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K Bentley Meeting
Date: 14.05.24

Outstanding Issues Discussed from 2023/4

VAS Sign, London Road (Copford border) — DT advised that SPC would be willing to take on maintenance of
the VAS sign if it is recommissioned and in working order. DT will confirm again with Amie Lucus (AL)

Dec 2023 meeting update — J Hagon (JH), KB, Pritti Patel (MP) — work has been scheduled (DT obtain update
from AL). Movement of buses around Wheatfield Road has improved

Weston Homes Development PA212507 — KB has requested upgraded entry/exit from estate eg., lights or
roundabout. DT will request update from Lucy Mondon re: EH assessment and any planning decision re-
garding this

Warren Lane/Maldon Road strategic junction upgrade — DT copied KB in on zoo visit numbers re: CCC S106
meeting 11.04.24

Enovert Waste Site — DT highlighted recent social media concerns regarding odours and request for SPC to
organise monitoring. KB agreed SPC are not required to monitor and Enovert carry out their own testing.
The increase in odours in Feb/March related to a broken cap pipe, which was identified and rectified quickly.
Discussed the open petition to close the site ahead of 2026. Any further updates will be provided by Enovert
and/or the Environment Agency at the Liaison Meetings

Pothole and Pavement Upgrades — SPC to provide a list in order of priority to KB as EH will carry out
repairs in the summer for one week in each area. AL to confirm what week they will visit Stanway

S106 — KB confirmed no progress has been made on actions identified for him ie.,

Cycleway — speak to Tollgate Partnership and Stane Manor (DT to chase Martin Mason and LM
for draft letter)

Warren Lane/Maldon Road — organise meeting with Zoo & Tarmac?

School meals

Larger library discussion — with land developers — where will centre of Stanway be?

Winstree Road Healthy School Street — a further public consultation is being set up. DT to obtain copy
from AL

DT confirmed a bus from Hedingham and Chambers (No. 70) now stops at Stane Park
LHP — 20’s Plenty outside schools — DT has chased EH
KB requested AL set up another informal catch up with SPC chair

KB requested AL arrange for him to write a report for SPC 30" May AGM
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Amanda Ward, Deputy Parish Clerk
Victory Hall, villa Road,
Stanway, Essex CO3 ORH

P: 01206 542221
E: deputyclerk@stanwaypc.org.uk

2023127
Minutes of the Full Council Meeting held on THURSDAY 28" MARCH 2024
Present: Clirs T Baings (Chair), T Bloomfield, D Chambers, J Cotter, J Hagon, D Jordan
K McAllister, A Norton, S Seabrook and J Spademan.
Also present: City Councillor L Scott-Boutell and Amanda Ward (Deputy Clerk)

1.

a)

c)
d)

Chairman’s welcome and formal notice of the recording of meeting if applicable

Clir T Baines welcomed those present, City Councillor L Scott-Boutell asked if the meeting
could be recorded. Clir T Baines advised that the microphone and recording equipment had
been missing since the office had been redecorated. City Councillor L Scott-Boutell
explained that the meeting was not accessible and should be recorded for transparency
and accountability.

Clir T Baines asked for this to be put on the next CG Agenda.

Apologies for absence
Apologies were received from City Councillor J MacLean
RESOLVED to accept the apologies

Declaration of Interasts

Clirs T Baines and A Norton declared their interests in item 17 of the agenda as Trustees
for Stanway Village Hall Management Committees, as City Councillor, Clir J Hagon
declared his interest in item 7 of the agenda.

Public Participation

There were two members of the public present, City Councillor Sue Lissimore who had
been invited to speak on item 7 of the agenda and Mr T Singh.

Clir T Baines invited Mr Singh to address the Council.

Mr Singh explained that many of those present already knew him as he had been a Parish
Councillor for two years previously, he wished to join the Council again to serve the
Community and help contribute to the residents. Mr Singh is currently a Governor at the
Stanway Fiveways Primary School.

Minutes of the Parish Council Meeting 25th January 2024
RESOLVED fo approve the Minutes of the Parish Council Meeting 25" January 2024.

Adoption of Committee Reports — see [iips:/www.slanwavpc.org.ukicounciimeetings.niml
To NOTE the (draft) minutes (previously circulated) from:

Planning Committee meetings held on 6th & 20th February 2024 & 5th & 159th March 2024
Corporate Govemance Committee meetings held on 15th February & 13th March 2024
Community Services Committee meeting held on 12th March 2024

Community Assets Committee meeting held on 21st February 2024
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PROPOSED Clir T Baines and unanimously RESOLVED to move item 11 of the agenda
forward to this point in the meeting.

11.

To RECEIVE applications to become a Parish Councillor and/or to APPROVE any changes
to the membership of the Committees of the Parish Council and RECEIVE an update from
any Councillor training.

Clir T Baines advised that three applications had been received from Lydia De Col, Trib
Singh and Waynes Tearle. apologies for not attending the meeting had been received
from both Lydia and Wayne.

PROPOSED Clir J Spademan and unanimously RESOLVED TO accept all three
applications and to appoint T Singh and W Tearle to the Community Assets and
Community Services Committees and L De Col to the Planning, Corporate
Governance, Community Assets and Community Services Committees until she
has had the opportunity to decide on her preferences.

To consider LHP schemes in relation to Essex Highways scheme criteria and receive
a report from City Councillor Sue Lissimore.
Sue Lissimore had been invited to speak prior fo the meeting and introduced herself as the
Chair of the Local Highways Panel (LHP) which has been running for the last 10 years and
is responsible for the fund held by Essex County Council for safety and improvement works
on roads, cycle lanes and at bus stops. Sue explained that the Panel had recently changed
how it operates with projects being split by size, large or small. Clir T Baines asked if there
was a best time of year to apply and if applications with more information in them go
through any quicker.
Sue advised that the beginning of the financial year was the best time to apply but it would
always be a slow process due to the amount of work the design team has to do. Additional
information does not necessarily mean an application will be sped up as speed checks
usually need to be done unless there is already an existing speed analysis in place.
Clir J Cotter thanked Sue for the information and asked what their budget was for the next
financial year and how long a project generally take to complete.
Sue advised that Colchester had been allocated £250,000 for 2024/2025, there is a further
2 million available in the Chairs budget plus there are monies allocated from 5106. A
project usually takes around 3years from start to finish.
Clir D Chambers asked about repairs to potholes, improvements at the Warren Lane /
Maldon Road junction and the Zebra Crossing at the Lakelands Community Centre. Sue
explained that potholes were not covered by the LHP, the junction would be too big of a
scheme to fall under the remit of the LHP and the Zebra Crossing was not currently with the
panel which would be due to the speed of traffic on the Bypass.
Clir D Jordan asked how the Parish Council could push forward the 20 is Plenty Signage
Scheme. Sue advised that she was not yet aware of an application for the project and that
a 20mph is very controversial and will not have the support of the Police. Traffic in the area
needs to be consistently fravelling at 20mph already and the results of a speed survey
would need to be analysed before a decision could be made.

Clir T Baines thanked Sue for attending and the information provided. Sue left the meeting
at 7.30pm.
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Essex County Councillor's Report
No report had been received.

City Councillors’ Reports

City Councillor L Scott-Boutell advised that it was nice to see everybody and that she had
not been attending the meetings more frequently as the current acoustics in the Victory Hall
made the meetings inaccessible, but she did have several questions for the Council and
would like it all minuted.

For ease of reference the questions from City Councillor L Scott-Boutell are as follows and
the responses from Clir T Baines are written in Italics:

. How much is the grant to SVHMC for, how widely was it made public, what was the lead

time for charities to apply and how did SPC invite applications. Was it in your newsletter or

on the SPC website / FB page?

Advised that the Community Services Committee had made the decision to invite SVHMC
and Colchester First Responders to apply for a grant. The Council website has full details of
the grants available along with the criteria and application forms.

. Equality, Diversity & Inclusion Policy

The reviewed policy states regarding DISABILITY we will provide any reasonable
adjustments to ensure disabled people have access to our services and employment
opportunities, challenge criminatory assumptions about disabled people, and seek to
continue to improve access to information by ensuring availability of loop systems, braille
facilities, altemative formatting and sign language interpretation.

| am aware that last May SPC were advised that 4/5 of their loop systems were not working
following me having met with Amanda (Deputy Clerk) to test in February. Could you advise
if they have been repaired and when? How often are they tested to see if they are still
functioning, what is the schedule for servicing? Do you promote that council meetings can
be signed, and agendas and minutes be issued in Braille? Have you considered contacting
Stage Text to subtitle meetings?

Information and questions on the hearing loops need to be directed to SVHMC who have
been the leaseholders since 1972 and manage the halls, the Parish Councif are not
responsible for them and therefore are unable to answer the question.

Can you also confirm that all hirers of the halls are treated equally with deposits efc
remaining the same regardless of whether the hirer has one of the 9 protected
characteristics — for example age?

Again, this is the responsibility of SVHMC, and the guestion needs to be directed to them.

. Report from SVHMC

Could you advise where the minutes of the meetings are published? | ask in respect of
openness and fransparency especially as | note in the Clerks report under point 332 that
the Charity Commission has closed its ienquiry. Could | have more details regarding this
please?

Again, this is a matter for SVHMC and not the Parish Council.
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4. Following on from the Clerks Report | note under the LHP update that Tollgate Village 2 will
fund signalised crossing at Hobbycraft / London Road crossing when developed. There is
no planning condition attached to this development that agrees that this application will fund

a signalised crossing at this location.
Advised that in the absence of the Clerk, she was unable to answer the question.

City Councillor L Scott-Boutell explained that she could not understand why
answers couldn't be given when there are representatives of SVHMC sitting on the
Council.

Clir J Spademan advised that this section of the meeting is for City Councillors to give their
reports and not for specific questions which should be put in writing prior to the meeting.

City Councillor L Scott-Boutell advised that she has secured funding for the Folley, 4 tonnes
of soil will be removed, mesh will be put in and then planting will take place which should
stop the debris from washing down onto the path.

Clir J Cofter said that this was great news and asked if the works will include a new
surface. Lesley replied that it would be down to Essex County Council and due to the cost
highly unlikely, it is also very unusual for them to resurface footpaths.

Clir J Hagon also thanked Lesley for the information and asked that the responses to her
questions were made a priority. Clir Hagon then asked how the improvements were to be
funded and who would be responsible for maintaining it. Lesley explained that the money
had come from her Locality Budget and S106 Funds, it will not be maintained as it is
considered ‘No Mans Land'.

City Councillor L Scott-Boutell then left the meeting.

In his capacity as a City Councillor, J Hagon then went on to give his report as follows:
There will be no changes to waste collections over the Easter Holiday. The City Council is

to run a consultation over the renewal of the play park on Swift Avenue and the repairs to
the surface on Iron Latch Lane are due by end of month, although have been delayed due
to weather.

Clir Hagon left the meeting at 7.54pm

Clir J Spademan advised those present that no member of CCC, ECC (Essex County
Council) or SPC has the right to ask for or expect minutes to be taken verbatim.

Clir S Seabrook PROPOSED and unanimously RESOLVED to purchase a small tape
recorder as an Aide Memoir for Officers clerking difficult meetings.

10. To CONSIDER any actions arising from matters brought to the Council’s attention
during Public Participation.
There were no matters arising.

12. Clerk's Report
The report was circulated prior to the meeting, the report was noted.
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13. RFO Report — To RECEIVE an update regarding ongoing actions: and
i) Interim Management Accounts — to RECEIVE the latest interim management accounts —
Noted.

ii) AUTHORISE contracts or project expenditure exceeding any committee’s £10,000
delegated authority - None.

iii) AUTHORISE any virements and transfers to Earmarked Reserves prior to the Financial
Year End, as necessary — Following a request from the Community Services
Committee it was RESOLVED and unanimously approved to move £2000 from the

Events Cost Code and £1500 from the Grants Cost Code to Earmarked

Reserves.

14. To REVIEW and APPROVE any deletions/additions to current account bank signatories
RESOLVED to defer to the April Corporate Governance Meeting.

15. To REVIEW and APPROVE Projects for Stanway regarding 5106 Funding
Clir T Baines advised there had been no change in the agreed projects list.

16. To RECEIVE an update from the Jansma Park Working Group and DECIDE on any
relevant actions.
There was no update as the Working Group had not met.

17.  Grant Application
To CONSIDER the grant application from SVYHMC.
Clir T Baines and A Norton declared their interests in this item as Trustees of SVHMC.
Clir D Jordan thanked SVHMC for their application which was being considered at this
meeting due to it being the end of the Financial Year and asked why the quotes were
higher than the grant request. Clir T Baines advised that additional grant funding has been
secured elsewhere and £1500 is the maximum amount the Parish Council will consider.
PROPOSED Clir J Spademan and unanimously agreed (except for Clirs Baines and
Morton) to grant SVHMC the sum of £1500.
A cheque was then signed by Clirs J Cotter and D Chambers.

18. Winstree Road Healthy School Streets Scheme
To discuss the update on the scheme circulated by email 1/3/24.
Deferred to the Community Services Committee to monitor.

19. Approval of Policies
To review and approve the following Policies:
Dignity at Work — Civility and Respect
Diversity and Inclusion
Co-Option of Councillors

FROPOSED and unanimously RESOLVED to approve and accept all three policies.

20. To RECEIVE Reports from Outside Bodies

a) Bus Passenger Representative — Clir D Chambers advised that the new Number 71 Bus
Service will begin on April15th, there is another meeting planned for which the date is not
yet known.
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21.

b) Colchester Association of Local Councils — Attended by Clir D Jordan who advised that Sue

Lissimore was the Guest Speaker and gave the same talk she had this evening.

¢) Emergency Planning Officer — No update.

d) Footpath/Tree Warden/Hedgerow Officer - Clir J Cotter had no update but thought that the

improvements to the Folley was fantastic news.

e) Quarry Liaison Group — Clir J Spademan advised that he had been unable to attend the last

meeting but had been advised that the application to quarry the land next to the Zoo had
been refused as there were concems that the work could damage the Dyke. Clir T Baines
reported that there had been a sharp increase in the number of complaints about the
smells. Clir K Bentley has requested an urgent meeting with Enovert and Clir Baines has
been party to all the emails relating to the situation and has asked if the odours are
detrimental to resident's health, a letter from Priti Patel MP has also been received which
the Deputy Clerk will respond to after discussion with Clir Baines.

f) Rosemary Alms Houses — Clir D Jordan advised that Persimmons are trying to build at the

entrance to the Alms Houses, a complaint has been submitted to the Planning
Department at Colchester City Council.

g) School Governors - ClIr T Singh is a Govemnor at the Stanway Fiveways Primary School

and will give a report at the next Full Council Meeting.

h) Village Hall Management Committee - Clir T Baines reported that the accounts were all
now up to date and the Charity Commission has now closed its jenquiry. The Management
Committee are looking for further funding to cover the current works required including the
ceiling, hearing aid system and updated sanitary ware at the Tollgate Hall and they now
have the funding for the Village Hall floor.

SVHMC have now come through the losses incurred during Covid with the number of
bookings increasing so that they are now nearing full capacity. The AGM (Annual General
Meeting) is on Wednesday 15t May at 7pm in the Conference Room which will be followed
by their Committee Meeting.

i) Winstree Road Working Group Party — This had already been covered under item 18 of the

Agenda.

Information Update

Clir D Jordan reminded those present that the Annual Parish Forum was on Thursday April
25% at 7pm.

Clir D Chambers that the Doctors Surgeries at Tollgate and Ambrose Avenue were getting
a lot of bad reviews, and their services are letting residents down. It was agreed that this
would be discussed at the next Corporate Governance Meeting.



Stanway

2023133

22.

23.

24,

Items for Committees/ Next Council Meeting

Accessibility of Meetings/recording meetings — CG & Full Council
Additions / deletions to current bank signatories — Corporate Govemance
Winstree Road Healthy Street Schools Scheme — Community Services

The Deputy Clerk left the meeting at this point:

Exclusion of Public & Press In accordance with The Public Bodies (Admissions to
Meetings) Act 1960 RESOLVE to exclude the Public, including the Press, from the
meeting so that any items containing exempt and confidential information (for
example, whenever publicity would be prejudicial to the public interest by reason of
the confidential nature of the business to be transacted or for other special reasons
stated in the resolution and arising from the nature of that business or of the
proceeding such as confidential, specialist, financial or legal advice) in the
remainder of this agenda can be discussed and decided.

