inquiry into an application to
register a village green. The barrister produces a report where he recommends that the
application is rejected. A councillor attends a meeting in one of the affected wards and
says publicly: “speaking for myself | am inclined to go along with the barrister’s
recommendation”. He later participates in the council’s decision to accept the barrister’s
recommendation. At the meeting the supporters of the application are given an opportunity
to argue that the recommendation should not be accepted.

This is unlikely to give rise to a successful claim of predetermination or bias. The
statement made by the councillor only suggests a predisposition to follow the
recommendation of the barrister’s report, and not that he has closed his mind to all
possibilities. The subsequent conduct of the meeting, where supporters of the application
could try and persuade councillors to disagree with the recommendation, would confirm
this.

Another example is where a developer entered into negotiations to acquire some surplus
council land for an incinerator. Planning permission for the incinerator had already been
granted. Following local elections there is a change in the composition and political control
of the council. After pressure from new councillors who have campaigned against the
incinerator and a full debate, the council’s executive decides to end the negotiations. This
is on the grounds that the land is needed for housing and employment uses.

The council’s decision is unlikely to be found to be biased, so long as the eventual
decision was taken on proper grounds and after a full consideration of all the relevant
issues.

What do | do if | need advice?

If you are unsure as to whether your views or any action you have previously taken may
amount to predetermination you should always seek advice from the clerk

The Golden Rule is be safe —seek advice if in doubt before you act.
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APPENDIX D

LOPC | Finance Transfer of money Insurance in place and ensure person in charge of the Clerk/RFO/
R6 to and from the money follows procedures Full Council
bank Periodic internal check completed by the Clerk/Councillors
On-line banking set up for payment
LOPC | Finance Financial Controls Bank accounts reconciled monthly and reported to the Full Clerk/RFO/
R7 and records Council on a bi-monthly basis to ensure transactions are Full Council
correctly reflected in the financial information presented to
Council
Internal Auditor to check procedures and External Auditors
review accounts annually
Periodic internal check completed by the Clerk
Periodic internal check completed by a nominated Councillor
LOPC | Finance Financial Financial Regulations are reviewed, updated (if required) Full Council/
R8 regulations and adopted by Members at the Annual Meeting of the Clerk/RFO
Council in May (or when required). This includes procedures
that are designed to prevent fraud and irregularities.
LOPC | Finance Compliance with VAT reports and claims submitted quarterly via HMRC online Clerk/RFO
R9 HMRC Regulations portal.
(VAT) Internal and External Auditors provide further check.
Periodic internal check completed by the Clerk
LOPC | Finance Sound budgeting to Full Council receive details of budget/ actual forecast Full Council/
R10 underlie annual reports. Precept derived from this. Clerk/RFO
precept Agreed and approved by Full Council in January.
LOPC | Finance Compliance with None currently. To be reviewed and amended once terms
R11 borrowing and conditions finalised with Telford & Wrekin Council in
restrictions respect of the new community centre build.
LOPC | Liability Risk to third party, Insurance in place Clerk/RFO/
R12 property, or Equipment up to date and checked regularly (daily, weekly, Deputy Clerk/
individuals and monthly as part of the routine) Projects, Events
Regular review of the H&S policy undertaken annually & Assets Officer




APPENDIX D

LOPC | Liability Third parties and Ensure bookings forms are taken and reviewed Deputy Clerk/
R13 events Insurance and other certification compliant (if required). Projects Officer/
Undertake Risk Assessments for all events Clerk
LOPC | Liability Lone working Lone working policy Clerk/RFO
R14 Regular updates with staff on the lone working procedures
On-line training through Ollie available
Update Risk Assessment and communicate to staff
LOPC | Employer Comply with Membership of various national bodies Clerk/RFO/
R15 Liability employment law Peninsula provide employment law advice Full Council
Employment law updates and advice received from
Peninsula, NALC, SALC, SLCC & ACAS.
Ensure all HR polices are reviewed and up to date
LOPC | Employer Comply with Advice from HMRC and TaxAssist Clerk/RFO/
R16 Liability HMRC Payroll outsourced to TaxAssist who provide regular updates Full Council
requirements and checks
Internal and External Auditor undertake annual checks
LOPC | Employer Safety of staff and Regular Health & Safety Risk Assessment checks of Parish Clerk/RFO/
R17 Liability visitors office and Lawley Community Centre Projects, Events
& Assets
Officer
LOPC | Employment Enabling staff to Appropriate training available to all members of staff via Clerk/RFO/
R18 deliver the various methods (SALC, SLCC, TWC, ACAS, etc) Personnel
requirements of Regular 1-2-1 meetings with the Clerk/Chair Committee
their job Bi/weekly team meetings
Annual appraisals for all staff
LOPC | Legal liability Ensuring activities Legal clarification is sought on any new proposal Clerk/RFO/
R19 are within legal Regular meetings with the Clerk. Full Council
powers Advice from Telford & Wrekin Council regarding Data
Protection, Freedom of Information Requests, etc.
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LOPC | Legal liability Proper and timely Full Council meets six times per year Clerk/RFO/
R20 reporting of Agendas, minutes and appendices made available to press Full Council/
minutes and public via the website or request to the Clerk Personnel
Personnel Committee meets quarterly Committee
LOPC | Legal liability Proper document Leases, legal documentation and personal details locked in Clerk/RFO
R21 Control cabinets within office and password protected on OneDrive.
Other data storage to comply with General Data Protection
Legislation. To be reviewed following IT migration project.
Ensure legal documentation is kept up to date
LOPC | Administration | Data integrity and Virus scans are in operation at all times using up to date Clerk/RFO
R22 resilience virus programmes
Regular back-ups are taken
Regular password changes by all staff.
LOPC | Councillors’ Declaration of Councillors Declaration of Interest completed by all Members Clerk/RFO/
R23 propriety Interest and reviewed regularly; amendments made if required. Full Council
Copies provided to Telford & Wrekin Council
LOPC | Finance Grants not spent Ensure project plans are in place for delivery of projects Clerk/RFO
R24 and required to be Understanding of the grant conditions Deputy Clerk/
return external Council maintaining good relationships with grant providers Project, Events
funding Regular updates and reviews of progress with updates and Assets
provided to Council meetings and grant providers Officer
LOPC | Liability Staff retention for Ensure regular 1-2-1 updates with staff Full Council/
R25 the delivery of Ensure cover and understanding of job roles across Clerk/
projects and organisation RFO
services Ensure training for development of staff is in place
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LOPC | Liability Reputation of the Ensure regular positive communication through all social Clerk/RFO

R26 Council through media channels Deputy
negative social Ensure correct policies and procedures in place for staff Clerk/Project,
media and staff representing or delivering projects on behalf of the Parish events and

delivering projects
and services

Council.
Ensure staff understand the impact of actions and how
projects can impact the reputation of the Council

Assets Officer




Fixed assets list

Asset
No.