- Confidential Staffing Matters were discussed and agreed.

The Deputy Clerk rejoined the meeting.

Date and time of next meeting - the next scheduled meeting of the Pansh Council will take place
on Thursday 30™ May at 7.00 pm, Victory Hall, Stanway Community Centre

There being no further business the Chairman thanked members for their attendance.

The meeting closed at 8.55pm

Amanda Ward, Deputy Clerk Dated: Znd April 2024

Signed. . Dated: 30th May 2024
Chairman
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Stanway

P: 01206 542221/07759 837111
Parish Council ' e

Councillor Co-Option Application Form

| Full Name SHPRoN ScrrFE

Home Address ‘FPE_ALGRME
STAMWRY G REEN
ST R L

Postcode C =3 _DELA

TeieEhnnE Num!:er s:J"TBB.‘? SO Z2%

Meobile Number

| Email = [:‘SCFEISE@}:»LC}TMQ . cow

PLEASE ANSWER THE YES/NO QUESTIONS CAREFULLY AS THEY SET OUT THE LEGAL
QUALIFICATIONS FOR BEING A PARISH COUNCILLOR

QUALIFICATIONS
Are you a British or Commonwealth citizen? YES/ e
Are you 18 or over? YES/NE

(You only need one of the following four qualifications but please say YES to a |l that apply)

Are you on the electoral register for the parish? YES/HS

Have you lived either in the parish, or within 4.8km of its boundary, for at least a year?
YES/ /M2

Have you been the owner or tenant of land in the parish for at least a year? YES/hi2

Have you had your only or main place of work in the parish for at least a year?  YES/hi@

DISQUALIFICATIONS
Are you the subject of a bankruptcy restrictions order or interim order? YB5/NO

Have you within the last five years been convited of an offence in the UK, the Channel Islands
or the Isle of Man which resulted in a sentence of imprisonment (where suspended or not) for
3 period of three months or more within the option of a fine?

¥=/NO

Are you disqualified by order of acourt from being a member of a local authority ¥ES/NO
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COMMITTEE

Planning
(Clerk - Amanda Ward)
Min 4, Max 7 members

Community Assets
(Clerk - Amanda Ward)
Min 4, Max 8 members

Community Services
(Clerk - Amanda Ward)
Min 4, max 8 members

Corporate Governance
(Clerk - Donna Tristram)
Min 4, max of 7 members

Staffing Committee
(Clerk - Donna Tristram)
Min 5 members

Stanway Parish Council Committee Membership 2024/5

CHAIR

Dave Chambers

Dan Jordan

Dan Jordan

1 Cotter

1 Spademan

DEPUTY-CHAIR

Dan Jordan

T Baines

A Norton

TBaines

T Baines
(ex-officio)

MEMBERS

J Cotter
T Bloomfield
A Norton

Dave Chambers
K McAllister
JSpademan

L De-Col
JHagon

John Spademan
T Singh

W Tearle

JHagon
5 Seabrook
JSpademan

T Bloomfield
A Norton

SUBSTITUTE

All Councillors

All Councillors

All Councillors

All Councillors
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DATA PROTECTION
ESSENTIALS
(GDPR)

NEW ONLINE TRAINING

This is an e-learning course.
Registration on this course will last 12 months.

£17+ VAT per delegate

Brief Overview:

This course will help you understand the aims and provisions
of the UK’'s data protection legislation and offers essential,
practical advice on how to make yourself compliant. EALC
will continue to offer training delivered at our offices.

Learning Objectives:

. Recognise why fair and effective data management is important to individuals and to
society as a whole.

. Understand relevant data protection legislation and regulations, along with penalties
for breaching these.

«  Work with information in a way that does not breach the data protection principles
and individuals’ rights

. Rﬁ__sggnd to requests for information from individuals in a way that is legal and
effective. -

Topics explored in this course:

Understanding the need for data protection laws
Explaining the GDPR and Data Protection Act 2018
Defining personal data

Individuals’ rights

Data protection principles

Working with data

To Book: Complete the standard EALC booking form and
send to pearl.willcox@ealc.gov.uk who will then
register you with Nimble. Once processed you will receive

joining instructions and your Council will then be issued
with an invnira.

EALC Courses https://ealc.gov.uk/training-courses/

Choose any appropriate course

June 2024
*Courses, Briefings & Workshops*

4th Tuesday Councillor Training Day 1 10.00am - 4.00pm | Stephanie Gill & | Office | £100.00
Modules 1 & 2 Michelle Harper

11th Tuesday Councillor Training Days 2 10.00am - 3.30pm | Stephanie Gill & Office | £100.00
Modules 3 & 4 Michelle Harner

22 Saturday **New Course for 2024** 10.00am ~ 1.00pm | Stephanie Gill Office | £100.00
Saturday Councillor Refresher course



4th Thursday Councillor Training Evening 7.00pm —9.00pm | Stephanie Gill & Zoom | £300.00 |
Evening Module 1 Michelle Harper for 4
modules
11th Thursday Councillor Training Evening 7.00pm —9.00pm | Stephanie Gill & Zoom | £300.00
Evening Module 2 Clare Milligan for 4
18th Thursday Councillor Training Evening 7.00pm -9.00pm | Stephanie Gill & Zoom | £300.00
Evening Module 3 Michelle Harper for 4
modules
25th Thursday Councillor Training Evening 7.00pm —9.00pm | Stephanie Gill & | Zoom | £300.00
Evening Module 4 Michelle Harper for 4
modules
13t ‘ Saturday Councillor Training Day 1 ‘ 10.00am - 4.00pm | Stephanie Gill & ‘ Office ‘ £130.00
Modiles 1 & 2 Mirhelle Harner
| 20th ‘ Saturday Councillor Training Day 2 ‘ 4.00pm - 3.30pm | Stephanie Gill & ‘ Office ‘ £130.00
Modules 3 & 4 Michelle Harper
| | September 2024 | | | |
‘ 12t ‘ Thursday Councillor Training Day 1 ‘ 10.00am—4.00pm | Stephanie Gill & | Office | £100.00
Modules 1 & 2 Michelle Harper
i 19 ‘ Thursday Councillor Training Day 2 ‘ 10.00am - 330pm | Stephanie Gill & | Office | £100.00 ‘
Modules 3 & 4 Michelle Harper

17th Thursday **New Course for 2024** 10.00am - 1.00pm | Judith Farr Office | £80.00
Councillor Refresher Course

215t Monday Councillor Training Day 1 10.00am - 4.00pm | Judith Farr & Office | £100.00
Modules 1 & 2 Clare Milligan

28th Monday Councillor Training Day 2 10.00am - 3.30pm | Judith Farr & Office | £100.00
Modules 3 & 4 Clare Milliaan

2nd Saturday Councillor Training Day 1 10.00am - 4.00pm | Judith Farr & Office | £130.00
Modules 1 & 2 Clare Milliaan
[go Saturday Councillor Training Day 2 10.00am - 3.30pm | Judith Farr & Office | £130.00
Modules 3 & 4 Clare Milligan
6t Wednesday Evening Councillor Training 7.00pm -9.00pm | Stephanie Gill & Zoom | £300.00
Evening Module 1 Adriana Jones for 4
modules
13t Wednesday Evening Councillor Training 7.00pm —9.00pm | Stephanie Gill & | Zoom | £300.00
Evening Module 2 Adriana Jones for 4
modules
20th Wednesday | Evening Councillor Training | 7.00pm ~9.00pm | Stephanie Gill & | Zoom | £300.00
Evening Module 3 Adriana Jones for 4
modules
27th Wednesday Evening Councillor Training 7.00pm—9.00pm | Stephanie Gill & | Zoom | £300.00
Evening Module 4 Adriana Jones for 4
modules
December 2024
*Courses, Briefings & Workshops*
3rd Tuesday Advanced Councillor Training 10.00am - 4.00pm | Stephanie Gill & Office | £100.00
The Next Steps Day 1 Michelle Harper
10th Tuesday Advanced Councillor Training 10.00am - 3.30pm | Stephanie Gill & Office | £100.00
Tha Nawt Stanc Nav 7 Mirhalle Harnar
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ORGANISATION/BODY

Bus Passenger Representative

Colchester Association of Local Councils

Emergency Planning Officer

Footpath/Tree Warden/Hedgerow Officer

Quarry Liaison Group

Rosemary Alms Houses Committee

school Governors

Stanway Village Hall Management Committee

Winstree Road Working Group Party

Stanway Parish Council Councillor Representatives to Outside Organisations/Bodies 2024/5

COUNCILLOR REPRESENTATIVE(S)

Cllr Chambers

Cllr Jordan

1 x vacancy

Cllr Cotter

Cllrs Spademan & Hagon

Cllr Jordan

Clir T Bloomfield {Stanway Primary)

ClIr T Singh (Stanway Fiveways)

2 x Vacancies

Cllr Spademan
Clir Baines
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2. Interim Management Accounts (Appendix One)

The provisional financial statements reflect the 12 months period ending 31 March 2024.

The key points are as follows.

- With expenditure below budget the Revenue Account shows a small surplus to carry
forward into 2024—-25. Material variances (i.e. greater than 15 percent or £1,000) are

highlighted in the cost code summary.

- This was partly offset by a deficit in the Capital Account, owing to unplanned and
inadequately funded expenditure on replacement of a soakaway, installation of air-
conditioning and acquisition of new grounds maintenance machinery.

- The year ended with £242,341 cash at hand of which £109,500 was ringfenced in
identified Earmarked Reserves. The balance was the General Reserve and met the

applicable threshold per Financial Regulation 7.4.

3. Bank Reconciliation (Appendix Two)

The Bank Reconciliation shows the accounting records at yearend reconciled with the
bank statements as of 31 March 2024. As financial statements are prepared on an ‘Income
and Expenditure Basis’, the references to ‘Unrepresented Payments’ and ‘Unrepresented

Receipts’ in the report denote creditors and debtors respectively.

Stanway Parish Council
Summary of Receipts and Payments
Cost Centre Group - Revenus Account

S Apell 2004 [2003-2024)

A1 Revenue Income Recelpts Payments Mat Posfiion
Cods Tite Sussgete Actual warancs Budgsted Actual Warkance +i- Uinderinwer spend
1 Precepd 353,793.00 353, 753.00 10}
2 Wiayleawes 100 1.00 0%}
5 Coedt Inb=rest TE DD 2 ATE A0 2,403 25 240349 [(32049%)
53 Community Ewents. 0000 1,540.81 1,.230.81 15.00 - 15040 1,325.61 [441%)
55 Burial Growrsd 4,000.00 2,653 00 -1,707.100 -1,307.00 {-32%)
77 Al Ciher Revenue Income 150000 150L00 150.00 (MIA]
SUS TOTAL 358,153.00 360, 75630 2 SBT.30 1500 -15.:00 257230 [0%%)
B1 Staff Recslipia Payments Mot Postion
Coda Tite Budgetsd Actual Warlance Budpeted Actual Warlance = Underiowver spard
8 Salarles (Inc. employes's ta, MI 1.40,000.00 125,690.05 14,300.94 14,309.54 (10%)
3 Empiayers Ml Conmbution 12,343.93 -12.34393 -12,. 343,855 (MiA)
10 Home Working Alloswance: 235.00 25600 (0%}
11 Employers’ Pansion Contnbution I7.237.00 31.581.73 2.25521 5855521 (15%)
13 Training, Mambsrship Fees & Su TIOLDO TTOLOD 4350000 4,550.18 -530.16 173.82 (%)
14 Travel & Subsistence =95.00 ZFESE 31744 IT.44 [53%)
SUS TOTAL TTOo.00 Ta0.00 1S5 813,00 178, 21052 T.EDE. 48 B.378.48 (4%)
B2 Office & IT Rec=Ipis Payrnents Mst Posion
Coda Title Sugeted Actual warlancs Buckpetsd Actual Warkancs == Underigwer spend
17 OMce Supplles & Consumables 237000 1.570.05 1,399.94 1.399.84 [47%)
20 Teiephons & Broagband 16340 16340 346500 2327473 1.12025 1.353.65 (F9%)
22 IT Hamwane & Softwvars [Inc. sufp S.510L00 4153.75 1.35625 135525 (24%)
SUS TOTAL 163,40 153.40 . 345.00 T 95856 5345 a4 4 10584 [34%)
B3 Banking & Finance Recsipa Payments Mat Postion
Coda Tite Budgetsd Actual Warlance Budpeted Actual Warlance = Underiowver spard
3& Bark Charges 22000 282 25 -E2 25 -B2.25 [-2&%)
79 Capial Repaymesnts 16,000.00 16,000.00 (0%}
B0 Deapbit Imerest S.162.00 a5,162.00 (0%}
SUS TOTAL 2138200 21,444 75 £Z25 62 25 [-07%)
B4 Professional Services Recelpia Payments Mot Posiion
Coda Tite Budgetsd Actual Warlance Budpeted Actual Warlance = Underiowver spard
24 Inbemal Awdit 1,550.00 1,505.00 14500 145.00 {E5%)
25 Extesmal Audit E40.00 1,050.00 -2 10040 -210.00 {-25%)
| 1] Scribe page Mo, 1



Stanway Parish Council 5 Aprll 2024 [2023-2024)

Summary of Receipts and Payments
Cost Centre Group - Revenue Account

40 Protessional Fees 7.700.00 5,731.53 S9E5.07T BE8.07 (12%)
SIS TOTAL A0, T30.00 228533 EOT HIOT [B%)
BS5 Other Admin RecEIDiE: Payments st Postion
Cods Title Sudgeted Actual Varlance Budgsted actual Varlance +I- Uinderigver spend
21 Communicabions 4 Adveriising 1,750000 1,615.00 13500 135.00 (7%}
35 Insurance E,100.00 6,321.04 -231.04 -221.04 {-3%)
37 Subscripions 1.,700.00 1,455,939 20301 03.01 {11%}
75 Chalmnan's Alowance 230.00 230100 IH0.00 {1009}
78 Room He 5500 551000 158.00 15.00 1B3.100 241.00 {121%)
958 Uncategorised Expandibure 75192 -TE1482 -TS1.52 (MiA)
999 Accourting Adusiment 1501 -15101 -15.01 [MiAL
SIS TOTAL 58.00 SR S.568.00 10,214 56 -ME 56 -1B8.56 [-17%)
CA1 Grounds Recaipis Payments Mat Posiion
Cods Title Budgeted Al Varlance Budgeted Actual Varkance -+~ Linderiover spard
27 Bulldings & Car Parks 8,500.00 6,665.05 1,834395 1,634.55 (21%%)
30 Play Areas 6,000.00 S57.50 504220 504220 (52%)
31 Grounds Malmerancs 2ET7.35 2ET.25 20,000.00 1762013 2, 30087 257712 {12%)
52 Toois and Consumables 1,500.00 Sa7.05 s02as S02.95 (33%)
54 Maimenance Wehice T.AE9.00 2131.27 535773 535773 (T1%)
SIS TOTAL 25T 25 26725 43 485.00 2844130 1504770 153435 (35%)
CA2 Streets Receipin Payments Mat Posttion
Coda Title Budgeted Bciusl arlance Budpeted Actual arkance -+~ LUinderiover spend
50 Sireefigiis - ex. Elechichy 6,000.00 6,742.10 -F4z2. 10 -742.10 (-12%)
B1 Sireet Fumiurs 350000 206245 1,737.54 1,737.54 (45%)
B4 Sireedignis - Eleciricity 24 00000 8,959.25 1504075 15,040.75 (62%)
55 Foobpalhs 1,500.00 1, 50000 1.500.00 {100°%)
SIS TOTAL F5.300.00 17, 73081 17533813 A7 53813 (455%)
CA3 Burial Ground Recsipis Payments Mst Positlon
Cods Title Budgeted Actual wvarlance Budgeted acthual Varlance +I- Linderiguer spend
57 Burial Ground - All Expendiure S5200.00 35828.77 127123 127123 (24%)
SUS TOTAL S.200.00 39FETT 1.271.23 127123 [24%)
v [ []] Scribe Page Mo, 2
Stanway Parish Council S Apel 2024 (2003-2024)
Summary of Receipts and Payments
Cost Centre Growp - Revenuse Account
CS1 Community Services Recelpia Payments Mat Postion
Cods Trbe Sudgetea Actual ‘warlancs Budgstsd Actual +F- L =pera
S Community Events - Expencibune 15.00 18.00 252500 2.325.861 19915 AT 9 (5%)
TO Grants (all) 3,500.00 3E29.50 -1zeua0n -1Z9.50 {-39%)
o1 Community Safety S.000.00 471210 2ET7T 90 IET.90 (5%}
104  Community Sendces - Ofer exps 30.00 3000 475.00 32591 14509 A17S5.09 (35%)
SUS TOTAL 4800 45.00 150000 10, 357.82 SOz 38 55038 (4%)
S U Sy
MNET TOTAL 358,155.00 IC2 D52 S5 3,553 95 332,793 00 2855, 301.72 4E 491 28 50,385 23 (T9%)
WAT. 3601771 11,785.94
GCROSS TOTAL 35E.080.56 2B 087 66



Stanway Parish Council

Summary of Receipts and Payments

Caost Centre Group - Capital Account

5 Aprll 2024 [2023-2024)

A2 Capital Receipts

Rec=ipta Payments Mat PosHon
Coda Tite Sudgeted Al Warlance Budpgsted Sychual Warksmncs +#- Underiover spend
3 Caplial Granis & Oiher Donation: 1, 000000 1,D00.00 1.000.00 (M)
4 CCC Grants S53,000.00 54,000.00 100000 1.000.00 {13}
5 Other Grants 44, 500.00 6. 12700 -38,373.00 -38,373.00 {-B5%)
7 LCTS AOminssaton Subsky 5,259.00 5,250 00 (5]
SIS TOTAL 102, 75300 E5, 35800 -3&, 373,00 -36,373.00 (-35%]
Q Capital Expenditure Receipia Payments Mot Position
Cods Tite Busgeten Actusal Warlance Buageted Achual Sl spend
200 COMMUNLY SSrdces — envrnme 1.500.00 150000 1.500.00 {100%)
201 COMMUNty Serdces - Omer new 12,000.00 120000 12.000.00 {1007%)
202 Car park extension 52,000.00 S2,557.08 -S57.08 -EST.08 §-1%)
203 Scakaway 19,000.00 19,069.50 -£2.50 -59.50 -0%)
204 Car park resurfacing 30,000.00 30,000 30,000.00 {1007%)
205 Eleciric vehide charging point 1,000.00 1,000 1,000.00 {1007%)
206 AIr conatoning 5.,000.00 4,558 27 44173 44173 (53%)
207 Jansma Park 10,000.00 TOUO00L0 10,000.00 {1007}
208 Grounds KMachinery 200000 1.811.67 18533 188.33 yo)
SUES TOTAL 132.500.00 TT 99652 54 503 48 54 503 48 {41%)
S ary
MET TOTAL 102, 753.00 EE, 35E.00 -36,373.00 132.500.00 T7. 99652 54,503 48 18, 130,48 (7%}
WA T. 15,529.30
GROSS TOTAL == ] 93,.525.82
5 APl 2024 (2023-2024)
Stanway Parish Council
Reserves Balance
2023-2024
Rescrve CrpeningBalamnce Transfers. Spend Receipis CumentBalamce
Earmarked
Office Equipment 2,000.00 2. 00000
Professional Fees (legal. scocow 1.500.00 4 500.00 6.000_.00
Car Parks 5,000.00 1,000.00 &, 00.00
‘Workshop & Store 1.000.00 1.000.00 2. D000
Flanning 1.500.00 1.500.00
Willage Halls T.743.00 8, 757.00 14.500.00
Footpatis 1.000.00 9, 000.00 10.000.00
Grounds 2. 500.00 2.500.00 5.000.00
Motice Boards: 1.000.00 1.000.00
Strectlights 2.000.00 3.000.00 5.000.00
Staff 20,000.00 5.000.00 25.000.00
‘Wehicle 500.00 -500.00 0.00
Community Safety 1.000.00 1.000.00
Electicons 3.000.00 1.,000.0:0 <4.000.00
Burial Grownd 2. 500.00 -500.00 2. D000
Outdoor Gym 500,00 3.500.00 4 00000
Bus Shelers 1.745.00 3,255.00 5.000.00
Flay Equipment 10.000.00 2.000.00 12.000.00
Jansma FPark 0.00
Srants 1.500.00 1.500.00
Ewvents 2.000.00 2. D000
Total Earmarked 64 488 00 45 1200 109, 50000
TOTAL RESERWVE 64, 48800 45 0200 109, 500,00
GEMERAL FUND 167,082 .35
TOTAL FUNDS 268.582.385



Stanway Parish Council

5 Aprl 2024 [2023-2024)

Prepared by: Diate:
Mame and Roke [CleduRFD efc)
Approved by: Diate:
Name snd Role (RFOVChalr of Finance eig)
Bank Reconciliation at 31/03/2024
Cash in Hand 010472023 164, 73204
ADD
Receipts 01/04/2023 - 31/03/2024 454, 450,68
5§28,188.70
SUBTRACT
Faymenis 01042023 - 31/032024 301613448
A Cash in Hand 310372024 23T 58522
(per Cash Book)
Cash in hand per Bank Statements
FPeity Cash 03052023 000
G, Umity Trust 30000033 31032024 50,097 .85
5. Nationwide 000418 18/03/2023 000
4. Nationwide 200427 260172024 000
1. Umity Trust X3C4053 3032024 192,243 08
3. Barclays XX X528 260212024 0.00
2. Barclays XXX 152 26022024 000
242 34103
Less unpresented payments 47581
237 58522
Flus unpresented receipts
B Adjusted Bank Balance 23T 5B522
A =B Checks out OK

|1 Scribe
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10.

Agenda ltem 17 iii (extracted from CGC RFO Report May 2024

Insurance

The Council’s policy of insurance falls due for renewal on 1 June 2024 and the Council has
been asked by its appointed insurance broker to provide up-to-date underwriting
information.

Under the Insurance Act 2015, the Council has a ‘duty of fair representation’ which obliges it
to disclose to a prospective insurer ‘every material circumstance which the insured know or
ought to know’. It is generally held that, as the Council is a corporate body, the knowledge
of each individual member is the knowledge of the Council itself. A ‘material circumstance’
Is any fact or circumstance which ‘would influence the judgement of a prudent insurer in
determining whether to take the risk and, if so, on what terms.’

The legal remedies potentially available to an insurer for a breach of the duty of fair
presentation range from charging extra premium or imposing additional restrictive terms to
the complete avoidance (in other words cancellation) of the insurance. With that in mind, is
any member of the CGC aware of anything he/she believes is or may be relevant?



Agenda ltem 17 iv (extracted from RFO’s report to CGC 20.05.24

Report to the Corporate Governance Committee
Date: 20 May 2024
Subject: Insurance

Introduction

Stanway Parnsh Council's insurance is provided under a continuous agreement that lasts until it is
cancelled by either the insurer or the insured giving 30-days’ notice. The insurer has not given
notice of cancellation but has issued terms to ‘renew’ the policy from 1 June 2024.

Terms to ‘renew’ the policy of insurance

The terms issued by the iInsurer are set out in the appended letter and documents, which can be
summarised as follows:

Premiuwm: £6 386.40

Taxes and fees: £841 .37 (the broker also receives commission of an amount it has not
disclosed)

Total cost: £7 227.77

Cowver: Chiefly as per the ‘expiring’ policy of insurance, except for: (1) added exclusion of
‘communicable diseases’; (2) sums insurad for bulldings and contents increased by index-linking.

The overall cost is roughly 14% up on a year ago but s within budget. It is also worth
remembering the investigation completed less than six months ago concluded the current
provider's offering is competitively priced albeit a direct comparison with alternatives was
impossible.

Things to highlight

The suite of documents issued by the broker includes a section titled ‘'Important Information’
which | draw to your attention. It includes the broker's guidance on various matters including:
(1) the remedies available to an insurer in the event of so-called ‘under insurance’; (2) the
broker's mostly accurate interpretation of the ‘duty of fair presentation™; and (3) ‘'making a claim’,
which differs significantly to the terms of the policy of iInsurance. There is also the broker's own
Terms of Business Agreement’ which is a separate agreement to the policy of insurance.

Legal obligations relating to insurance
Compulsory insurance
There are very few types of insurance the Council i1s required to hold.

Employers’ Liability Insurance The Employvers’ Liability (Compulsory Insurance) Act 1969
requires the Council to insure against hlability for bodiby imury or disease sustained by
employees in the course of their employment, and to maintain insurance. The law was
updated pernodically since 1969, most recently by the Employers’ Liability {Compulsony
Insurance) Regulations 1998 which introduced a minimum limit of indemnity of £5 million.

Fidelity Guarantee The Local Government Act 1972 reguires the Council to take security
as it considers sufficient in the case of any officer entrusted with the custody or control of
monay. This s easily done by a policy of idehity guarantee insurance but thers 1s no
exprass requirement for the Council to hold such insurance. It is also noted that, except for
a verny small amount of cash received at community events, no officer ever has custody or
control of the Council's money. Instead, the Financial Regulations gives such duty to the
councillors who are bank signatories._

Motor Insurance Taken as a whole, the Road Traffic Act and its subsequent updates
requires the Council to ensure there is insurance in force covernng the use of a motor
wehicle on a public road. This type of iInsurance is often known as ‘third party motor
insurance’ and is catered for under a separate policy of insurance.

Fair presentation

The law on insurance contracts changed nine years ago when the Insurance Act 2015
came into force. Under that legislation, the Council has a statutory duty of “fair
presentation”, which obliges it to disclose to the insurer “every material circumstance
which the insured knows or ought to know'. A ‘material circumstance” s anything that
‘would influence the judgement of a prudent insurer in determining whether to take
the risk and, if so, on what terms.”

The ‘knowledge of the insured” is dealt with in the legislation. It is not only what is
known to the individuals who are responsible for the insured’s insurance” but in the
case of a corporate body it is also what is known to the individuals who are part of the
insured’s senior management”. While it is isn't defined in the Insurance Act, the generalby
held view based on precedent is the senior management’ of an organisation is the
executive decision-making body which, for Stanway Pansh Council, are the members
individually and collectively. The Financial Regulations say the RFO will effect insurance ‘as
directed by the CGC" so at the very least the ‘knowledge of the insured” will be things
known to the members of the CGC.

Lastly, the duty of ‘fair presentation” arises ‘before a contract of insurance is entered
into” and does not continue thereafter unless agreed by Insured and insurer.
What else to insure?

It is at the Council's sole discretion to determine which other types of insurance are appropriate.
In theory there should be a connection between the Risk Schedule, and the types of insurance.



Agenda Item 17 v Total Paid during 2023/4 = £ 2080.99

Stanway Parish Council B Vo 204 73 204
PAYMENTS LIST
Vouche Code Date Minute Bank ChequeNa  Descripton Suppller VAT Type et Var Total
2 Subscrpbons i 1. Uity Trust K0 Wembersnp subarrption ~ Insttu of Cemetay and | X 800 800
3 Subsciptons 4040 1 Uy Tost X Memberspsubsrption s Asscaton o ocal 04 1018
% Subscrpbons 402003 1. Unly Trust X00CH DIRECT OEBIT 100 regsrato fee Information Commisiner £ 30 100
149 Subsiptions joan 1. Urley Trust K01 Membersip shsmption ~ Colchester Assocabion f L X 100 300
351 Subsariptions Qa/n0ja0z3 1. Urley Trust K01 Membersip sbsption ~ Esce Playing Felds Assael 00 3000
Total 1,496.99 149699
Display details of individual
society of Local Council Clerks s e (e ae
Detailed View Columns @ H Filter W ‘
Voucher Cashed Supplier
No ¥ Date 9 NetS VAT$ Totals Date Descriptions ¥ Bank ¢
Society .
Membership ¢ el 1. Unity
v 372 91120023  £288.00  £0.00 £288.00 31.01.2024 o Trust
subscription  council
AXAAKO53
Clerks
Society .
Membership ¢ o MY
v 57 17.052022  £296.00  £0.00  £296.00  30.06.2023 o Trust
subscription a0l

Clerks

KHXXX053



Agenda Item 17 vi Total Paid during 2023/4 = £ 2080.99

Monthly Regular Payments

Home working allowance x 3 employees £26.00x 3
New Star Network—Mobile phones £ Variable

IT Software & Connectivity Package - Saint IT £176.61

IT Support Package—Saint IT £99.00

IT Toner Ink Plan—Saint IT £ 15 > Approx

Debit Card—£ 50 maximum transaction/£200 monthly limit for Maintenance Worker

Debit Card—£ 500 monthly limit For Clerk

Debit Card Charge £ 3.00
Cancelled

A& J Lighting—To be paid on production of 1 invoice £127.90

6 monthly

Public Work Loan (Capital Repayment) £ 8,000.00
Public Work Loan (Interest) £ 2,500 <Approx
Yearly

ICO Registration Fee £35.00 +

Health Assured Limited—Welfare Packag £500 +



Agenda ltem 17 viii (Extracted from CGC RFO Report 05.24

Summary of Receipts and Payments
Cost Centre Group - Capital Account (Between 01/04/2024 and 30/04/2024)

Stanway Parish Council

1 May 2024 (2024-2025)

A2 Capital Receipts

Receipts Payments MNet Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +- Underiover spend
3 Capital Grants & Other Donation [MIA)
4 CCC Grants 1,000.00 -1.000.00 -1,000.00 (-100%)
5 Other Grants 203.741.00 -203.741.00 -203,741.00 (-100%)
T LCTS Adminstration Subsidy 5,258.00 -5.250.00 -5,250.00 (-100%)
SUB TOTAL 210,000.00 -210,000.00 =210, 000,00 [-100%)
Q Capltal Expendlture Receipts Payments Met Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +- Underiover spend
23 IT Equipment 680.23 -360.23 -580.23 [N/A)
207 Jansma Park 200,000.00 200,000.00 200,000.00 (1009%)
208 Bus shelter comer of Holly Rd ar 10,000.00 10,000.00 10,000.00 (100%)
SUB TOTAL 210,000.00 68023 20833977 20833977 (99%)
Summarv
HET TOTAL 210,000.00 -210,000.00 210,000.00 660.23 209,339.77 -660.23 [-0%)
VAT 132.05
GROSS TOTAL 79228



Summary of Receipts and Payments

Stanway Parish Council

Ciost Centre Group - Revenue Account (Betwesn 0170472024 and 30/042024)

May 2004 [2024-2025)

A1 Revenue Income
Coda Tite

1 Precep

2 Wayleaves

5 Cred? Intenest

53 Community Events

S5 Burial Ground

7T Al Other Revenue Income

S8 TOTAL

B1 Staff

Coda Tite

3 Salaries (nc. employes's tax, NI
9 Emgioyers MI Conmibution

10 Home Working Allowancs

11 Emgpioyers’ Pansion Contribation
13 Training, Membarship Fees & Su
14 Travel & Subsistence

S8 TOTAL

B2 Office & IT

Coda Title

17 OMes Suppliss & Consumables
20 Telephons & Broagband
22 T Hamware & Software {Inc. su

SUS TOTAL

B3 Banking & Finance
Cods Tiie

38 Bank Charges
79 Capisl Repayments
E0 Dabit Inerest

S8 TOTAL

B4 Professional Services

Coda Tite

24 Intamal At
25 Extemal Audi

Recelpis Payments Mat Postion

Sudgeted Actual Warlancs Budgsted Actual Varlancs +i- Uinderigyer spend
364, 200,00 -354,200.00 ~364,200.00 {-100%)
1.00 -1.00 -1.00 {-1D0%)
T50.00 -750.00 -750.00 {-100%)
1,030.00 -1,.000.00 -1,000.00 {-100%])
4,000.00 1.5310100 -2.190.00 20,00 -20000 -2,2X10.00 {-55%)

(AL

363,551.00 181000 -368,141.00 2000 20,00 -358,161.00 {-39%)
Receipis Paymednts Mat Postion

Suageted Actual Warlancs Budgstsd Actual Varlancs +i- Uinderigyer spend

146, 700000 10,677.65 13562234 135,622.34 [92%)

13,500.00 1,062,950 1251510 12,515.10 {52%)

850.00 TE.OD AT200 E72.00 {91%)

35.206.00 2,755.84 3245216 32,452 16 [52%)

5,000.00 TILET 426833 4,368.33 (B5%)

€00.00 G000 €00.00 {100%)