Community Assets

5

7

20

21

29

30

31

33

34

35

37

39

40

42

44

52

Ref.

5

7

20

21

29

30

31

33

34

35

37

39

40

42

44

52

Description

Old Park notice board
LCC Noticeboard

COMMUNITY
DEFIBRILLATOR

2 X SIDS

COMM. GDN
NOTICEBOARD

NEW SID
The Rock noticeboard
3 x Defibrillator

Christmas lights

Christmas lights

Willow Crown

5 x welcome to Lawley signs
2 x SIDS

Defibrillator

Noticeboard

2 x Memorial benches

06/05/26 11:44 AM Vs: 9.15.02

Purchased
from

Location

Old Park

LCC

VARIOUS

COMM GDN

VARIOUS
The Rock
VARIOUS

LAWLEY
SQUARE/GRE
EN

Lawley

Community
Garden

Lawley
Community
Centre

Lawley
Community
Centre (inside)

Various

Lawley & Overdale Parish Council

Purchase
date

30/05/2017

20/07/2017

01/05/2018

12/02/2020
23/07/2023
23/10/2023

31/10/2022

23/11/2023

01/04/2023

07/06/2023
01/04/2023

19/02/2024

19/02/2024

05/10/2023

Cost

£1.00
£1.00

£1,630.00

£6,935.00

£380.00

£2,880.00
£760.00
£4,530.00

£3,600.00

£500.00

£304.49

£7,551.00
£5,403.00

£1,154.40

£64.80

£3,280.02

Current
Value

£1.00
£1.00

£1,630.00

£6,935.00

£380.00

£2,880.00
£760.00
£4,530.00

£3,600.00

£500.00

£304.49

£7,551.00
£5,403.00

£1,154.40

£64.80

£3,280.02

Yr Start
Value

£1.00
£1.00

£1,630.00

£6,935.00

£380.00

£2,880.00
£760.00
£4,530.00

£3,600.00

£500.00

£304.49

£7,551.00
£5,403.00

£1,154.40

£64.80

£3,280.02

Insurance
Value Renewal

£0.00
£0.00

£0.00

£0.00

£0.00

£0.00
£0.00
£0.00

£0.00

£0.00

£0.00

£0.00
£0.00

£0.00

£0.00

£0.00

Previous
Value

Page 1



Asset  Ref.
No.

53 53
54 54
57 57
64 64
66 66
69 69
Infrastructure
17 17
36 36
41 41
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Land & Buildings
1 1

Description

2 x gazebo

2 x event flags

NOTICEBOARD

Steel boots - VE Day 80th
Anniversary

37 Way markers for history
trail

6 x interpretation boards

PICNIC
BENCHES/BENCHES

Bench

Bench

10 x benches

Unit 2 Office

War Memorial land/structure

06/05/26 11:44 AM Vs: 9.15.02

Purchased
from

Location

Lawley
Community
Centre

Lawley
Community
Centre

Dawley/Lawley
Bank

Lawley Steel Street

Various Industry signage

Various

VARIOUS

Lawley
Community
Garden

various

Lawley Square Henry Davidson

developments

Lawley Art

Purchase
date

02/03/2022

17/03/2022

23/05/2025

01/05/2024

01/01/2024

23/08/2024

Total Values

21/09/2015

13/10/2023

13/10/2023

19/02/2024

Total Values

17/05/2013

01/09/2019

Fabrications/HE/Barratt

S

Lawley & Overdale Parish Council

Total Values

Cost

£481.67

£257.40

£760.00

£690.00

£2,697.00

£8,990.00

£52,850.78

£16,886.00

£194.40

£194.00

£450.00

£17,724.40

£133,000.00

£51,000.00

£184,000.00

Current
Value

£481.67

£257.40

£760.00

£690.00

£2,697.00

£8,990.00

£52,850.78

£16,886.00

£169.40

£194.00

£450.00

£17,699.40

£133,000.00

£51,000.00

£184,000.00

Yr Start
Value

£481.67

£257.40

£760.00

£690.00

£2,697.00

£8,990.00

£52,850.78

£16,886.00

£169.40

£194.00

£450.00

£17,699.40

£133,000.00

£51,000.00

£184,000.00

Insurance
Value Renewal
£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

Previous
Value

Page 2



Asset
No.

Ref.

Description

Vehicles & Equipment

3

10

11

12

13

14

15

16

18

19

22

23

24

25

26

27

28

3

10

1"

12

13

14

15

16

18

19

22

23

24

25

26

27

28

Badge of office

chain of Office

LCC microwave oven

LCC cooker

LCC Fridge/Freezer

Unit 2 Fridge

Unit 2 office furniture

2 x wall mounted TV screens
window display system
window blinds unit 2
freestanding cupboards LCC
HP PRINTER

2 X OFFICE CHAIRS

| X LAPTOP

1 X OFFICE DESK/CHAIR
2 X LAPTOPS

COMP. RISERS
/[FOOTRESTS

OFFICE
DESKS/CHAIRS/CUBPOAR
D

LCC NEW CHAIRS/TABLES

2 XLAPTOPS

06/05/26 11:44 AM Vs: 9.15.02

Location Purchased
from

unit 2 lawley
square

unit 2 lawley
square

LCC
LCC

LCC

unit 2
unit 2
unit 2
LCC
UNIT 2
UNIT 2
UNIT 2
UNIT 2
UNIT 2

UNIT 2

UNIT 2

LCC

UNIT 2

Lawley & Overdale Parish Council

Purchase

date

03/04/1992

11/07/2001

01/04/2018

01/09/2013
19/10/2013
11/10/2013
04/11/2013
04/11/2013
31/07/2015
08/09/2016
08/03/2017
18/09/2017
18/09/2017
02/05/2018

30/05/2018

12/02/2020

14/02/2020

14/02/2020

Cost

£950.00

£550.00

£60.00
£180.00
£500.00
£160.00
£735.00
£900.00
£540.00
£780.00
£1,050.00
£745.00
£690.00
£478.00
£529.00
£948.00

£180.00

£2,500.00

£1,200.00

£938.00

Current
Value

£950.00

£550.00

£60.00
£180.00
£500.00
£160.00
£735.00
£900.00
£540.00
£780.00
£1,050.00
£745.00
£690.00
£478.00
£529.00
£948.00

£180.00

£2,500.00

£1,200.00

£938.00

Yr Start
Value

£950.00

£550.00

£60.00
£180.00
£500.00
£160.00
£735.00
£900.00
£540.00
£780.00
£1,050.00
£745.00
£690.00
£478.00
£529.00
£948.00

£180.00

£2,500.00

£1,200.00

£938.00

Insurance
Value Renewal

£0.00

£0.00

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

£0.00

£0.00

£0.00

£0.00

Previous
Value

Page 3



Asset
No.

32
38
45
46
47
48
49
50
51

55

56

58

59

60

61
62
63
65
67

68

Ref.

32

38

45

46

47

48

49

50

51

55

58

59

60

61

62

63

65

67

68

Description

3 x mobile telephones
Microwave

2 x mowers
Hedgetrimmer
Hedgecutter

Leaf blower (small)
Leaf blower (large)
Clearring saw
Garden pruner

HONDA MOSS BRUSH

3 x HP250 G10 NOTEBOOK

3 x laptops HP 250 G10
Notebook

1 x laptop HP250R G9
Nopebook

STIHL EDGE TRIMMER

Toaster/toastie maker
Vacuum Cleaner

2 x steel poppy templates
2 x snow shovels

10 x tables

iphone

06/05/26 11:44 AM Vs: 9.15.02

Location

UNIT 2

LCC

Heath Hill/depo
Heath Hill/Depo
Heath Hill/Depo

Heath Hill/Depo

Heath Hill/Depo
Heath Hill/Depo

HEATH
HILL/DEPO

UNIT
2/0FFICE

Unit 2

Heath Hill/Depo

Unit 2
Unit 2
LCC
Heath Hill
LCC

Unit 2

Lawley & Overdale Parish Council

Purchased
from

PROBAND

Proband

Proband

Garden Machinery
Direct

Argos

Steel Street
B&Q

B&Q

Currys

Purchase
date

13/11/2023
18/05/2023
24/02/2024
02/04/2024
02/04/2024
02/04/2024
02/04/2024
02/04/2024
02/04/2024

28/03/2025

23/07/2025

23/07/2025

23/12/2025

23/05/2025

23/01/2026
20/01/2026
14/09/2023
05/02/2026
26/09/2025

29/01/2026

Total Values

Cost

£299.97
£60.00
£1,081.66
£457.50
£579.17
£240.83
£465.83
£670.83
£124 .17

£1,570.00

£1,329.90

£1,329.00

£465.01

£408.32

£45.00
£132.00
£252.00
£64.00
£342.00

£549.00

£25,079.19

Current
Value

£299.98
£60.00
£1,081.66
£457.50
£579.17

£240.83

£620.83
£124 .17

£1,570.00

£1,329.90

£1,329.00

£465.01

£408.32

£45.00
£132.00
£252.00
£64.00
£342.00

£549.00

£24,563.37

Yr Start
Value

£299.98
£60.00
£1,081.66
£457.50
£579.17

£240.83

£620.83
£124 .17

£1,570.00

£1,329.00

£1,329.00

£465.01

£408.32

£45.00
£132.00
£252.00
£64.00
£324.00

£549.00

£24,544 .47

Insurance
Value Renewal
£0.00

£0.00
£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

Previous
Value

Page 4



Asset  Ref. Description
No.

06/05/26 11:44 AM Vs: 9.15.02

Location

Purchased Purchase
from date
Grand Total

+ assets disposed during year

Lawley & Overdale Parish Council

Cost

£279,654.37

Current Yr Start
Value Value

£279,113.55  £279,094.65

£0.00

£279,094.65

Insurance

Value Renewal
£0.00

Previous
Value

Page 5






APPENDIX G

Chair’s Annual Report for 2025-2026
Annual Parish Meeting on Tuesday 12 May 2026

This is my first Annual Report as Chair of Lawley & Overdale Parish Council and | would like
to thank every resident, my fellow Councillors, the Parish staff and all partners and
stakeholders for their assistance, involvement and support during the past twelve months.

Whilst | have been a Councillor for nearly 13 years, it is the first time | have held the position
as Chair and although | had a good understanding of the role it has definitely exceeded my
expectations.

It has been a pleasure working across the various areas of the Parish, getting to know more
residents, hearing and assisting with their issues and concerns, and working with both other
Parish Councillors and partners to address them.

Equally it has been great to interact with so many people. From community litter-picks to
events and activities, drop-in sessions, coffee mornings and much more, | feel fortunate to
have had the opportunity to meet new people from areas such as Lawley Bank and Dawley
Bank as well as building on relationships with those within my own ward, which is Overdale
and The Rock.

Once again last year the Parish Council has continued to work on behalf of its residents, but
it also acknowledges that there is still a lot of work to undertake.

The Strategic Plan for 2026 — 2029 sets out the Council’s objectives on how it will do this —
strong governance, to ensure transparency and that its legal obligations are met, the
provision of Parish assets, such as the War Memorial, Speed Indicator Devices and the new
community centre, which is intended to meet local needs now and into the future.

For our community, the Council will continue to enhance and build cohesion, working with
our partners including the Lawley & Overdale Safer Neighbourhood Team and Telford &
Wrekin Council, and will look to foster new relationships for the benefit of residents.

As a very keen environmentalist, | have both a personal and professional interest in ensuring
the parish area remains clean and green, and have welcomed initiatives such as numerous
wildflower and tree planting with schools and local nurseries, and | am excited for the
Council’s plans to increase biodiversity across the parish and working with my fellow
Councillors, staff team, partners and most importantly residents to achieve this.



APPENDIX G

Working more closely with Aaron, Bob and Dan from the Community Action Team has been
very insightful and enjoyable, and | am confident that with their ever-continuing efforts, much
more will be achieved during the forthcoming year.

Last year the Council undertook a consultation on the new community
centre, the results of which provided resident feedback on the
proposal but possibly and more importantly, it highlighted the need for
better communication.

To address this, the Council and staff have been working on various
ways in which to improve both what information it shares and how it
shares it to demonstrate that it continues to represent residents’
interests.

Whilst the Council has a comprehensive annual programme of events and activities
including Summer Fest, Summer Fun and Picnic in the Park, as well as its Christmas fayres,
there are a few that have really stood out to me over the past twelve months.

The Prostate Cancer Screening, which took place in May, would not
have been possible if it were not for all the volunteers and staff who
helped on the evening and beforehand to ensure as many men as
possible had access to the vital test.

| attended the over 60’s Christmas meal in December and was pleased to see so many
residents enjoying the food, entertainment and general festive cheer. Events like this not
only bring people together but they also raise much needed funds for charities, such as
PAPYRUS, who the Council and its partners supported last year.

The community litter-picks have also been well received, and it is
great that they will continue. For me, the initiative is not just about
keeping areas clean but also a way to talk to residents, listen to any
concerns they may have, engage in conversation and reduce the
social isolation that many people unfortunately still encounter.

Equally, our Tea, Toast and Talk coffee mornings which take place at the
Carpenter Centre in Overdale every Friday (term-time only), provides
another opportunity for people to come together, make crafts, play bingo,
obtain help and advice from our partners or myself, and generally spend
time with others.