20205800 15,5207 186.525.33 186.525.33 (3Z%)

Recsipts Payments Mat Postion

Suageted Actual Warlancs Budgeted actual Varlancs +i- Underigver spend

1.300.00 S22 184778 1,B47.78 (97%)

2,300.00 155.64 213436 2,134.36 {52%)

4,.300.00 &00.07 3,559.93 3,659.53 (56%)

50000 B17.33 T.BEZOT T.6E2.07 (30

Recelpis Payments Mat Postion

Sudgeted Actual Warlancs Budgsted Actual Varlancs +i- Uinderigyer spend
200.00 20000 200.00 {1007}
16,000.00 16, 000000 16,000.00 {100%)
445000 445000 4.450.00 {100%)

20,550.00 20,650,000 20650000 (1007%)

Recslpis Payments Met Postion

Suageted Actual Warlancs Budgstsd Actual Varlancs +i- Uinderigyer spend
1,500.00 1,500.00 1,600.00 {100%)
1,100.00 1, 10000 1,100.00 {100%)

|11 Scribe Page Mo, 1



Summary of Receipts and Payments

Stanway Parish Council

Cost Centre Group - Revenue Account [Betwesn 01/042024 and 3002024 )

1 My 2024 [2024-2025)

40 Professional Fees 33,500.00 33.500.00 33,500.00 {100%)
SUS TOTAL 3520000 35, 200.00 35.200.00 | 1007%)
BS Other Admin Recelpts Payments Mat Position
Coda TiHe Budgetad Actiesl ‘arlancs Budgsted &ctual Warkancs +i- Underiover spend
21 Communicabions & Adveriising 1.,700.00 a0.00 1,620.00 1,620.00 {95%)
3E Insurance 10,000.00 10, 00000 10,000.00 {100%)
37 Corporate Subscriptions 1,500.00 14529 4509 45.09 {F%)
TS5 Chalman's Alowance 200.00 53.98 13602 136.02 {53%)
958 Uncategorissd Expendituns (A
999 Accourting Adusiment IMA)
SIS TOTAL 13, 40000 1,555.89 1180111 11,8011 (B&%)
CA1 Grounds Recelpis Payments Mat Postion
Coae Title Busgeben At warlanee Bungetsd actual varkances -+~ Linderigyver spend
27 Bulidings & Car Parks 10,000.00 10, 00000 10,000.00 {100°%)
30 Play Arsas 6.000.00 6.000.00 6,000.00 {1007%)
31 Grounds Malnienance 17500000 T66.00 16,732.00 16,732.00 {25%)
52 Toois and CONSUMaNes 1,000.00 41.90 35510 BS8.10 (5%
57 Burial Ground 2.500.00 1,412.50 1,087_50 1.087.50 {43%)
&4 Mainterance ehide 1200000 41.61 1,158.30 1,158.39 {95%)
SUS TOTAL 3520000 22e4.m 35,935.99 35,935.99 [94%)
CAZ Streets Recelpts Payments Mat Postion
Codle Tite Budgeted Achual Warlance Budgstsd #ctual varlancs -+~ Linderigver spend
S0 Sireefignis - ex. Elecichy 6,000.00 1,145.70 4,854 30 4, ES54.30 (50%)
E1 Sireet Fumbura 4 50000 4, 500000 4, 500.00 {100%)
E4 Sirectighis - Eleciricity 15000000 15, 00000 15,000.00 {1007}
o& Footpaths 1,000.00 1, 000000 1.000.00 (1007}
SIS TOTAL 25, 50000 114570 2535430 2535430 [395%)
CS1 Community Services Recelpta Payments Hat Posfion
Coda Tite Budgebad At arancs Bupstsd actual arkancs +i- Underiover spemd
54 Community Events 6.000.00 5713 5,420 87 542067 (90%)
7O Grants 5,000.00 5,000.00 5,000.00 {1007%)
51 Community S3rety 4,000.00 4,000.00 4,000.00 {1007%)
104 Community Serdces 500.00 100,00 40000 400.00 {50%)
105 Road Sarety 3.000.00 3,000.00 3.000.00 {100%)
|11 scribe Page Mo, 2
Stanway Parish Council 1 May 2024 (2024-2025)
Summary of Receipts and Payments
Cost Centre Group - Revenue Account (Bebeesn 0102024 and 30072024 )
S TOTAL 1850000 R AT.BIOUET AT.B208T (IS}
Sumimanry
HET TOTAL 353,55 1.00 1EV000 368, 14100 35400800 22053 T3 34185497 26,185 T3 (-3%5)
VAT, 55518

GROSES TOTAL

1. 610,00

281zl
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Prepared by: Date:
Mame and Role (Clerk/RFO etc)
Approved by: Date:
MName and Role (RFQ/Chair of Finance eic)
Bank Reconciliation at 30/04/2024
Cash in Hand 01/04/2024 23768522
ADD
Receipts 01/04/2024 - 30/04/2024 186,589.50
424 17472
SUBTRACT
Payments 01/04/2024 - 30/04/2024 2369119
A Cash in Hand 30/04/2024 400,483.53
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 03/05/2023 0.00
1. Unity Trust X20CC<053 30/04/2024 365,362.13
2. Unity Trust XX3XX933 30/04/2024 50,097 95
405,460.08
Less unpresented payments 5.129.31
40033077
Plus unpresented receipts
B Adjusted Bank Balance 400,330.77

Error A does NOT equal B
ERRORIS £152.76




Page 1 2 May 2024 (2024-2025)
Stanway Parish Council
Uncashed paymentsi\transfers out (All banks)
(Upto 30/04/2024)
Voucher Date Cheque No. Description Total Bank
15 08/04/2024 DEBIT CARD Office equipment 34.97 1. Unity Trust XXXXX053
16 08/04/2024 DEBIT CARD Office equipment 13.39 1. Unity Trust XX30XX053
17 09/04/2024 Training 144.00 1. Unity Trust XXXXX053
18 09/04/2024 Maintenance consumables 578 1. Unity Trust XX2XX053
19 09/04/2024 Maintenance consumables 853 1. Unity Trust XX2XX053
20 10/04/2024 Office consumables 16.32 1. Unity Trust XX3XX053
29 10/04/2024 Refund 1. Unity Trust XX30XX053
21 15/04/2024 IT hardware 21042 1. Unity Trust XXXXX053
22 15/04/2024 DIRECT DEBIT Telephene and broadband 198.77 1. Unity Trust XXXXX053
23 16/04/2024 Waste collection 26160 1. Unity Trust XX30XX053
24 1710472024 Membership subscription 100.00 1. Unity Trust XXXXX053
25 17/04/2024 IT hardware 79228 1. Unity Trust XXXXX053
28 18/04/2024 DEBIT CARD Fuel 4993 1. Unity Trust XXXXX053
27 20/04/2024 Expenses reimbursement 163.98 1. Unity Trust XXXXX053
26 21/04/2024 Maintenance consumables 3596 1. Unity Trust X200(X053
30 25/04/2024 Event expenditure 54900 1. Unity Trust XX30XX053
31 25/04/2024 Expenses reimbursement 2746 1. Unity Trust XX3XX053
32 25/04/2024 Memarial plague 210,00 1. Unity Trust XXXXX053
33 25/04/2024 Grave plot markers 148500 1. Unity Trust XXXXX053
34 25/04/2024 IT software and support 143.96 1. Unity Trust XXXXX053
35 28/04/2024 Advertising 95.00 1. Unity Trust XX3XX053
37 28/04/2024 DEBIT CARD Event expenditure 21.00 1. Unity Trust XXXXX053
36 29/04/2024 DEBIT CARD Event expenditure 1096 1. Unity Trust XXXXX053
38 30/04/2024 Grounds maintenance 550.00 1. Unity Trust XX3XX053
Total 5,129.31
Page 1 2 May 2024 (2024-2025)
Stanway Parish Council
Uncashed receipts\transfers in (All banks)
(Upto 30/04/2024)
Voucher Date Cheque No. Description Total Bank

Total
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ESSEX

POLICE

Donna Tristram Protectimg and serving Essex

Parish Clerk

Stanway Parish Council Mrs Adam Pipe

Head of Roads Policing
Operational Policing Command
Holts Lane

Boreham

Essex

CM3 3BG

23rd May 2824
Dear Donna,

RE: Potential sale of Stanway Roads Policing Unit

Cur county remains a safe place to live, work and socialise, wherever you are. We want
to keep it that way and Essex Police remains committed to keeping communities safe,
protecting people from harm and working with our partners to prevent and detect
crime. To achieve this, it is important that we take into account the changing needs of
our communities, the changing nature of crime both locally, nationally and
internationally and take advantage of modern technology and working practices.

To meet these challenges Essex Police continues to evolve, thinking carefully how we
invest the resources we have to best effect. We are committed to making the most of
every penny by investing in training, skills, equipment and estate that officers, staff and
volunteers need to keep our county safe. At the time of writing, we have more than
3,755 police officers — our highest number in several years - and they are committed
to serving you, our communities.

As has been well publicised since 2815, we have continued to sell parts of our estate
that are old, inefficient, out of date or not best geocgraphically placed to serve the neads
of our communities. In addition to this we have: invested in refurbishing strategically
placed police stations that can serve our communities and remain publicly accessible;
invested in shared co-locations with our partners to ensure financial efficiency and

Report non-emergency crime and anti-social behaviour online at www.essex.police.uk or ring 1681
IT a crime is in progress or someona is in immeadiate danger, always ring 999
If yvou have a hearing or speech impairment, use our textphone service 148680 or the 999 BSL app



enhance partnership working; and continuead to invest in a police service that is visible
and accessible to all our communities, We want officers out in their communities —
both rural, uran and coastal — not behind a desk because it is police officers that
catch criminals, protect victims and prevent crime.

In line with our estates disposal programme, we wanted to tell you that we intend to
place the Stanway Roads Policing Hub, former woarkshops and offices up for sale.
Before we finalise that decision we would welcome any fesdback or comments you
might hawe by 7N June 2824, You can  do  this by contacting
Adam.Pipe@Essex.Police.LIK

COwur Roads Policing Unit (RPLU) will be moving to our complex in Boreham to join their
Operational Policing Command colleagues. The former workshops were vacated in
2312 and our Transport Services team have since worked at our site in Bareham. And
our Major Investigation Team (MIT) relocated to the North (Dunmow) and South
{Rayleigh) hubs in 20719,

The sale of the site will not materially change anything at all in the level of service that
our lecal communities can expect and will get from Essex Police. We will continue to
be out, visible, accessible, catching criminals and working hard to prevent crime.

You will continue to see cur Roads Policing Unit working hard to keep Essex's roads
and all road users safe. Through a number of policing operations and proactive patrols
across the county, officers identified drivers who were unfit to drive and breaking the
law. In just the first three months of 2824, RPU officers arrested S83 drivers in
cannection with drink or drug driving.

COwur dedicated Community Policing Team will also continue to operate successfully
from nearby Colchester Police Station, and moast importantly our officers and Police
Community Support Officers are visible every day in the Stanway community.

The Essex Police front counter at Colchester Police Station remains open and is staffed
by Essex Police employees from Qam to Spm Monday to Sunday. People can make use
of our online reporting services and live chat services [(available on our website

www.essex.policeuk) or of course the 181 number. They can also sign up to our
Dispatch e-newsletter to find out about what is going on in their area:
www. essex.police.uk/dispatch

As Head of Roads Policing and District Commander for Colchester, our RPU officers
and Community Policing Team will continue to work with you and all our partners to
deal with all aspects of neighbourhood policing and to keep our communities and
roads safe.

Yours sincarely,

i il '|
1E ¥

Adam Pipe Chief Inspector Colin Cox
Head of Roads Policing District Commander
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Annual Governance and Accountability Return 2023/24 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities™:
= where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed
£6.5 million; or
= where the higher of gross income or gross expenditure was £25,000
or less but that:
= are unable to certify themselves as exempt (fee payable); or
= have requested a limited assurance review (fee payable)

Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return 2023/24

1. Every smaller authority in England that either received gross income or incurred gross expendiiure
exceeding £25,000 must complete Form 3 of the Annual Govermance and Accountability Retum at the
end of each financial year in accordance with Proper Practices.

2 The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
= The Annual Internal Audit Report must be completed by the authonty’s intermal auditor.
= Sections 1 and 2 must be completed and approved by the authority.
= Section 3 is completed by the external auditor and will be retumed to the authority.

3. The authority must approve Section 1, Annual Govermnmance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority websitefwebpage
before 1 July 2024.

4_An authority with efther gross income or gross expenditure exceeding £25,000 or an authornty with
neither income nor expenditure exceeding £25,000, but which is unable to cerify itself as exempt, or is
requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2024. Reminder leftters will incur a charge of £40 +VAT:
= the Annual Governance and Accountability Return Sections 1 and 2, together with
= a bank reconciliation as at 21 March 2024
= an explanation of any significant year on year variances in the accounting statements
= notification of the commencament date of the period for the exercise of public rights
= Annual Intermnal Audit Report 2023724

Unless requested, do not send any additional documents fo your extemal auditor. Your external auditor will

ask for any additional documents needed.

Once the external auditor has completed the limited assurance review and is able to give an opinion, the

Annual Governance and Accountability Section 1, Section 2 and Section 3 — External Auditor Report

and Certificate will be retumed to the authorty by email or post.

Publication Requirements

Under the Accounts and Audit Regulations 2015, authorities must publish the following information on
the authorty website/webpage:

Before 1 July 2024 guthorities must pubish:

= Mofice of the period for the exercise of public rights and a declaration that the accounting statements
are as yei unaudited,;

= Section 1 - Annual Governance Statement 2023/24, approved and signed, page 4

= Section 2 - Accounting Statements 2023/24, approved and signed, page 5

Mot later than 30 September 2024 authorities must publish:

= Motice of conclusion of audit

= Section 3 - External Auditor Report and Certificate

= Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review. It
is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Intermal Audit Report, page 3.

The Annual Governance and Accountability Rleturn constibutes the annual retum refemed to in the Accounts and Audit Regulatons 2015.
Throwghout, the wonds “extenal auditor’ have the same meaning as the words Tocal auditor’ in the Accounts and Audit Regulations 2015.

*for a complefe iisf of bodies that may be smaller suthorfies refer to schedwle 2 to the Local Awdif and Accountability Act 2014,

Annual Govermance and Accountability Return 2023/24 Form 3 Page 1 of &6
Local Councils, Intemal Drainage Boards and other Smaller Authorties*




Section 1 — Annual Governance Statement 2023/24

We acknowledge as the members of

our responsibility for ensuring that there is a sound system of intemal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2024, that:

Agreed

“ “Yes" means that this autharity:

1. We have put in place amangements for effective financial
management during the year, and for the preparation of
the accounting statements.

prepared ifs accouniing sfatementds in acoordance
with the Accounts and Audif Reguiations.

[ L]

_ Wi maintained an adequate system of intemal control
including measures designed to prevent and detect fraud
and cormuption and reviewed its efectivensss.

made proper amangemeants and sccepfed responsibiliy
for safeguarding the public money and resources in
its charge.

3. We took all reasonable steps o assure ourselves
that there are no matters of actual or potential
non-compliance with laws, regulations and Proper
Practices that could have a significant financal effect
on the ability of this authonity to conduct ks
business or manage its finances.

has onfy done what i has the legal power fo do and has
compled with Proper Practices in doing so.

4. We provided proper opportunity during the year for
the exercise of electors” nights in accordance with the
requirerments of the Accounts and Auwdit Regulations.

during the year geve all persons inferested the opporfundy fo
inspect and a5k questions about this authorfy’s accounts.

5. We camied out an assessment of the rsks facing this
authonty and took appropriate steps o manage those
risks, including the infroduction of intermnal controls andor
extemal insurance cover whers requined.

considered and documented the financis! and other isks #
faces and dealt with them properdy:

6. We maintained throughout the year an adequate and
effective system of intemal audit of the acoounting
records and control systems.

aranged for 3 compefent person, independent of the financial
controls and procedures, fo give an objecfive view on whether
intermal conirols meet the needs of this smaller authonty:

7. We took approoriate action on all matiers mised
in reports from intemal and external awdit.

responded to mafters brought fo ifts affendion by intemal and
exfenal audit

8_We considered whether any litigation, liablities or
COmimitments, events of fransactions, occuming either
during or after the year-end, have a financial impact on
this authonty and. where appropriate, have nduded them
in the accounting staterments.

_ (Fior local councils only) Trust funds incheding
charitable. In our capacity as the sole managing
trustes we dischanged our accountability
responsibiities for the fund(s)/assets, including
financial reporting and, if required, independent
examination or audit.

w

dizciosed everything if showd have about its business achity
during the year inciuding events faking place affer the year
end if relevant.

has met all of ifs responsibifbes where, as a body
conpaorate, it is 5 soie managing trustes of a local
trust or tests.

*Please provide explanations to the external auditor on a separate sheet for each *No' response and describe
how the authority will address the weaknesses identified. These sheets must be published with the Annual

Governance Statement.

This Annual Govemnance Statement was approved at a
meeting of the authority on:

Signed by the Chair and Clerk of the meeting where
approval was given:

and recorded as minute reference: Chair
Clerk
Annual Govemance and Accountability Retum 2023724 Form 2 Page 4 of &

Local Councils, Intemal Drainage Boards and other Smaller Authorties*
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Section 2 - Accounting Statements 2023/24 for

1. Balancas brought Total batances and reserves al the beginning of the year
forwand | 232,447 200 664 as recarded in the fnancial records. Value must agree to
| 3 Box 7 of previous year,
2. (+) Precept or Rales and Tatal amownt of precept {or for ID8s rates and levies)
Levies 290,762 353,793 recafved or recenatle in the year, Exclude any grants
raceived.
3. [+) Total other receipts Total income or recsipis &85 reconded in the cashbook less
103,286 74,656 the precept or rafesdevies received [Mire 2). Include any
Grants recaived.
4. (-) Staff costs Total expendiure or payments made fo and on behalf
of aif employees. include gross salanes and wages,
1 54’009 1 57,'&?2 emplopers N cantnbwlions, employars pension
camrbuiiona, gratuifios g Sovaranos Doy,
5. {-) Loan interesticapital Total! expenditure or payments of capdlal and interest
rapayments 21 ,3?4 21 & 162 made durimg the pear an the awthonty's borrowings (iF any).
| B. =} All other paryments Total expendilure nrpa_'.-_m-a.rﬂs a5 recorded i the :;;h:._ ]
| 249,948 183.696 | book less stalf costs (line 4) and loan inferesticagilal
rapaymeanis (ling ).
7. (=) Balances camied Tolal balances and resenves al the end of the year. Mus!
forward 200,664 266,582 | aqual (1+2+3) - (4+5+6).
| 8. Tolal value of cash and The swrr of all current and deposit bank accounts, cash

| short term investments 164,732 237,585 haldings and short ferm nvesiments held as &l 31 March — |
; To agree with bank reconciliation.

The value of aif the propearty the authanfy owns — it is mads

-9. Total fed ansels plus

long term investmants 2,589,531 2,598,196 | up of all its fixed assets and long lerm invesimenis as af
and aasels | 37 March.
10. Todal borrowings | 120.000 The outsfanding capital balance azs &8 31 March of all loans
£

I{H-,I]U'l] frovm third parties (including PWLE).

For Local Councils Only

| 11a. Discloswra nota re Trust funds The Cowncdl, as a body corparate, acts as sole frustes and
{including charitable) iz responsible for managing Trust funds or assets.
11k, Disclosure note re Trust funds The figures n the accounting slalements above
{il'lc-!l_J_E_!_i!‘l_E_El‘!_Eﬂ!‘!.‘jEﬂ:ltl_:l M Sinin exciuce any Trus! fransactions.

| certify that for the year ended 31 March 2024 the Accounting | | confirm that these Accounting Statements wene
Statements in this Annual Governance and Accountability | approved by this authority on this data:

Return have been prepared on either a recaipts and payments |
or mcome and expenditure basis following the guidance in
Governance and Accountability for Smaller Authorities — a
Practitioners’ Guide to Proper Practices and prasent fairly

the financial position of this authority.

Signed by Responsible Financial Officer before being
presented to the) authority for approval

P Signed by Chair of the meeting where the Accounting

Statements were approved
Dats 2504 [ 2024

| as recorded in minute reference:

Annual Governance and Acmunl-i;i:-iﬁty Return éﬂE‘JE# Form 3
Local Councils, Internal Drainage Boards and other Smaller Authoritias™
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1. How to use standing orders
The follgwin _ - )

| by the Natignal — T Souncl | Signding Ord
Standing Orders are the written rules of a local Council. They are used to confirm a3 Council's intemal organization,
administrative and procurement procedures and procedural matters for meetings. They are not the same

as the policies of a Council but they may refer to them. A local Council must have standing orders for the
procurement of contracts.

Meetings of full Council. Councillors, the Responsible Financial Officer and the Proper Officer are subject to many
statutory requirements_ A Council should hawe Standing Orders to confirm those statutory requirements. A
Council should have Standing Orders te control the number, place, quorum, notices and other procedures
for Committee and Sub-Committee mestings because these are subject to fewer statutony regquirements. If
it does not, Committees and Sub-Committees may adopt ther own Standing Orders.

Standing Orders that are in bold type contain statutory requirements._ it is recommended that Councils adopt themn
without changing them. Other model Standing Orders not in bold are designed to help Councils operate
effectively but do not contain statutory requirements so they may be adopted as drafted or amended to suit
a Council's needs. For convenience, the word "Councillar” is used in Standing Orders and includes a non-
Councillor with or without voting rights unless otherwise stated.

2. Rules of debate at meetings

Maotions on the agenda shall be considered in the order that they appear unless the order is changed at the discretion
of the Chaimman of the mesting.

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

A motion on the agenda that is not moved by its proposer may be treated by the Chairman of the mesting as
withdrawn.

I a motion (incleding an amendment) has been seconded, it may be withdrawn by the proposer only with the
consent of the seconder and the meeting.

An amendment is a proposal to remove or add wonds to a mobion. It shall not negate the motion.

If an amendment to the orngmal motion is camied, the origmal motion becomes the substantive motion upon
wihich further amendment(s) may be moved.

An amendment shall not be considered wnless early verbal notice of it is given at the meeting and. if
requested by the Charman of the meeting, is expressed m writing to the Chairman.

A Councillor may mowve an amendment to his own motion i agreed by the meeting. If a motion has already
peen seconded, the amendment shall be with the consent of the seconder and the meeting.

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

Subject to standing order 2.11., only one amendment shall be moved and debated at a time, the order of which shall
e directed by the Chairman of the meeting.

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

A Councillor may not move more than one amendment to an orginal or substantive motion.
The mover of an amendment has no right of reply at the end of debate on it

Where a series of amendments te an original motion are camied, the mover of the enginal motion shall hawve a right of
reply either at the end of debate of the first amendment or at the very end of debate on the final
substantive motion mmediately before it is put to the vote.

Unless permitted by the Chairman of the meeting, a Councillor may speak once in the debate on a motion except:
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) to speak on an amendment moved by another Councilor;

b to mowe or speak on another amendment if the motion has been amended since he last spoke;
c) to give 3 personal explanation; or

d) n exercise of a right of reply.

Dwring the debate of a motion,. a Councillor may intermupt 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 crder which he considers has been breached or specify the other imegularity in the procesdings
of the meeting he is concerned by

A point of order shall be decided by the Chairman of the meeting and his decision shall be final.
When a motion is under debate, no other motion shall b= moved except:
&2l to amend the motion:
B to proceed fo the next business;
s3] to adjourn the debate;
ihy to put the motion to 3 vote;
&3] te ask a person to be no longer heard or to leave the meeting;
& to refer a motion to a Committee or Sub-Committee for consideration;
ikl to exclude the public and press;
Byl te adjourn the meeting; or
| te suspend particular standing order(s} excepting those which reflect mandatory statutory
requrements.

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

Excluding motions mowved under standing order 2,18, the contriutions or speeches by a Councilor shall relate only to
the motion under discussion and shall not excead three minutes without the consent of the Chaimman of
the mestng.

3. Disorderly conduct at meetings

Mo person shall obstruct the ransaction of business at a mesting or behave offensively or impropery. I this
standing order is ignored, the Chaiman of the meeting shall request such personis) to moderate or
mprove their conduct.

if personis) disregard the request of the Chaimman of the meeting to moderate or improve their conduct, any Councillor
or the Chaiman of the meeting may move that the person be no longer heard or excluded from the
meeting. The motion, if seconded, shall be put to the wote without discussion.

i a resclution made under standing order 0 is ignored, the Chaiman of the mesting may take further reasonable steps
to restore order or to progress the mesting. This may include temporariy suspending or closing the

meeting.
4, Meetings generally
The following applies to Full Councd mesetings_
a) Mestings shall not take place in premises which at the time of the meeting are used for the supply of
alcohicl, unless no other premises are avalable free of charge or at a reasonable cost.
b The mmimum three clear days for notice of a meeting does not include the day on which notice was

issusd, 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 mouming.

c) Subject to standing orders which indicate otherwise, anything authorised or required to be done by, to
or before the CThairman may in his absence be done by, to or before the Deputy Chairman.
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d) The Chairmamn, if present, shall preside at a meeting. If the Chairman is absent from a meeting, the
Vice-Chairman, if present, shall preside. If both the Chairman and the Vice-Chairman are absent from
a meeting, a Counciller as chosen by the Councillors present at the meeting shall preside at the
mesting.

) o 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.

The following applies to Committes meetings.

] The mmimum three clear days” public notice of a meeting does not mclude the day on which the notice
was issued or the day of the meeting.

The following applies to Full Councd mestings and Committes meetings.

#31  Mestings 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 fransacted or for other special reasons. The public's
exchrsion from part or all of a meeting shall be by a resclution which shall give reasons for the public's
exchrsion.

By Dwring the time set aside for public forum, members of the public may ask the Councd a question on
any matter relating to the Parish of Starway.

| The pericd of time designated for public participation at a mesting in accordance with standing order
4 3.b) shall not excesd 15 minutes unless directed by the Chairman of the mesting.

L=l Subject to standing order 4_3.c), a member of the public shall not speak for more than five minutes.
Members of the public may ask one question, and not ask another until all others wishing to ask a
question have been permitied to do so.

&) In accordance with standing crder 4.3.b). 3 gquestion shall not require a response at the mesting nor
start a debate on the question. The Chairman of the meeting may direct that a written or oral response
be given.

&) A person shall raise his hand when requesting to speak and, at meetings of the Full Council, stand
when speaking (except when a person has a disability or is likely to suffer discomfort). The Chamman
of the meeting may at any time permit a person to be seated when speaking.

#iml A person who speaks at a mesting shall direct his comments to the Chairman of the meeting.

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

4ol Members of the public are permitted to fim or record Councd meetings, to which they are permitted
AcLess, N a non-disruptive manner and in accordance with the Council's agreed Protocol. The
Chairman of the meeting has the authornty to stop a mesting and take appropriate action if any
recording is deemed to be disruptive.

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

The following apples to Full Councd mestings and Committes meetings and Sub-Commities mestings.

gl ___Subject to 3 mesting being quorate, all gquestions at a mesting shall be decided by a majority of the
Councillors with voting rights present and woting.

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

s | Unless standing orders provide otherwise, voling on a queston shall be by a show of hands. At the
request of @ Councillor, the voting on any question shall be recorded to show whether each Councillor
present and voting gave his vote for or against that question. Such a request shall be made before
mowing on to the next item of business on the agenda.

L=l The minutes of a meeting shall include an accurate record of the followng:
i) the time and place of the meeting;
) the names of Councillors present and apologies for absence;
i) interests that have been dedared by Councllors and non-Councillers with voting rights;
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W) whether a Councillor or non-Councillor with woting nghts left the mesting when matters that
they held mterests in were being considered;

v} if there was a public participabon session; and

wi) the reschutions made.

=410 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 adjoumed to another meeting.

Hayl A meeting shall not excesd a pericd of two-and-a-half hours unkess the Counci, or Committee agree to
extend the meeting time.

5. Committees and Sub-Commitiees

Unless the Council determines otherwise. a Committee may appoint a Sub-Committee whose terms. of reference and
Members shall be determined by the Commities.

The Members of a Committee may include appointed substitute members (with full voting rights but enly when formally
appointed to a specific meeting) and also non-Councillors, unless it is a Committee which regulates and
controls the finances of the Council. g

Unless the Council determines otherwise, all the Members of an advisory Committee and a Sub-Committes of the
advisory Committee may be non-Councillors.

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

al shall determine their terms of reference;

bl shall determine the number and time of the ordinary meetings of a standing Committee up until the
date of the next annual meeting of full Council:

cl shall permit a Committee, other than in respect of the ordinary meetings of a Committee, o determine
the number and time of its meatings;

dj shall, subject to standing orders 5.4 _b) and 5.4.c), appoint and determme the terms of office of

Members of such a Committes;

gl shall, afier it has appomted the Members of a standing Committes, defer the appointment of the
Chairman and Vice-Chairman to the standing Commities;

i shall permit a standing Commitiee, to appoint its own Charman at the first meeting of the Commities;

gl shall determine the place, nofice requirements and quorum for a meeting of a Committee and a Sub-
Committee which shall be no less than thres;

hl shall determine if the puklic may participate at a meeting of a Committes;

i) shall determine if the pulblic and press are pemitted to attend the meetings of a Sub-Committee and
also the advance public notice requirements, i any, required for the mestings of a Sub-Committes;

il shall determine if the pulblic may participate at a meeting of a Sub-Committee that they are permitted to
attend; and

kl may dissolve a Commitbes.

G. Ordinary Council meetings

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

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

i no other time is fixed, the annual meeting of the Councd shall take place at Gpm.

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

The first business conducted at the annual mesting of the Councd shall be the election of the Chaiman and Wice-
Chairman of the Counci.
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The Chaiman, unless he has resigned or becomes disqualified, shall continue in office and preside at the annual
meeting until his successor is elected at the next annual meeting of the Couwncil.

The Vice-Chairman unless he resigns or becomes disqualified, shall hold office until immediately after the election of
the Chairman at the next annual mesting of the Council.

In an election year, if the current Chairman has not been re-elected as a member of the Council, he shall preside at the
meeting until a successor Chairman has been elected. The current Chairman shall not hawve an original
vote in respect of the election of the new Chairman bt must give a casting wote in the case of an eguality
of wotes.

In an election year, if the current Chairman has been re-elected as a member of the Council, he shall preside at the
meeting until a3 new Chairman has been elected. He may exercise an original wvote in respect of the
election of the new Chairmman and must give a casting wote in the case of an eguality of votes.

Following the election of the Chairman and Vice-Chairman of the Councd at the annueal meeating of the Counci, the
business of the annual meseting shall. unless deferred (by formal vote or by custom) to a mesting later in
the civic year to allow more detailed evaluation, include:

a) m an election year, delivery by the Chaiman and Cowncillors of their acceptance of office forms unless
the Council resolves for this to be done at a later date. In a year which s not an election year, delivery
by the Chairman of his acceptance of office form unless the Council resolves for this to be done at a

later date:

b confirmation of the accuracy of the minutes of the last meeting of the Council;

c) receipt of the minwtes of the last meeting of a Committee ncleding Chairman’s explanation and
pertinent questions to the Chairman;

d) consideration of the recommendations made by a Commities;

=1 review of delegation arrangements to Committees, Sub-Committees, staff and other local authorities;

i review of the terms of reference for Committeas;

al appointment of Members to existing Committees;

hi) appointment of any new Committees in accordance with standing order 4 above:

il review and adoption of appropriate standing crders;

il review of amangements, including any chaners and agency agreements, with cther local authorities
and review of contributions made to expenditure incurred by other kocal authorities;

ki review of representation on or work with external bodies and armangemenits for reporting back;

] m an election year, to make amangements with a view to the Council becoming eligible to exercise the

general power of competencs in the future;

1) review of inventory of land and assets including buildings and office egquipment;

) confirmation of arrangements for nsurance cover in respect of all insured risks;

o) review of the Councl's andlor staff subscriptions to other bodies;

pl review of the Councld's complaints procedure;

q) review of the Councl's procedures for handling requests made under the Freedom of Information Act
2000 and the Data Protection Act 1228;

rl rview of the Council’s policy for dealing with the press/media; and

5] determining the time and place of ordinary meetings of the full Councd up to and including the next

annual meeting of full Council.