APPENDIX G

Whilst compared to other areas, incidents of anti-social behaviour remain low, but they do
still occur and | would urge all residents to continue to report such behaviour via the West
Mercia portal. This will enable the right resources are allocated correctly.

I would publicly like to thank PC Savanna Green, PCSO Mark Bailey and PCSO George
Mulhall who are the Safer Neighbourhood Team for Lawley and

Overdale for all their assistance. | have accompanied them on

many walks around the parish, and they have continued to work

with the Council to address issue and seek resolutions.

The team have kept the Council informed throughout and have
undertaken regular mobile surgeries for residents to attend and
raise concerns. | hope their attendance at our various events and
the Council’s coffee mornings provide residents with the
reassurance that the team are present, visible and there for them.

For those who know me, know that | could go on forever, but there really is so much to
mention, so for now | will finish by saying thank you. Thank you to everyone — my fellow
Councillors, parish staff, partner organisations, our suppliers, schools, community groups
and especially residents. Being able to help and assist residents is a privilege and | feel very
privileged to be able to do so.

Best wishes

Councillor Mark Boylan
























Lawley & Overdale Parish Council

Expenditure transactions - payments approval list Start of year 01/04/25
No One A/C Parish Council March 2024

Payment
No Payment Gross To pay Heading Invoice  Invoice Details Reference
Reference date no. Total
580 BACS2603 £438.00 £438.00 10600/4 17/03/26 LUBBE & SONS (BULBS) LTD - 800 Galanthus £438.00
23LUBBE& Bulbs & 800 Hyacinthoides bulbs for Lawley
SONS Community Garden.
581 DDR26032 £15.16 £15.16 10600/5 17/03/26 EON NEXT - Electricity 1 Feb to 28 Feb 2026 War £15.16
3 Memorial.
582 BACS2603 £688.80 £688.80 10600/1/1  17/03/26 JIGSAW MARQUEES LTD - Equipment for Lawley £688.80
23JIGSAW 5K Fun Run 5th Sept 2026
MARQ
583 BACS2603 £192.00 £192.00 10600/4 17/03/26 K SMITH CONTRACTING SERVICES - Hedge £192.00
23KSMITH cutting by Davenham Walk, topping of shrubs at
CONT Gresham Drive and hedge cutting community
garden.
584 BACS2603 £180.00 £180.00 10200/8 17/03/26 KALIDESCOPE LIMITED - Website Plugin for £180.00
23 Chester Coach Trip.
585 BACS2603 £2,000.00 £2,000.00 10500/1 17/03/26 LAWLEY PRIMARY SCHOOL - Grant Award for £2,000.00
23 Theraplay.
586 BACS2603 £400.00 £400.00 10500/3 17/03/26 LAWLEY RUNNING CLUB - Parish Grant for £400.00
23 training two run leaders
587 BACS2603 £39.60 £39.60 10200/1 17/03/26 OYSTER COMMUNICATIONS LTD - PRINTER £39.60
230YSTER READING FROM 15.12.2025 TO 11.03.2025
588 DDR26032 £547.92 £547.92 10200/6 17/03/26 PEAC C/O ACQUIS - PHOTOCOPIER LEASE £547.92
3PEACSOL RENTAL 11.03.2026 to 10.06.2026
UTIO
589 BACS2603 £600.00 £600.00 10500/6 17/03/26 Severn Gorge Countryside - 6 Timber Planters - £600.00
23SEVERN Paid from Councillor Boylan Pride Funding.
GORG
Signature Signature
Date

18/03/26 11:21 AM Vs: 9.14.02
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Lawley & Overdale Parish Council
Expenditure transactions - payments approval list Start of year 01/04/25

No One A/C Parish Council March 2024 Payment
No Payment Gross To pay Heading Invoice  Invoice Details Reference
Reference date no. Total
590 BACS2603 £36.00 £36.00 10000/9 17/03/26 TAX ASSIST - Payroll and Pensions preparation for £36.00
23 February 2026.
592 BACS2603 £60.00 £60.00 10200/12 17/03/26 SLCC - Outstanding membership fee MEM255641- £60.00
23SLCC 3
593 BACS2603 £360.00 £360.00 10600/8 17/03/26 4 ALL FOUNDATION - Youth Club for 6th, 13th, £360.00
234ALLFO 20th & 27th February 2026.
UNDA
594 BACS2603 £60.00 £60.00 10600/1/5 17/03/26 TELFORD & WREKIN COUNCIL - Room Hire £60.00
23CARPEN Carpenter Centre on 06.02, 13.02 & 27.02.26
TER
596 BACS2603 £326.70 £326.70 10200/15 18/03/26 TELFORD & WREKIN COUNCIL - 01.02.2026 to £326.70
23KETLEY 28.02.26 income deposited from Ketley Brook
BROO Tenants

Sub Total £5,944.18 £5,944.18
Total £5,944.18 £5,944.18

Signature Signature

Date

18/03/26 11:21 AM Vs: 9.14.02
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Lawley & Overdale Parish Council
Expenditure transactions - payments approval list Start of year 01/04/25

TWO A/C COMMUNITY CENTRE MAR 2026 Payment
No Payment Gross To pay Heading Invoice  Invoice Details Reference
Reference date no. Total
565 BACS2603 £15.00 £15.00 30100/6 17/03/26 HYK32468 HYKLEEN - EXTERNAL WINDOW CLEAN ON £15.00
23HYKLEE 18.02.26
N2
566 BACS2603 £60.00 £60.00 30100/7 17/03/26 SPARKLES - CLEANING PARISH OFFICE £60.00
23SPARKU MARCH 2026
NIT2
573 BACS0323 £85.87 £85.87 20300/5 17/03/26 CHURCHES FIRE - Fire Extinguisher Service and £85.87
2026 Site Visit.
574 BACS0323 £412.31 £412.31 20200/4 17/03/26 FCC ENVIRONMENT - Empty Wheelie Bin 01.04 £412.31
2026FCCE to 30.06.2026 at L.C.C
NVIR
575 BACS0324 £410.00 £410.00 20300/10 17/03/26 A&E PROPERTY MAINTENANCE - Decoration of £410.00
2026A&EP back rooms and woodwork and supply and fit new
ROPE catch to cubicle in toliet.
576 BACS0323 £1,786.88 £1,786.88 17/03/26 TELFORD & WREKIN COUNCIL - Electric and £1,786.88
2026T&W Gas for L.C.C Dec 2025, Jan & Feb 2026
1 £139.57 20200/2 Electricity re Charge 0.21380. Dec 2025, Jan & Feb 202¢
2 £1,647.31 20200/1 Gas re charge 0.041495. Dec 2025, Jan & Feb 2026 L.C
577 BACS0323 £1,410.00 £1,410.00 20100/2 17/03/26 SPARKLES - Cleaning & Caretaking services for £1,410.00
2026SPAR L.C.C 01.03 to 31.03.2026
KLE
578 BACS0323 £26.40 £26.40 20200/6 17/03/26 ULTRA CLEAN - External Windows cleaned at £26.40
2026 L.C.C.
Signature Signature
Date