T. Extraordinary meestings of the Council and Committees and Sub-Committees
The Chaimman may convene an extracrdinary mesting of the Council at any time.

if the Chairman does not or refuses to call an extraordinary mesting of the Council within seven days of having been
requested in writing te do so by two Coundillors, any two Councillors may convene an extracrdinany
meeting of the Council. The public notice giving the time, place and agenda for such a mesting must be
signed by the tavo Councillors.
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The Chaiman of a Commitiee or a Sub-Committee may convene an extracrdinary meeting of the Committee or the
Sub-Commitiee at any time.

i the Chairman of 3 Committee or a Sub-Committee does not or refuses to call an extracrdinary mesting within seven
days of having been requested by to do so by two thinds of the Members of the Committee or the Sulb-
Committee, any three Members of the Committee and the Sub-Committee may convene an extracrdinary
meeting of a Committee and a Sub-Committee.

8. Previous resolutions

A resclution shall not be reversed within six months except either by a special mobon, which requires written nofice by
at least nine Councillors to be given to the Proper Cfficer in accordance with standing order 10, or by a
muotion moved in pursuance of the recommendation of 3 Commitiee or a Sub-Committee. In the event the
original motion cannot be enacted because of some lawful impediment, then the matter shall be reported
to Council for the reschrtion to be reversed without requiring a minimum number of signatories.

When a motion moved pursuant to standing order 8.1 has been disposed of, no similar motion may be moved within a
further s months.

g, Voting on appointments

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

10. Motions for a meeting that require written notice to be given to the Proper Officer

A motion shall relate to the responsib#ities of the meeting which it is tabled for and in any event shall relate to the
periomance of the Council's statutory functions, powers and cbligations or an issue which specifically
affects the Councl's area or its residents.

Mo motion may be moved at 3 meeting unbess it is on the agenda and the mover has given writben notice of its wording
to the Proper Officer at least seven clear days before the mesting. Clear days do not include the day of the
notice or the day of the meeting.

The Proper Officer may, before including a motion on the agenda received in accordance with standing order 10.2.,
cormect obwious grammatical or typographical errors in the wording of the motion.

if the Proper Officer considers the wording of 3 motion received in accordance with standing order 10.2 is not clear in
meaning, the metion shall be rejected untd the mower of the mobion resubmits it in writing to the Proper
Officer at least seven clear days before the meeting so that it can be understood.

i the wording or subject of a proposed motion is considered improper, the Proper Officer shall consult with the
Chairman of the forthcoming mesting or, as the case may be, the Councillors who have conwvened the
meeting, to consider whether the metion shall be included in the agenda or rejected.

Subject to standing order 10.5., the decision of the Proper Cificer as to whether or not to include the mation on the
agenda shall be final.

Motions receved shall be recorded in a book for that purposs and numbered n the order that they are received.

Motions rejected shall be recorded in a book for that purpose with an explanation by the Proper Officer for their
rejection.

11. 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:

a) to comect an inaccuracy in the draft minutes of a meeting;

b) to move to a vote;

c) to defer consideration of a motion;

d) to refer a motion o a particular Committee or Sub-Commities;
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el to appoint a person to preside at a mesting;

) to change the order of business on the agenda;

gl to proceed o the next business on the agenda;

h} to require 3 written report;

i) to appoint a Committee or Sub-Committee and their Members;

il to extend the time limits for speaking;

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

1) to not hear further from a Councillor or 3 member of the public;

mj to exclude a Councillor or member of the public for disordedy conduct;

nj to temporarily suspend the meeting;

ol to suspend a particular standing order (unkess it reflects mandatory statutory requrements);

pl to adjourn the mesting; or

ql to close a mesting.

12. Handling & protecting confidential or sensitive information

121 & Councillor , Officer or employee:
aj may use 3 personal computer for the Council's financial business, provided it is protected by up-to-
date anti-vinus, anti-spyware and firewall software; and
b} will not disclose any PIM or password relevant to the working of the Council or its bank accounts,
to any person.

1221 Accounting records will include salaries, other emaoluments, employers’ pension contributions and
employers’ Mational Insurance Confributions such information will not be open to inspection or review
{under the Freedom of Information Act 2000 or othenaise) other tham:

cj by a Councillor who can demonsirate a need to know;
: i ign of th |
d) bx the infernal auditor

3] by the external auditor; or

fl by any person authorsed under the Audit Commission Act 1838, or any superseding legislation.

13. Diraft minutes

if the drafi minutes of a preceding mesting have been sereed on Councillors with the agenda to attend the meeting at
wihich 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 accwacy. A
motion to comect an inaccuracy in the draft minutes shall be moved in accordance with standing order
11.1.{ak

The accuracy of draft minutes, including any amendment(s) made to them, shall be confirmed by resclution and shall
e signed by the Chaiman of the meeting and stand as an accurate record of the meeting to which the
minutes relate.
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f the Chairman of the meeting does not consider the minutes to be an accurate record of the meeting to which they
relate, he shall sign the minutes and mnclude a paragraph in the following terms or to the same effect: “The
Chairman of this mesting does not believe that the minutes of the meeting of the { | held on [date] in
respect of [ ) were a comect record but his view was not upheld by the meeting and the mmnutes are
confirmed as an accurate record of the proceedings.”

Upon a resalution which confimns the accuracy of the minutes of a meeting, the draft minutes or recordings of the
meeting for which approved minutes exist shall be destroyed.

14. Code of conduct and dispensations
All Cowncillers and non-Councillors with woting rights shall observe the code of conduct adopted by the Council.

Unless he has been granted a dispensation, 3 Councllor or nen-Councillor with woting rights shall withdraw from a
meeting when it is considering a matter in which he has a disclosable pecuniary interest. He may retum to
the mesting after it has considered the matter in which he had the interest

Unless he has been granted a dispensation, 3 Councllor or nen-Councillor with woting rights shall withdraw from a
meeting when it is considering a matter in which he has another interest if so required by the Counci's
code of conduct. He may retum to the meeting after it has considered the matter in which he had the
mnterest.

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

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

A dispensation request shall confirm:

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

bl wihether the dispensation is required to participate at 3 mesting in a discussion only or a discussion
and a vaote;

cl the date of the meeting or the pericd (not excesding fowr years) for which the dispensation is sought;
and

dj an explanation as to why the dispensation 5 sought.

Subject to standing orders 14.4. and 14_6, dispensations reguests shall b2 considered by the Proper Officer
before the meeting or, i this is not possible. at the start of the meeting for which the dispensation is
required.

A dispensation may be granted in accordance with standing order 14 4. if having regard to all relevant
circumstances the following applies:

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

B granting the dispensation is in the interests of persons Fving in the Councid’s area; or
&=l it is otherwise appropriate to grant 3 dispensation.

15. Code of conduct complaints

Upon notification by the District Council that it is dealing with a complaint that a Councillor or non-Councillor with voting
rights has breached the Council's code of conduect, the Proper Officer shall, subject to standing order 12,
report this to the Counci.

Where the notification in standing crder 15.1. relates to a complaint made by the Proper Officer, the Proper Officer
shall notify the Chaiman of this fact. and the Chairman shall nominate another staff member to assume
the duties of the Proper Officer in relation to the complaint untd it has been determined and the Councd
has agreed what action, i any, to take in accordance with standing order 15.4.

The Councd may:

al provide information or evidence where such disclosure is necessary to progress an investigation of the
complaint or is required by law; and
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b) seek information relevant to the complaint from the person or body with statutony responsibdity for
mwvestigation of the matter.

) Upon notification by the District Council that a Councillor or non-Councillor with voting rights has
breached the Council's code of conduct, the Councd shall consider what, if any. action to take aganst
him. Such action excludes disgualification or suspension from office.

16. Proper Officer

The Proper Officer shall be either (a) the clerk or (b) other staff membern(s) nominated by the Counci to underiake the
work of the Proper Officer when the Proper Officer is absent.

The Proper Officer shall:

a) at least three clear days before a3 meeting of the Council, 3 Committee and a Sub- Commitiee serve on
Councillers a surmmons, by email, confirming the time, place and the agenda provided any such email
contains the electronic signature and title of the Proper Officer; or, for indwvidual Councillors who, at
any time in writing to the Proper Officer, withdraw consent to receiving a summons by emal, to serve
on Councillors, by delivery or post at ther residences, a signed summons confirming the time, place
and the agenda.

b) give public notice of the time, place and agenda at least three clear days before a meeting of the
Couneil or a meeting of a Committee or a Sub- Committee (provided that the public notice with agenda
of an extracrdinary meeting of the Council convened by Councillors is signed by them;

c) subject to standing order 10 above, include on the agenda all motions in the order received unless a
Councillor has given written notice at least seven days before the meeting cenfirming his withdrawal of
it:

d) convene 3 meeting of full Council for the election of a3 new Chairman cceasioned by a casual vacancy
m his office;

) facilitate inspection of the minute book by local govemment electors;

fl receive and retamn copies of byelaws made by other local authorities;

gl retain acceptance of office forms from Councillors;

h) retain a copy of every Councillor's register of interasts;

il assist with responding to requesis made under the Freedom of Information Act 2000 and Diata
Protection Act 1288, in accordance with and subject to the Council's policies and procedures relatng to
the same;

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

k) manage the crganisation. storage of, access to and destruction of information held by the Council in
paper and electronic form;

] arrange for legal deeds to be executed;

n-_-; in:irgi or man igi t'i pD:'-'FI:lI: A |ﬂ:| DFI'i :tign =PF r';”:l ind 'IFIi tnl':t on Fﬂgil:d rg :nE' Fi:":'-n nr“ tD LT
B e e e o o

&4m)  record every planning application notified to the Council and the Councd's response o the bocal
planning authority;

i1 __refer a planning application received by the Council to the Chairman or in his absence Vice-Chairman
of the Planning & Environment Commitiee within two working days of receipt o facilitate an
exiraordinary meeting if the nature of a planning application requires consideration before the next
ordinary meeting of the Planning & Envronment Committee;

421  manage access to information about the Council via the publication scheme; and
) retain custedy of the seal of the Cowncil which shall not be used without a resolution te that effect.
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17. Rezponsible Financial Officer
The Council shall appont appropriate staff member(s) to undertake the work of the Responsible Financial

Dﬁ:er when the Rer-pms'hle Fmanclal DﬁcH is ahﬂnmmhammﬁmahau.uﬂmmm

18. HAessupte-amdaiccounting statements_and audit

“Proper practices” in standing orders refer to the most recent version of Govemance and Accountabifity for Local
Councils — a Practitioners” Guide (England).

The Responsitle Financial Officer shall supply to each Councillor as soon as reasonably practicable after 30 June, 30
September and 31 Decamber in each year s-satemeni-te-rummansainierim management geogunts
summarzing:

a) the Council's feeeiptsincome and paymentsgxpendityre during the praceding fereash-quarter;

]| the Council's aggregate of income reseste-and sxpenditure passmest=for the year to date;

cl the balances held at the preceding sRd-siibgquaner Sena-rapastad, and

o

and-which incledes 3 comparison with the budget for the financial year and-highlightings any actual or podential
owerspends.

As SDON 35 peeda=-reasonably practicable after the financial year end= sach yearsd-d-l-bassh., the Responsible
Financial Officer shall provide:

il 4o each Councillor w#k-a statement summarising the Council's [Doome reesiptcand gxpenditure
payrFrenis—for the last guarter gf the fingncial srd-theyear te-datefornfarmation; and

e ta the full Council the an:.nnunung statements for 1he year in the form stipulated in legislation eéaeten
I b Fatd=3 o prov al.

The fear—e-nd—anmuntmg stahe-menr_r. Whﬂl be prepared n al:::::u'dance with Wﬁe{-
A mmpleted dmft a.nnual retum 5ha|| I:le p{esented tl:- Ea-:h

and—e*pendme&%a—yeﬂr—ﬂ—h#amh—

Councillor before the end of the following month of May. The annual return of the Council. which s subject
to external audit. including the annual govemance statement, shall b= presented to Council for
consideration and formal approval before 30 June.

Each Member will review the effectivensss of the Council's system of internal contrel and will agree with or deny each
of the statements contaned in the Annual Sovemance Statement. The Clerk and the Chair of the mesting

at which the Annual Govemance Statement was approved will countersign the Annual Govemnance

Statement.

Z e there s 3n adeguate 3
system of internal control; and

al appoint an internal auditor,
) ith P P .
Thei Laudi -
hi be competent and independent of the financial operations of the Council;

il demonsirate competence, objectivity and independence;

k) not be involved in financial decision making, management or control of the Council;

i report bo Cowncil in writing, or in person, on a regular basis with @ minimum of one annual written report
during each financial year;
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For the avoidance of doubt, in relation to the internal auditor, the terms ‘independent’ and ‘independence’ have the
Same meaning as is described in Proper Practices.

The Clerk andlor the RFO will, without undue delay, bring to the attention of Members any comespondence or
report from the intemal auditor or the extemnal auditor.

At least annually the Council will review the efectiveness of its internal audit process.

19. FinansialcontrolsandpProcurement
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al supply of gas, electricity, water, sewerage, telephone and broadband semvices;
bl legal adwice;
| ] i hi ) | { v the C .

di additional audit work of the external auditor up to a value of £500 (in excess of this sum the Clerk and
the RFO may act after consuliation with the Chair of the Councill; and

e == PR

gl proprietary goods that are sold only at a fived price.

The basic procedure for the selection of a supplier for goods or services, will be as given in the following table
depending on the value of the supply.

Value of supphy Procedure

£2 500 to £24 203 The Clerk will secure priced proposals fromn at least three suppliers.
ES0D to £2 480 The Clerk will obtain priced proposals from three suppliers, but if this is
impracticable or three suppliers decline to submit priced proposals, the best
lab) T |
! 400 T h | il he | ial f i
All invitations to tender and reguests for proposals issued by the Cowncil will:
fi state the specification for the goods or senvices;

£ e famders of oriced Drooos 3 o e bmitted before 3

il remain sealed until the prescribed date for opening bids;

il= LI s Nat oplkmed to aoocent the lowest or 3Ny temder. ornced pronos guotsbon O Mgk

The decision as to the selection of the supplier will be recorded in the minutes of the meeting of the Council or

Committee at which the decision was made.

] the Council reguires further pricing, and
mij the specification does not change,

The Council may resclve to waive standing order {but not the statwbory obligations pursuant to the Public Confracts
Repgulations 2015) so that a price can be negotiated without competition. The reason for such waiver will
be recorged in the minutes of the meeting at which such decision was made.
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nl the goods or senvices to be supplisd;
1 the pavment terms,
The type of written agreement and the level of detail will be appropriate for the value of the goods or senvices. Ata
simplest it may be an exchange of cormespondence whereas a lengthier agreement may be necessary for

higher value goods or services of more complex supplies.

20. Handling staff matters

A matter personal to 3 member of staff that is being considered by a meeting of Councd OR the Staffing Sub-
Committes is subject to standing order 12 above.

All staff shall be provided with an annual appratsal.
Any grievances by staff shall be considered in accord with the Councl’s adopted Grevance Procedure.

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

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

Only persons with line management responsibiliies shall have access to staff reconds referred to in standing orders 0
and 0 if so justified.

Access and means of access by keys and/or computer passwords o records of employment refemed to in standing
orders 20.4. and 20.5. shall be provided only to the Few=-Clerk and the Chairman of the Rercernel

Siafing Committee.

21. Requests for information

Requests for mformation held by the Council shall be handled in accordance with the Couneil’s policy in respect of
handling requests under the Freedom of Information Act 2000 and the Data Protection Act 1028,

Comrespondence from, and notices served by, the Infarmation Commissioner shall be referred by the Proper Officer o
the Chairman of the Polbicy and Finance Committee. The said Committee shall have the power to do
anything to fac#itate compliance with the Freedom of Information Act 2000.

22. Relations with the pressimedia

Requests from the press or other media for an oral or written comment or statement frem the Council, its Cowncillors or
staff shall be handled in accordance with the Council's policy in respect of dealing with the press and/or
other media.
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23. Execution and zealing of legal deeds

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

Subject to standing order 23.1. above, any two Councillors may sign, on behalf of the Council, any deed required by
law and the Proper Cfficer shall witness their signatures.

24,  Communicating with District and County Councillors

An invitation to attend a meeting of the Councd shall be sent, together with the agenda, to the ward Counciller|s) of the
District and County Council representing the area of the Council.