17/03/26 03:39 PM Vs: 9.14.02 Page 1



Lawley & Overdale Parish Council
Expenditure transactions - payments approval list Start of year 01/04/25

TWO A/C COMMUNITY CENTRE MAR 2026 Payment
No Payment Gross To pay Heading Invoice  Invoice Details Reference
Reference date no. Total
579 DDR03232 £51.60 £51.60 20200/3  17/03/26 WATERPLUS - Water charges 07.02 to 07.03.2026 £51.60
026WATER for L.C.C.
PLUS

Sub Total £4,258.06 £4,258.06

Total £4,258.06 £4,258.06

Signature Signature

Date

Page 2

17/03/26  03:39 PM Vs: 9.14.02



Lawley & Overdale Parish Council
Expenditure transactions - payments approval list Start of year 01/04/25

3 ACC UNIT 2 MARCH 2026 Payment
No Payment Gross To pay Heading Invoice  Invoice Details Reference
Reference date no. Total
562 BACS2603 £606.00 £606.00 30200/2 17/03/26 0792 COOLWORKS - REPAIRS AND ANNUAL £606.00
23COo0oLw SERVICE
ORKS
563 DDR26031 £219.74 £219.74 30100/2 17/03/26 KI-38EF7244-0 EON NEXT - ELECTRICTY USAGE PERIOD £219.74
7EONUNIT 01.12.25 TO 28.02.26
2
564 BACS2603 £15.00 £15.00 30100/6 17/03/26 HYK32723 HYKLEEN - EXTERNAL WINDOW CLEAN ON £15.00
23HYKLEE 05.03.26
N
565 BACS2603 £15.00 £15.00 30100/6 17/03/26 HYK32468 HYKLEEN - EXTERNAL WINDOW CLEAN ON £15.00
23HYKLEE 18.02.26
N2
566 BACS2603 £60.00 £60.00 30100/7 17/03/26 SPARKLES - CLEANING PARISH OFFICE £60.00
23SPARKU MARCH 2026
NIT2
567 DDR26030 £40.87 £40.87 30100/3 17/03/26 INV11715448 WATERPLUS - USAGE PERIOD 12.01.26 TO £40.87
S5WATERU 12.02.26
NIT2
568 BACS2603 £230.17 £230.17 17/03/26 4686552 TELFORD & WREKIN COUNCIL - GPC CREDIT £230.17
23MWRIGH CARD M WRIGHT PERIOD 30.12.25 TO 26.01.26.
TJAN
1 £12.00 30100/4 2 X OFFICE MOBILE TOP UPS
2 £132.00 30200/9 VACUM CLEANER FOR OFFICE
3 £86.17 30200/9 MOUSE & HEADPHONES FOR NEW STAFF
Signature Signature
Date

17/03/26 11:55 AM Vs: 9.14.02
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Lawley & Overdale Parish Council
Expenditure transactions - payments approval list Start of year 01/04/25

3 ACC UNIT 2 MARCH 2026 Payment
No Payment Gross To pay Heading Invoice  Invoice Details Reference
Reference date no. Total
569 BACS2603 £12.00 £12.00 30100/4  17/03/26 4690249 TELFORD & WREKIN COUNCIL - GPC CREDIT £12.00
23MWRIGH CARD M WRIGHT PERIOD 27.01.26 TO 26.02.26.
TFEB 2 X OFFICE MOBILE TOP UPS.
570 BACS2603 £579.98 £579.98 17/03/26 4690250 TELFORD & WREKIN COUNCIL - GPC CREDIT £579.98
23SBAILEY CARD S BAILEY PERIOD 27.01.26 TO 26.02.26.
MOB
1 £12.00 30100/4 2 X MOBILE PHONE TOP UP
2 £549.00 30200/9 OFFICE MOBILE FOR NEW STARTER AS AGREED B
CHAIR
3 £18.98 30200/9 MOBILE CASE AND SCREEN PROTECTOR
Sub Total £1,778.76 £1,778.76
Total £1,778.76 £1,778.76
Signature Signature
Date

17/03/26 11:55 AM Vs: 9.14.02

Page 2



LOPC 2026/2027 APPENDIX J

AMOUNT | AMOUNT
2023/2024| 2024/2025 | 2025/2026 | REQUESTED | AWARDED| SECTION
2026/2027 |2026/2027|2026/2027

MEETING
DATE

APPLICANT COMMENTS

Funds
allocated
for year

Funds
remaining

Funds
Awarded

£8,000.00 £0.00 £8,000.00
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GRANT APPLICATION FORM

Please refer to the Lawley & Overdale Parish Council Grants Policy before completing this form

1. Name of the organisation making the application:

Cuan Wildlife Rescue

2. Name and address of contact:

Cuan Wildlife Rescue
Stretton Road
Much Wenlock TF13 6DD

3. Contact number: 4. Email address:

01952 728070 cuan@cuanwildliferescue.org.uk

5. Please provide details for payment by BACS:

Name of Bank: -
Account No: -
Sort Code: -

6. Aims and objectives of your organisation:

1) Rescue, care and rehabilitation of sick, injured and orphaned British Wildlife
2) Education of schools, youth groups and the wider community

7. Details of intended use of grant:

We should like to apply for a Stihl FSA 120 battery cordless strimmer for use across several of our animal care
areas. It would be used primarily in our waterfowl enclosures, where ducklings, goslings and cygnets spend
time outdoors accessing pools to waterproof their feathers and grow prior to release. During the spring and
summer months, nettles and weeds grow rapidly in these areas and must be managed regularly to maintain
safe, accessible enclosures.

It would be also used in our badger and fox pens where cubs begin to explore and play outside. Controlling
nettles and weeds is essential to prevent injury and ensure a safe environment. Additional use would include
managing vegetation around outdoor aviaries and pens.

A battery-powered strimmer is particularly suitable for our setting, being much quieter and more
environmentally friendly than petrol-powered equipment. Our existing petrol strimmer is now over 20 years
old and no longer functional. In addition, the noise from petrol tools causes unnecessary stress to the
animals. A battery strimmer would allow essential maintenance to be carried out with minimal disturbance.
Total cost = £671.94 (details helow). There are other nrices online. But one are as cheanfor all three.




8. Give any further information you wish to be considered with this application:

Last year, we admitted approximately 6,500 wildlife casualties; the majority of these come from all over
Shropshire, and in particular Telford.

We provide a service to members of the public when they come across a distressed or suffering wild animal.
From Lawley and Overdale in particular, we have admitted 54 wildlife casualties, including deer (usually the
result of road traffic collisions), hedgehogs, mice and numerous birds.