25.  Restrictions on Councillor activities
Unless authorised by a resalution, no Councillor shall:
a) nspect any land andior premises which the Council has a right or duty to inspect, or

b) issue orders, msirections or directions.

26.  Questions to the Chairman

At a meeting of Full Council, gquestions may be put by Councillers to the Chairman provided that sewen days' notice
has been given of the question. The Chairman may give an oral or written response at the meeting; any
such written response fo form part of the minutes of the meeting.

27.  Presentations to Council

External organisations will be permitted, i invited, to make presentations to a meeting of the Council or a Commities.

The SasskLlerk, in conpenction with the Chairman or Chaiman of the relevant Committee, will determine whether an
organisation may make a presentation.

Both Councllors and the public may be invited to question the presenter, subject to the existing rules on public
participation.
28. Standing orders generally

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

A meotion to add to or vary or revoke one or more of the Council's standing orders, except one that incorporates
mandatory statutory requirements, shall be proposed by a special motion, the written notice by at least
three Councilors o be given to the Proper Officer in accordance with standing order 10

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

The decision of the Chaiman of a mesting as to the application of standing orders at the mesting shall be final.

29.  Risk management

30.  Insurance

Following the annual risk review (per section 29 of these Standing Orders |, and as directed by the Corporate
Governance Committee, the Clerk will be responsible for effecting insurance for .




b)
c) Fidelity guarantes insurance which will cover the maximum risk exposure as determined annually by
the Cowncil, or a duly delegated Commities
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Agenda Item 26 iii
Existing Financial Regulations refer

https://www.stanway-pc.gov.uk/uploads/spc-financial-regulations-september
-2023.pdf?v=1696416117

Below RFO Report Reference: 20240530

Why are the Financial Regulations changing?

The current Financial Regulations originate from an outdated template published by the
Mational Association of Local Councils. As a result, they haven't kept pace with legislation, do
not reflect relevant financial reporting standards, and are out of touch with modermn business
practices. They also contain myriad processes unrelated to financial administration thereby
creating confusion, particularly insofar as they contradict the RFO's statutory duties.

The RFO has briefed the Staffing Committee about the potential employment issues created
by the current Financial Regulations and the need for change. The Corporate Governance
Committee reviewed and approved the proposed Financial Regulations on 10 Apnl 2024.

What is changing?

A blackline comparison with the current Financial Regulations is provided (at Annexure 1) but
is almost unreadable owing to the large number of changes. Breaking it down the changes
can be categonsed as follows:

clarity — superfluous and verbose passages have been removed;

relevance — focused on the administration of financial affairs;

efficiency — processes have been streamlined and responsibilities adjusted; and
transparency — clear line of sight between decisions and financial outcomes.

Owerall, the changes make for a simpler way of working reflective of modern business
practices without sacrficing internal controls.

Is there anything to note?

A clean version of the proposed new Financial Regulations is provided (at Annexure 2).
Broadly speaking the administrative responsibilities are unchanged. Specifically, many
decisions will require the same levels of sign-off as before. There are three notable areas
where responsibilities will change.

Authority to spend — As a practical matter the Deputy Clerk will have the same £499
unilateral spending authority as the Clerk.

Payments — The RFO will have authority to make a payment of up to £500 provided all
other processes have been followed in full, including authorty to spend being granted at
the correct level, suppliers being selected and engaged appropnately, goods (or
services) being delivered, invoices being correct and undisputed, etc. Again, this
change is being introduced as a practical matter because by the ime an invoice is
received liability to pay is rarely aveidable, meaning the additional multistage checks
imposed by the current Financial Regulations add bureaucracy and create delays
without improving the system of internal control. This change will streamline the process
for the 75% of payments that are less than £500 (including the 50% of payments that
are less than £100). It should be noted that this change still gives the RFO less authority
to make a payment than is granted to the Clerk and Maintenance Worker who —
through the debit card issued to each of them — can decide to spend, select a supplier,
incur liability for payment and make a payment all without reference to anyone else.

Virements — Since the budget is a matter reserved for full council, any subsequent
changes to it must also be a decision for full council. Furthermore, the histonc practice
of applying retrospective virements to make overspend appear as if within budget will
cease because it failed to deliver a fransparent and accurate record of the impact of
decisions.
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General
These Financial Regulations (these Regulations’):

govern the sdministration of the financial sffairs of Stanway Parish Council (the 'Council’;
are part of the Council's risk management fearmewedc

rnust be read in conjunclion with the Council's Standing Crdees;

contain policy staterments, which provide guiding principles; and

sef out

i) controd objectives; and

il proc=dures for cariain activities,

which Councillers and members of staff must follow.

In these Reguistions:

aj

‘Aooounts and Audit Regulations’ mesns the regulations issued by the Secretary of State pursuant to
5.27 of the Audit Commission Act 1882, or amy superseding legislation;

'Clerk’ mieans the person appointed by the Cowncil pursuant to 5.112 of the Local Government Act
EleraH

'Council’ means Stanway Parish Council;
"Councillor’ and "Councillors’ means a member or members of Stanway Parish Council;

'Proper Practice' and 'Proper Practices' refers to the guidancs in Govemancs and Accountability for
Local Councils — 8 Pracfifioners” Guide [England) issued by the Joint Praciitioners Advisony Group; and

‘Responsible Financigl Cfficer” and "RFD means the person appointed by the Couwncil pursuant to
5.151 of the Local Govermment Act 1872

The Council is not empowered by these Regulstions to delegate any decision regarding:

al
b}

€l

d}

setting the budget or the precept:
approving annusl financial staterments;
borrowing; or

writing off bad dekbds;

=ach of which is a matter reserved for the Council anly.

Roles and responsibilities

The Council wall:

al pregare its annual financial statements in ime with the Accounts and Audit Begulsticns;

b} ensure its financial management is adequate and effective, and that it has 2 sound system of internal
control which facilitates the effective exercise of the Council's functions,

] :-:-ts‘l:e the duties of Councillors purswant to these Regulations so that onerous duties are shared ower
ime.

The RFC:

} holds & statutory office appointed by the Councll;

b} determines:
i) the form of the Council's sccounfing reconds and supporting records; and
il the financial control systems:

ci ensures the financial control systems ane observed;

d} rnaintains up to date accounting records of the Council

g} rmonitors changes in legislation relevant to the financial sffairs; and
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fi assists the Council to secure economy, efficieocy and effectvensass in the wse of its financial
rEsources.

The same person (be they a Councillor or 8 member of staff) will not approve more than two stages of the
procurement and payments procedures described in these Regulstions relsted to the same suppher, contract
ar payment. In particular, the procedures described in sections 14 and 15 of these Regulations.

Deliberate or wilfiul breach of these Regulations by a8 member of staff may give rise to disciplinary procesdings.

Councillors will chserve the requirements of these Regulations and will not entice rmembers of staff to breach
them. Failure to comphy with these Regulations brings the office of councillor into disrepute.

Accounting records (general principles)
The Council's accounting records will be determined by the RFD and will:
ajp conéain

i enires of all sums received and expended by the Council and the matters to which the income
and expenditure palata:

i) & record of the Council's assets and kabilities; and

i} wherever relevant, s record of the Council's income and expenditure in relation to claims
made, or to be made. for any contribution. graot or subsidy; and

b} be sufficient to
i show and explain the Council's financizl frepsaciicns:
iy provide for the tirnely production of financial statements;
i} provide management information as requested by Members from time to time; and
v} reconstruct lost records.

As zoon as reasonably practicable sfter the end of the financial year the RFC will prepare and cerify the
anmual Accounting Statements, which will be in accordance with legislation as amended from time to time. The
Council will approve such Accounting Statements and the Chair of the meeting at which they were approved
will countersign them.

Financial control systems (general principles)
The Council's financial control systems will be determined by the RFO and will-

al incude measures:

i to safeguard public mooey;

i) to manage nisks,
i} to detect and prevent inaccuracies and fraud; and
b} identify the duties of members of staff dealing with financial tramsactions and the division of

responsibiities of those members of staff in relation to significant transactions.

The financial control systerns determined by the RFO are described in Sections 5,8, 7, 8.9, 10, 11, 12, 13, 14
and 15 of these Regulations.

Precept, budgets, reserves, and virements

Setting budgets and esrmarked reserves and authbogsing virements may not be dedegated to & Comeittes
The Council will:

al prepare its budget for the next financial year in good time; and

b} thereafter calculate the precept for the financial year and issue the precept to the billing autharty in
accordance with statute.

The Council will rmaintain adeqguate esrmarked reserves to meet future planned capitsl expenditure. Such
earmarked reserves may be built up over time to:
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6.

B.1.
B.2.
B.2.
B.4.

B.5.

g.10.
B.11.

al replace tangible fixed assets at the end of lifs;
b} acquire new fangible fixed assets; and
cl cover reasonably foresesshble losses or lishilities not otherwise recoverabla from insurance,

bt not fo carmy forward unspent provisions in a budget from an earier financial year, unless for the purpose of
ientified future expendiure.

In addition to earmarked reserves, the Councill will maintsin s general reserve that is equivelent to st least 25
per cent of its total budgeted annual revenus expendiure.

Drurimg the financial year and by resolution of the Cowncil. having considerad fully the implications for public
services, expenditure and income budgets and earmarked reserves may be adjusted (a virement'). However,
virements will nof be made to mask a budgst deficit arising from planned expenditure incurred over budgstad
provision.

Unzpent budget provisions will not be carried forward o a subseguent year unless placed in an earmarked
reserve by resolution of the Council and then only for the purpose of identifed future expenditure.

Banking amangements and financial investments

Thie Council will heve efficient and secure arangements to deposit funds and make payments.

Banking arrangements, including bank mandates will be reviewsd regularly for financizl security and efficiency.
A bank signatory may be a Councillor or a member of staff.

The Council may seek credit refarences in respect of any Councillor or a member of staff who is 2 bank
signatory.

Where internet banking arrangements are made with any bank:
al the Clerk or the RFC will be the sccount edminisiraton;
b} the bank mandste will:

il identify the Councillors and members of staff who are guthorsed to spprove transactions on
such accounts; and

ii) state the value of payments that can be instructed by the sccount administrator alone. or by
the account administrator with & stated number of spprovals.

The Council's current account{s) will be with a UK clearing bank.

The balance of the current sccount will not excesd £100,000 at any one time unless payments of more than
this amouwnt are due to made during the following 14 days.

Balances of more than £100,000 may be placed in fioed term deposit accounts with the Council's main banker
or another UK financial instifufion, subject to the following conditions:

al the financial institution is guihorised and regulsted by the Financial Conduct Authority for the type of
financial product;

b} the amaunt placed in any one fized term deposit sccownt is not more than 275000

) the funds will not be reguired during the following three calendar mosthe:

d} the term of the deposit is no longer than twelve maonths; and

e} the deposit i= guthonsed by resolution of the Council,

Balances of more than £500,000 may be considered for imvestrment in gilts, eguities. property snd other
reeogoised invesiment vehicles, subject to the following condifions:

al the provider is guthogsed and regulsted by the Financial Conduct Authority for the type of financial
peoduct;

b} such funds will not be required during the following 32 mentk pericd; and

cl the investment is guthorised by resolufion of the Council.

Mo more than £100,000 will be deposited with any one counterparty.

Deposits in respact of short term or long term investmeants and fransfers between accounts are subject fo:
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3.2

3.4.

2.7

al the same authority thresholds as set out in paragraph 14.6 of these Regulations; and
b} the same payment procedures as sef out in paragraph 15.5 of these Regulations.
Thie RFC will retain all investment certificates and other documents relating therseto.

Any instrection to transfer funds betwesn accounts will be guthorsed by at least two persons, at least one of
whom will be a Councillor.

The RFC will deliver a bank reconcilistion report and supporting bank statements to the Corporate Governance
Caommittee prior o each meeting. A Councillor will countersign the reconcilistion as evidence of verification.

Corporate debit cards and out-of-pocket expenses

A corporate debit card may be issued to 2 member of staff subject to an appropriate single transaction limit that
will not be maore than the spending authority limit for that person as deseribed in paragraph 14.6.

The member of staff to whom such debit card is issued will report to the Council detsils of all transactions and
purchases made with such debit card.

Faor the gwvoidance of doubt, the member of staff to whaorm a debit card is issued is solely responsible for
compliance with card issuer's terms, and bresch of such terms will be 5 disciplinary matter.

Any corporate debit card or trade card acocount opened by the Council will be restricted to use as guthorsed by
the Clerk and the RFO.

Councillors and members of staff will not use persenal debit or credit cards to pay for goods or services on
behalf of the Council, except where, in the absence of trade credit facilities, alternative forms of payment are
not practicable.

Zouncillors and members of staff may incur out-of-pocket expenses from time to time necessary to dischargs
their respective duties. Claims for reimbursement of such expenses will be:

al made prompily by the Councillor or member of staff employee in writing; and
b} evidenced by a receipt or where necessary 2 VAT imwaics.

The Couwncil will not reimburse out-of-pocket expenses that are not evidenced by a receipt or invoice.

Assets, nooperty and estates

Thie Couwncil will not purchase, soquire, sell, lease or otherwise dispose of tangible moveable property, without
resclution of the Council and any other consents required by law, s=ee where the value of any one item of
tangible movable property is not more than £250.

Thie Cowncil will not purchase or otherwise acguire any real properly (interests in land) withowt resolution of the
Council. In each case a report in writing will be provided to the Council in respect of valuation and surseyed
condition of the property {including matters such as planning permissions and covenants) together with a
proger business cass {including an adequats level of consultation with the electorate).

Thie Council will not sell, lease or otherwise dispose of any real property (interests in land) without resclution of
the Council and any other consents reguired by law. In 2ach case 2 written report will be provided to Council in
respect of walustion and surveyed condition of the propery (including matters such as planning permissions
and covenants) together with a proper business case (including an appropriate level of consultation with the
electorate]

Subject only to the limit stated in paragraph 8.1 of these Regulations, no tangible moveable property will be
purchased or acquired without resolution of the Council. In each case a report in writing will be provided to the
Council with a full business case.

The Council will maintain 2 Register of Assets and Investments and keep it up to date. The confinued
existence of tangible assets shown in such Register of Assets and Investments will be verified at least
annually.

The member of staff in charge of each depariment will enswure the care and custody of stores and equipment in
that department.

Stocks will be kept st the minimum levels consistent with cperational reguirements.
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g1
B2

B3
b4

B.5.
i

10.
10.4.
10.2.

12.
12.1.
iz.2.

12.4.

12.5.
12.6.
12.7.
2.5

12.8.
12.10.

12.11.

Income
The Couwncil will review its schedule of fees and charges at least annually, following a report by the Clerk

Particulars of all charges to be made for work done, services rendarsd or goods supplisd by the Cowncil will be
agreed annually by resclution of the Council,

Irecoverable sums and bad debts will be reported to the Council and will be written off in the financial year.

The Cowncil will not maintain amy form of cash float. Any cash recsived by the Council will be deposited with
the Council's bankers propagpths. he ongin of 2ach receipt will be entered on the paying-in slip, or receipt where
Esusd.

Personal chegues will not be cashed out of money hald on behalf of the Cowncil.
‘Where significant sums of cash are received regulary by the Councik

alh more than one person will b= present when the cash is counted;
b} there will be a reconciliation or another appropriate form of control such as ticket issues.
Loans

All barrowing will be in the name of the Council.

The Cowncil will approve the terms and purpose of any application for barrowing. The application for borrowing
approval, and subseguent arrangements for the lcan may not be delegated fo a Committes.

Any financial arrangemeant which does niot reguire formial bormowing approval from the Secretary of State (such
as hire purchase or leasing of tangible assats) will be spproved by resclution of the Council. In each case, 8
report in writing will be provided to the Coundl in respect of value for money for the proposed fransaction.

Grants

Grants fo be made in the neme of the Council will b2 approved by the Council or 8 Committes:
al subject to any limits set by the Council;, and

b} in accordance with any policy staternent approved by the Couwncil.

Grants will be subject to the approval thresholds stated at cut at paragraph 14.6 of these Regulafions, but any
grant of more than £5,000 will b2 authogsed only by resolution of the Council.

Micro Grants

A Coungillor may award a grant to a beneficiary within the Stanewsay Parsh.

The minimum individusl grant is £50 and the total amount available to each Councillor each year for the three
financial years ending 31 March 2025 is £300.

Tweo or more Councillors may combine their individusl sllowancs to creste s larger grant (akways subject fo the
individual £300 allowance for each Cowncillar).