9. Grant requested:£ Previous grant awarded, if applicable
£671.94 £776
From Cambers, Harley Date: 27/5/25

Is the request for full or part funding of a project?: Full / Part (please delete as appropriate)
If part funding, how will the balance be provided?

Full: Strimmer = £460.74. AP 200 Battery + Charger = £211.20
Total: £671.94

10. Finance details:
Please provide a copy of your last two bank statements and your last audited accounts, or
your application will NOT be considered.

11. Contract:

I confirm that the body named on this application has authorised me to sign this agreement and to act on their
behalf.

| certify that to the best of my knowledge, the information given in this application is true and accurate.
We agree to use the grant only for the purpose set out at 7 above.

We shall acknowledge this grant in our annual accounts.

We shall spend this grant within one year of the date of the payment.

The Parish Council reserves the right to ask for repayment of the grant in the following circumstances: -

e if we breach this contract

e if we have submitted any dishonest or misleading information on this application

e if the grant is not spent within twelve months of receipt

o if we cease to exist, become insolvent, go into administration, receivership or liquidation

We agree to these terms and conditions until the grant is spent in full.

12. Signature:

I confirm | have read the Lawley & Overdale Parish Council Grants Policy and submit my application
as above:
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GRANT APPLICATION FORM

Please refer to the Lawley & Overdale Parish Council Grants Policy before completing this form

1. Name of the organisation making the application:

Project Linus Uk

2. Name and address of contact:

Newport, TF10 7SY

3. Contact number: 4. Email address:

5. Please provide details for payment by BACS:

Name of Bank: _
Account No: -
Sort Code: -

6. Aims and objectives of your organisation:

Our Mission is to provide sick, traumatized or needy child with a sense of comfort and security
through the gift of a patchwork quilt and to give our volunteer quilt makers the opportunity to
contribute to their local community.

Our objective is to donate the quilts as quickly as possible once they have been given to us by our
volunteers.

7. Details of intended use of grant:

The grant will be used to purchase wadding and fabric to enable me to make up packs for my
volunteers who attend a ‘Linus day’ at their local sewing group. | give wadding to individual
volunteers in order to help reduce their cost of making a quilt. A group of sewers meet the 1st
Friday of every month and make quilt tops and | supply the wadding for the lady who quilts them
using a long arm quilter.

8. Give any further information you wish to be considered with this application:

In 2025 | donated 503 quilts. This year fabric and monetary donations have been few and far
between. | have recently made up 52 packs for 3 sewing groups and my fabric stash has been
reduced significantly and | have very little wadding left.
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9. Grant requested: £ Previous grant awarded, if applicable:

1000.00 £750 Applied January 2025 and
awarded in March 2025.

Is the request for full or part funding of a project?: Part (please delete as appropriate)
If part funding, how will the balance be provided?

With the permission of the person donating, | sell fabrics which are not suitable for the quilts and
other items such as patchwork books, templates, buttons/beads etc. | also give talks and the fee is
put towards my funds.

10. Finance details:
Please provide a copy of your last two bank statements and your last audited accounts, or
your application will NOT be considered.

11. Contract:

I confirm that the body named on this application has authorised me to sign this agreement and to act on their
behalf.
| certify that to the best of my knowledge, the information given in this application is true and accurate.
We agree to use the grant only for the purpose set out at 7 above.
We shall acknowledge this grant in our annual accounts.
We shall spend this grant within one year of the date of the payment.
The Parish Council reserves the right to ask for repayment of the grant in the following circumstances: -
e if we breach this contract
e if we have submitted any dishonest or misleading information on this application
e if the grant is not spent within twelve months of receipt
e if we cease to exist, become insolvent, go into administration, receivership or liquidation

We agree to these terms and conditions until the grant is spent in full.
12. Signature:

I confirm | have read the Lawley & Overdale Parish Council Grants Policy and submit my application
as above:

Signature of applicant: ........... - - .......................................
Print name: ........ _ ..............

Position in organisation: East Shropshire and West Staffordshire Area Co-ordinator

Office use only:

Grant approved: YES / NO Amount: £
Date:

Additional comments:
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GRANTS POLICY

Lawley & Overdale Parish Council (the Council) will consider applications for grants from voluntary or
community groups, and charitable organisations.

To qualify for an award the applicant must be able to demonstrate that any funding from the Council will
benefit:

1.
2.

The residents of the Parish
Regional/National Charitable organisations providing a service, which may benefit the local community.

The Clerk to the Council (The Clerk) will review all applications received and they will then be considered at the
next meeting of the Full Council. Applications are welcome throughout the year.

In determining the validity of an application, the Full Council will refer to the following guidelines:

Applications will be considered for the following purposes:

1. For the purpose of purchasing equipment either in part or in full.

2. For the funding of transport that will enable group members to partake in a group trip or outing
regardless of their incomes.

3. For training activities, or to purchase the expertise of an outside trainer/ instructor/ facilitator.

4. For activities that raise the profile of the area.

5. For running costs of a viable group that is experiencing a period of hardship.

6. For hosting special events or celebrations.

7. For the provision of recreational facilities.

8. For costs associated with starting up a new community group or charity.

Determining Applications:

All grants made to organisations will take into account the following criteria

1. The number of local people benefiting from the grant.

2. The nature of the benefit to local people.

3. The annual income of the organisation.

4. The annual expenditure of the organisation.

Conditions:

1. Grants will not be awarded to individuals.

2. Additional applications within a 12-month period will not be considered.

3. Applications must be sent to the Clerk.

4. The award must be used for the purpose for which the application was made.

5. If the group is unable to use the award for the stated purpose, all monies must be returned to the
Parish Council.

6. Financial status as per item 16 on Grant application form “Please supply details of your most recent
Annual Accounts below or attach a copy of your last audited accounts”. We regret that a grant will
not be considered without this information.

7. A member of the organisation may be asked to attend a Council meeting or contact the Clerk to
discuss the application.

8. All awards that are made must be acknowledged upon receipt and it is expected that the Council will
be acknowledged for their support in any publicity connected with the project.

9. Inreaching a decision about an application, the Council will consider the sustainability of the

applicant.
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10. All awards must be properly accounted for and evidence of expenditure should be supplied as
requested.

11. Successful applicants will be required to submit a monitoring form on the success of the project.
Failure to meet this requirement may result in a request for funds to be returned.

12. If the Council is not satisfied with the arrangements per item 11 on the grant application form, they
reserve the right to request a refund of monies awarded.

13. Grant funding will be limited to £500 per application. However, consideration will be given to
applications exceeding this amount in exceptional circumstances. Please contact the Clerk directly to
discuss.

Eligibility:

1. The Parish Council will not fund activities outside its powers and functions.
2. The Parish Council will not fund projects that are already underway or have been completed.
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Building Food Resilience in Lawley & Overdale
Community Resilience Briefing & Funding Proposal
The Challenge

Food systems are becoming increasingly vulnerable to disruption. Residents are already
feeling the impact through rising food prices, particularly for fresh fruit and vegetables, which
disproportionately affect households on the lowest incomes.

Recent events have also demonstrated how quickly food supply chains can be affected. The
COVID-19 pandemic, the war in Ukraine and climate impacts affecting key food-producing
regions such as Spain have all disrupted food availability and increased costs.

Food resilience is about ensuring communities can continue to access healthy food during
periods of disruption. This means strengthening local food networks, supporting community
food initiatives and improving coordination between organisations so communities are better
prepared for future challenges.

A Two-Part Approach: Plan and Act
1. Blueprinting Food Resilience (Planning)
The first step is to understand how resilient the local food system currently is.

A Food Resilience Blueprinting Workshop would bring together local organisations,
community groups, businesses and council representatives to explore how the community
could respond to potential food disruptions.

The workshop would:
o explore potential food supply disruption scenarios
o identify existing local food assets and resources
e highlight gaps and vulnerabilities
e agree initial priorities for strengthening resilience
Outputs
The workshop would produce:
e a snapshot of local food resilience risks
e a map of local assets and gaps
e recommendations for improving preparedness
e stronger connections between organisations that could respond during disruption

This process provides a clear picture of how the local food system functions and where
action is most needed.
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2. Feeding Resilience (Practical Community Action)
(See separate proposal)

While blueprinting focuses on understanding the system, Feeding Resilience focuses on
practical action within the community to strengthen access to healthy food.

Activities may include:

e community growing and seed initiatives

strengthening local food networks

improving access to affordable healthy food

food sharing and community food initiatives

building skills and knowledge around food resilience

These activities help communities grow, share and access food locally, reducing
dependence on vulnerable supply chains.

Why These Two Approaches Work Together

Blueprinting ensures that community action is well targeted and coordinated, while Feeding
Resilience turns strategy into visible activity on the ground.

Together they create a clear pathway:
Understanding the risks — Coordinated action — Stronger community resilience

This approach ensures resources are used effectively while helping communities prepare for
future disruptions.

Benefits for Lawley & Overdale Parish Council
Supporting this work will help the parish council to:
e strengthen community resilience and preparedness
e improve coordination between local organisations and volunteers
e support residents facing food insecurity
e contribute to public health and wellbeing

e generate evidence to support future funding opportunities

Delivery

The work would be delivered by Shropshire Good Food Partnership, a county-wide
network working to strengthen local food systems, improve access to healthy food and build
community food resilience across Shropshire and Telford & Wrekin.
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Funding Request
Funding is sought to support:
o stakeholder engagement and preparation
o workshop facilitation
e mapping of local food assets and gaps
o production of a short resilience briefing report

Estimated cost: £1,000 — £1,500

Feeding Resilience Pilot
Lawley & Overdale Community Food Project
Why This Matters Now

Many households are finding it increasingly difficult to access healthy, affordable food. Rising
food prices, particularly for fresh produce, mean that families on lower incomes are often the
most affected.

At the same time, recent global events have highlighted how vulnerable food supply chains
can be. These pressures reinforce the importance of strengthening local food networks so
communities can access and share healthy food more easily.

Feeding Resilience focuses on practical local action. By bringing people together around
cooking, growing and sharing food, communities can build stronger social connections,
improve wellbeing and increase access to fresh food locally.

What We Will Deliver

The Feeding Resilience pilot will deliver a six-month programme of community food
activities in Lawley and Overdale, helping residents build skills, confidence and
connections around healthy food.

Activities will be practical, welcoming and community-led, creating opportunities for people to
come together and engage with local food initiatives.

In addition to social media campaign, we can also include print media in local
news/newsletters.

Community Food Events

A series of community food events and shared meals will bring residents together to cook,
eat and celebrate food. These gatherings will focus on affordable, seasonal or surplus
ingredients and simple cooking techniques that support healthy eating on a budget.
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Cookery Demonstrations and Food Skills

Local cooks will lead demonstrations and practical sessions showing how to prepare healthy
meals from scratch using accessible ingredients. These sessions will build confidence,
encourage healthier eating and introduce new ways of cooking nutritious food.

Community Growing and Food Connections

Where possible, events will connect residents with local growing initiatives and community
food organisations. This will help residents discover opportunities to grow food locally,
volunteer or take part in future food activities.

Strengthening Community Connections

Shared meals and community food events provide welcoming spaces where neighbours can
meet, share food cultures and build friendships. These connections play an important role in
strengthening community wellbeing and resilience.

Outcomes
e 100+ residents engaged through community food activities
e Increased confidence in cooking healthy, affordable food
o Greater awareness of local growing opportunities and food initiatives
e Stronger social connections and reduced isolation

e Improved wellbeing through healthier diets and shared community experiences

Budget Table (£10,000)

Item Cost (£)
Community engagement officer (6 months, 1 day per week) 4,700
Community event cooks 1,600
Food for community events 1,760
Room hire / venue contributions 640
Travel costs 300

Contribution to organisational overheads (insurance, IT, administration) 1,000

Total £10,000

What Lawley & Overdale Parish Council Gains from Supporting This Project
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Telford & Wrekin Protect, care and invest

Co-operative Council to create a better borough

CAT ACTION PLAN — LAWLEY AND OVERDALE
APRIL 2026

SCHOOL PATROLS — ALL SCHOOLS PATROLLED ON A ROTA BASIS

School Location Visits | Observations | PCNs Comments
issued
Newdale Marlborough Way 20 2 0 2 patrols carried out.
Primary
School
Lawley Arleston Lane 28 3 0 2 patrols carried out.
Primary
School
Lawley Bryce Way. Knock 47 4 2 2 patrols carried out.
Academy on effect at
Martingale Way.
Thomas Caledonian Way 9 1 0 2 patrols carried out.
Telford

PARKING CONCERNS RAISED BY PARISH

Hot spot location Visits | Observations | PCNs Comments
issued

Village Drive 15 0 0

Dawley Road 13 0 0

Bryce Way 20 0 0 Now adopted highway — cars

parking on grass verges

Glendale 21 0 0

Ercall View 17 0 0

Cottom Way 15 0 0 obstructions
Martingale Way 27 4 2 obstructions

Farriers Green 17 0 0

Oak Road 17 0 0

Hill Road 13 0 0

Birchfield Way 49 3 3

Bartholomew Road 18 0 0

Station Road 20 0 0

Milners Lane 26 1 0

Churm Lane 16 0 0 obstructions
Concorde 26 0 0

Hartley Close 14 0 0

St Helier Drive 14 0 0

Wooding Drive 16 0 0

Cemetery Road 20 0 0 obstructions

Hill Fold 11 0 0

Euston Way 31 0 0

Turold Mews 8 0 0 obstructions

The Foxholes 7 0 0

DEPLOYABLE CAMERAS
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CAT camera location(s) Comments
Community Garden (Revader 14)
War Memorial (Revader 13)
Lawley MUGA (Revader 139)

FLY TIPPING HOT SPOT LOCATIONS TO PATROL

Hot spot locations this month No of fly tips reported last month
Cedar Close 4
Hill Fold 2
Colliers Way 1
Gresham Drive 1

FLY TIP UPDATES (VISITS, FPNS ISSUED AND COMMENTS)

Fly tips found (location, date, and items) Actions taken
Fly tip reported on Hill Road on 09.04.26 No evidence found.
Fly tip reported on Waterloo Road on 10.04.26 No evidence found.
Fly tip reported on Gresham Drive on 13.04.26 No evidence found.
Fly tip reported on Birchfield Way on15.04.26 No evidence found.
Fly tip reported on Garfield Road on 20.04.26 No evidence found.
Fly tip reported on Cedar Close on. 22.04.26 No evidence found.
Fly tip reported on Overdale PP on 30.04.26 08:28 No evidence found.

DOG FOULING HOT SPOT LOCATIONS TO PATROL
Dog foul offence location Comments

Lawley Village Green

Eunice Way near Doody Close

Community Garden

Newdale Pool near Lawley Furnaces

War Memorial

Cedar Close

Valley Road
Oak Road
Hill Road

DOG FOUL UPDATES:

Dog foul identified and Date & time Comments
reported for removal
Fouling reported on Oak Road 20.04.26 11:30
Fouling reported on Village Green 21.04.26 09:36
Fouling reported on Rock Road 23.04.26 09:29 CCTV to be reviewed.
Fouling reported on Lawley Playing Field PP 28.04.26 10:00
Fouling reported on Bryce Way 29.04.26 10:10
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LITTERING HOT SPOT LOCATIONS TO PATROL

Litter offence location

Comments

Lawley Village Green

The MUGA

Newdale Park (High Priority)

Community Garden

Cedar Close

War memorial

Station Road, Lawley Bank

Newdale Pools

Glendale

Birchfield Way

LITTERING UPDATES:

Litter identified

Date & time

Comments

Overflowing bin reported on St Heliers Drive

01.04.26 11:15

Overflowing bins reported on Princes End PP

01.04.26 12:00
07.04.26 11:35
24.04.26 09:15
27.04.26 09:29

Overflowing bins reported on Newdale Pools

01.04.26 12:12
02.04.26 11:27
08.04.26 09:40

Overflowing bin reported on Lawley Herb Garden

01.04.26 12:51

Overflowing bins reported on Rock Road

01.04.26 15:00

Overflowing bin reported on Overdale

01.04.26 15:16

Overflowing bin reported on Colliers Way

01.04.26 15:32

Overflowing bin reported on Station Road

07.04.26 10:11

Overflowing bin reported on Caledonian Way

09.04.26 12:35

Overflowing bins reported on Newdale MUGA

09.04.26 15:45
21.04.26 10:16
27.04.26 09:49

Overflowing bins reported on Gresham Drive

13.04.26 14:10
27.04.26 09:46

Overflowing bin reported on Rock PP

17.04.26 13:21

Overflowing bin reported on Arleston Lane

17.04.26 14:59

Overflowing bins reported on Cemetery Road 20.04.26 09:51

27.04.26 09:10
Overflowing bin reported on Nelsons Walk 20.04.26 09:55
Overflowing bins reported on Bryce Way 23.04.26 08:31

27.04.26 10:24

Overflowing bin reported on Glendale

24.04.26 10:17

Overflowing bin reported on Concorde

27.04.26 08:54

Overflowing bin reported on Milners Lane

27.04.26 09:00
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Overflowing bin reported on Martingale Way

27.04.26 09:21

Overflowing bin reported on Oak Road

29.04.26 10:54

Graffiti reported on Station Road

07.04.26 10:13

Graffiti reported on Newdale PP

07.04.26 10:35
21.04.26 10:16

Graffiti reported on Rock Road PP

23.04.26 09:29

Street cleanse requested on Euston Way CP

20.04.26 09:16

Street cleanse requested on Cedar Close

21.04.26 15:31
22.04.26 13:49

Broken glass reported on Concorde

20.04.26 10:02

ANTI-SOCIAL BEHAVIOUR HOT SPOT LOCATIONS TO PATROL

Locations to Officer comments Actions Visits
patrol
Overdale shop, The shop is being Please can we keep a look out for these | 18
Overdale. targeted by large group of | youths who are regularly in large
youths between the hours | numbers. Report any ASB to police on
of 4pm and 7pm. 999 and also update
Also, targeting residents asb.admin@telford.gov.uk
in the area. Capture evidence at a safe distance on
BWV.
Please also engage with shop staff
offering reassurance that TWC are in the
area and will pass observations onto
police and ASB team.
Please do not attempt to intervene or
engage with these youths. Simply call it
into police from safe distance
Proctor Avenue — | Complaints about kids’ BVT are managing this but if we can see | 3
green space behaviour of play on if there are any issues with kids in the
green space area when passing by please
Bellpit play area Report of a bike going Passing attention when in area please — | 13
and surrounding towards Rock Road let ASB team know and capture any
Crossing, not captured on | evidence on BWV
CCTV as out of field of
view

ANTI-SOCIAL BEHAVIOUR UPDATES

Location

ASB updates

Lawley & Overdale

and racial element.

8/4/26 Op Spree conducted with WMP & TWC ASB. TWC CCTV van was
used and proved to be a vital tool in identifying hotspots on the day so

officers could be directed straight to the areas.
Patrolled multiple times throughout the day (in addition to weekly patrols as
part of business as usual) - no issues seen

8/4/26 - ASB attended CAT walkaround and noted concerns re local youths
has contacted SNT for a brief of what has been
done so far. Will assess criteria for ASBRAC
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UPCOMING EVENTS (DAYS OF ACTION, DROP-IN SESSIONS, PARISH

EVENTS)

Event name and location Time/date Comments
Tea and Toast Every Friday
Lawley CAT walkabout 8t April 2026
Overdale CAT walkabout 22 July 2026

PARKING DATA

WARNINGS ISSUED:

Warning type Reason Date/time/location
15-day notice Abandoned vehicle Yew Tree Moor- 09.04.26 14:36
15-day notice Abandoned vehicle Overdale- 20.04.26 10:08

PARKING DATA — PLEASE NOTE SOME AREAS MAY FALL OUTSIDE YOUR PARISH
BOUNDARY. (LOCATION, VISITS, OBSERVATIONS, NOTICES ISSUED)

Lawley

The Rock

Telford Town
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Overdale
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