For grants of up to E200 the Councillor will comglete s short form providing details of the amount of the grant,
the beneficiary and purpose.

For grants of more than £200 the beneficiary must complete s formal application form.
For grants of maore than £1.000 the beneficiary must slso provide the previous year's financial accounts.
Payment may be made (but not by cash) subject the process set out in section 15 of these Regulations.

Alternatively, payment may be made direcily to an independent supplier of goods or services provided the
supplier has no personal or business relstionship with the beneficiary or, if relevant, the benaficiary'’s members.

The Cowncil's Code of Conduct applies.st.all fimes to enswre complete transparency and impartiality in the
=ward of grants. Each Coungillor is responsible for the probity of any grant inttisted by hindher.

& list, with details of the grants swarded by each Councillor, will be published on the Council's website, with &
running balance of funds =till aveilable.

Application forms will b= svsilsble to download from the Council's website.
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In all cases, the Clerk will be the sole arbiter as to the switability of any grant and their decision is fimal and
binding.
Payments to members of staff

Salaries, other eroglumerts and terms of conditions of employment are matters reserved for the Staffing
Commities.

Gross and net payments to members of staff will be calculsted in accordance with payroll records and the rules
of PAYE and Mational Insurancs in force at the time and will be made on the appropriate dates stipulsted in
employment contrects.

FPayment of deductions such income fax, MNational losucance and pension contributions, or similar statutory or
discrefionary deductions will b2 made in accordance with:

al the payroll records;

b} the rules of PAYE and Mational Insurance: and

=31 the pension scheme sdministrator's rules,

as in force at the time.

The total of such payments in each calendar month will be reported alongside the other payments as s=t out in
paragraph 158 of these Regulations.

Authority to spend (excluding staff costs and grants)

This section 14 of these Regulations does not apply o
al salaries and other emcluments;

b} employers’ Mational Insurance coptrbutions;
=] employers’ pension copifbutions;

d} grants made by the Council; and

al Micro Grants,

for which there are separate guthogsatinp, procedures described in these Regulstions.
Expendibure will not be guthorjsed vunless the Council has the statufory legal power fo incur swch exgpendibture.

Expenditure will not b= guihorsed that exceeds the budget for that cost code, other than by resoluton of the
Ciouncil.

Capital expenditure will not be gythopsed.unless adequate funds hawve been secured from grants. lasns ora
combinstion of both.

Contracts for the supply of goods or senvices will not be disaggregated to circusnwent the authaority thresholds
imposed by these Regulations.

Expenditure will be suthogised, subject to the authority thresholds in the following table.

Expenditure Reqguired authority

E10,000 or more Resolution of the Council.

E£2. 500 to £0,089 Resolution of & duly delegate Commities.

E5D0 to £2,405 The Clerk in consultation with the Chair of the Council or the Chair of a duly
delegated Commities,

Up to £420 The Clerk or the Deputy Clerk in the necassary discharges or their respective
duties.

Up to £250 Any other member of staff in the necessary discharge of their duties.
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Motwithstanding the thresholds steted at paragraph 14,6 of these Regulstions, the Clerk may guthorse.
expenditure of up to £2 500 which. in their reasonable opimion, is necessary to prevent an nevitable
imterruption to the performance of the Council's statutory dubies. Notwithstanding the prohibition stated a
paragraph 14.3 of these regulations, such vital expenditure may be incumred regardless of any budgetany
provision. The Clerk will report such wital expenditure to the Chair of the Couwncil as soon as reasonably
practicable and to the Council 2= scon as reasonably practicable thereafier.

Autharisatinn to incur expendibure by:

al the Council or a Committee will be recorded in the minutes of the meeting at which the resolution was
made: and
[1]] a member of siaff will be recorded in am email to theae RFC.

In &ll cases, the minutes or emsil will record the statutory duty or statutory suthority upon which the decision to
ncur expenditure was based.

All goods and services will be necessary to the Council's operations and will repres=nt value for money.
All invitations fo tender and reguesis for proposals issued by the Council will:

al be subject to Standing Order 30

[1]] comphy with the procurement procedures as determined by the Council from time to time.

The Couwncil is not obliged to accept the lowsst or amy tender, priced proposal, guotation or estimate.

All supplies of goods or services will be subject to 8 written agreement between the Council and the supplier
which sefs out, as & minimun:

al the goods or services to be supplied;
b} the walue of the goods or services: and
cl the payment terms.

The type of written agreement and the level of detail will be appropriate for the value of the goods or senvices.
At & simplest it may be an exchange of comespondence whereas a lengthier agreement may be necessary for
higher value goods or services or more complex supplies.

Procedures for payments

Inwaices for payment will:

al be delivered in good tirme to mest payment tesms:

b} be for ezpendibure properly suthogrised in accordance with section 14 of these Begulstions;

cl be for goods or services that heve been deliverad,;

d} in the case of payments in advance or on account, be sinctly in accordance with the terms of a written
agreement with the payes;

e} if the payee is VAT registered busimess, b2 8 VAT Invoice' as defined im Schedule 11 of the Walue

Added Tax Act 1894; and
f not be a disputed invoics,

Liakility to make & payment that is not evidenced by an invoice (for exampla, sslaries and out-of-pocket
expenses) will b= evidanced in writing. demonstrating lisbility for expenditure was propery suthogissd im
accordancs with section 11, 12 and'or 14 of these Regulations.

Payments will be made only to payees whose bank detsils hawve been verified using the Confirmation of Payee
name checking serdce.

Payments may b made by direct debit or standing order, provided the use of a direct debit or standing order is
authorsed by resclution of the Coundil at l=ast every two years.

Fayments may be made by electronic bank transfer (including BACS, CHAPS or Faster Payments), provided
the use of electronic bank transfer is guthgrised by resolution of the Council at l=ast every two years.
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Any cheque, standing order. direct debit instruction, electronic bank transfer or amy other instruction for
payment for & sum grester tham £500 will be signed or otherwise guthoised by tewo persons, at least one of
wihiom will b= a Councillor. Payment instructions for sums of up to and including £E500 may be guthogsed, by
one person.

A Councillor or onember of staff who is 8 bank signatory, hawving & connection by wirtue of family or business
relstionships with the beneficiary of a payment, will not be a signatory to the payment in question.

Regardless of the method of payment, all payments will b2 reporied fto the Council at least monthiby.

Copies of invoices, payment instructioms and other records relsting to paymeants will be retained for & period of
=t l=ast six years and will be svailable for nspection by amy Councillor.
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Agenda ltem 27—Code of Conduct

Refer https://www.stanway-pc.gov.uk/uploads/code-of-conduct-
approved-may-2023.pdf?v=1687814005

Agenda ltem 28 Corporate Governance Terms of Reference
For unchanged Terms of Reference refer

https://www.stanway-pc.gov.uk/councillors-and-other-informatio



Parish Clerk: Donna Tristram

Stanway

P: 01206 54222107759 837111

C.Eo.U

CORPORATE GOVERNANCE COMMAAITTEE

TERMS OF REFERENCE May-2033Draft April 2024

1. The Committes, as the effective Finance Committee of the Parish Council, shall be made
up of minimum of four and a maximum of seven members of the Parish Council only, as
approved by FullCouncil, and shall elect a Chairman and Deputy Chairman and review
the Committes Terms of Reference at the start of each municipal year.

2. The purpose of the Committee is to:

b.

m.

Guide the Parish Council in the formulation and review of Corporate Governance
and Financial matters.

Emsure that financial procedures are followed correctly in accordance with Financia
Regulations, and #& monitor budgeted expenditure 1o ensure compliancess-saierasd

) ] Tl B o L ey 1 cy S x ) O

Authorise expenditure, payments and virements within the level of authority laid
down in theCouncil’s Financial Regulations or delegated to the Committee from
time to time.

Recommend the Budget and Precept each year for approval by Full Council.
Consider term contract proposals for expenditure regarding assets and services and all
contracts not specifically dealt with by any other committee

Undertake a review of Standing Orders, Financial Regulations, the Investment Policy,
Terms andConditions of Borrowing, System of Internal Audit, Asset Register, Risk
Management and Insurance, Freedom of Information Act Publication Scheme, GDPR,
and any other policies on a regular basis, at least annually.

Be responsible, either wholly or on a joint basis with another committee, for all

legal issues,including all leases, relating to the Parish Coundcil.

Respond to consultations on behalf of the Parish Council as a whole or, where
appropriate, where no other committee clearly has relevant responsibility.

Im coordination with other committees, organise and recommend future meeting
dates for theParish Council and all committees.

Consider Local Highways Panel (LHP) or SPC equivalent

Procure and manage the Council website and social media

Manage the procurement of new acquisitions as delegated by Full Council, including
legal and financial contracts, passing over to Community Assets or Community
Services Committees to manage after opening/set up

Deal with items not dealt with by other named committees or sub- committees.

3. The Clerk or BFO will call all Committee meetings and the Committee shall conduct its
business in accordancewith Parish Council Standing Orders and Policies, and the Code of

LAV Yy

Conduct.

4. All records as reguired for the good management of the Commitiee shall be maintained by
the ParishClerk,/RFO._

Drafred April 2024 pdasch SodE
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Recording and Reporting on Council Meetings Policy

Stanway Parish Council will not customarily photograph, film, record or broadcast
meetings for the Council or public but retains the right to do so should the Council
or a delegated commitiee decide otherwise. The Chair will declare any such
recordings either for intermal retention or public publication at the start of the
meeting and these recordings will be governed by this policy. The retention and
disposal of such materal will be in accordance with the Council's retention and
disposal policy.

2. The Openness of Local Government Bodies Regulations 2015 (2014 51 No.
2095), which came into force on 6™ August 2014, require Parish Councils to allow
any person to film, audio-record or take photographs of, and to report on, the
proceedings of any pan of a mesting which the public are enfitled to attend by
law.

3. The Regulations do not require Parish Councils to allow filming, audio-recording,
photographing or reporting of any part of 2 meeting where the public are excluded
by reason of the confidential nature of the business or where publicity would he
prejudicial to the public interest. Exclusion of the public must he authorised by a
resolution of the meeting and the reason for exclusion must be stated.

4.  The Regulations apply only to formal, decision making meetings of the Council, a
committee or a sub-committee and not to informal meetings or meetings of a
waorking party without decision making powers.

f.  The Department for Communities & Local Government had published a ‘plain
English’ guide to the Regulations (available at
https:hwww.gov.uk/govemnment/publications/open-and-accountable-local-
government-plain-english-quide ). Stanway Parish Council’s policy is based on
this guide.

6. The Council will display requirements as contained in this policy on its website
and at public meetings. Those underiaking recording andfor reporting on
meetings will be deemed to have accepiad the terms of this policy whether they
have read them or not.



10.

11.

12.

Stanway

Recording for the purposes of this document is defined as video recording, audio
recording and photography.

Feporting for the purposes of this document is defined as posting on social
media, blogging, broadcasting video or audio streams, or any other mechanism
which allows those not physically present at the meeting to follow the course of
dehate

In accordance with Standing Order Mo. 3, the Parish Council has no objection to
overt, nondisruptive recording and written reporting of a meeting, only fo the
extent that it does not interfere with any person’s ability to follow the debate. Oral
commentary in the meeting room during a meeting is not permitted in accordance
with the Requlations as may be disruptive.

The Parish Council requests any person proposing to record or report on a
meeting contact the Clerk prior to the start of the meeting. The Clerk's details are
provided in the public notice and agenda of the meeting (or in his/her absence,
the contact will be the Chair of the Council).

The Regulations apply to Councillors as they do to members of the public, but
Councillars must ensure that they are not distracted from the business of the
meefing.

Members of the public will be notified at the start of the meeting if a request to
record or report on the meeting has been made. To protect their rights, the
FParish Council asks others not to film or photograph them without their consent.
Children or vulnerable adults attending a meeting must not be filmed or
photographed.

The right to record is limited to the duration of the meeting. Therefore recording
must not start until the meeting is called to order, and must cease when the Chair
closes the meefting. Members of the public putting forward a guestion under the
“Public Participation” heading may request that their representation not he
recorded.

The Chair of the meeting has absolute discretion to stop or suspend recording, if,
in his/her opinion, continuing fo do so would prejudice proceedings at the meeting
ar if the person recording is in breach of these rules. Anyone acting in a disruptive
manner may be asked to leave by the Chair in accordance with the Council's
Standing Orders. The DCLG guide gives the following examples of disruptive
activity: Moving to areas outside the areas designated for the public without the
consent of the Chair; Excessive noise in recording or setting up or re-siting
equipment during the meeting; Intrusive lighting and use of flash photography;
Asking people to repeat statemenis for the purposes of recording.



Agenda Item 32 ii

Stanway | semeone

Review Date:

Minute Ref:

STANWAY PARISH COUNCIL'S DISCIFLINARY POLICY

Introduction

.1

Thiz policy is based on and complies with the 2015 ACAS Code of Practice

(hitp/fwww.acas org.ukfindex.aspxParticleid=2174). It also takes account of the ACAS
guide on dizcipline and grievances at work.
hitpza-'fwrwnw_acas org.ukimedial/1 04 3/ Discipline-and-grievances-at-work-The-Acas-

guidelpdiiDG_Guide Feb 2019.pdf
The policy i designed to help Council employees improve unsatisfactory conduct and

performance in their job. Wherever possible, the Council will try to resolve its concems
about employees” behaviour informally, without starting the formal procedure set out
below.

The policy will be applied fairly, conzsistently and in accordance with the Eguality Act
2010.

Thiz policy confims:

+ jnformal coaching and supervision will be considered, where appropriate, to improve
conduct and / or attendance

¢ the Council will fully investigate the facts of each case

* the Council recogniges that misconduct and unsatisfactory work perfformance are
different issues.

« employees will be informed in writing about the nature of the complaint against them
and given the opportunity to state their case

« employees will be provided, where appropriate, with written copies of evidence and
relevant witness statements in advance of a disciplinary hearing

+ employees may be accompanied or represented by a companion — a workplace
colleague, a trade union representative or a trade union official - at any disciplinary or
appeal meeting. The companion is permitted {o address such meetings, to put the
employee's case and confer with the employee. The companion cannot answer
questions put to the employee, address the meeting against the employee’s wishes
or prevent the employee from explaining their cazs
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the Council will give employess reasonable notice of any meetings in this procedure.
Employes must make all reasonable efforts to attend. Failure to attend any meeting
may result in it going ahead and a decision being taken.

if the employee’s companion is not available for the proposed date of the meeting,
the employee can request a postponement and can propose an alternative date that
is within seven calendar days of the orginal meeting date unless it is unreazonable
not to propose a later date

any changes to specified ime limits in the Council's procedure must be agreed by the
employes and the Council

information about an employee's disciplinary matter will be restricted to those
involved in the disciplinary process. A record of the reason for disciplinary action and
the action taken by the Council is confidential to the employee. The employee’s
dizciplinary records will b2 held by the Council in accordance with the General Data
Protection Regulation (GDPR)

audio or video recordings of the proceedings at any stage of the disciplinary
procedure are prohibited, unless agreed by all affected parties as a reasonable
adjustment that takes account of an employee’s medical condition

employees have the right to appeal against any disciplinary decision. The appeal
decigion is final

if an employes who is already subject to the Council's disciplinary procedure raizes a
grievance, the grievance will normally be heard after the completion of the
dizciplinary procedurs

dizciplinary action taken by the Council can include a written waming, final written
warning or dismissal

this procedure may be implemented at any stage if the employee's alleged
misconduct warrants this

except for gross misconduct when an employes may be dismizsed without notice, the
Council will not dismiss an employes on the first occasion that it decides there has
been misconduct

if an employes is suspended following allegations of misconduct, it will be on full pay
and only for such time as is necessary. Suspension i not a dizciplinary sanction. The
Council will write to the employes to confirm any period of suspension and the
reasons for it

the Council may consider mediation at any stage of the disciplinary procedure where
appropriate (for example where there have been communication breakdowns or
allegations of bullying or harasament). Mediation iz a dispute resolution process that
requires the consent of affected parties



Examples of misconduct

4

Misconduct is emploves behaviour that can lead to the employer taking disciplinary
action. The following list contains some examples of misconduct: The list iz not
exhaustive.

* unauthorised absence

*  poor imekeeping

+  misuse of the Council's rezsources and facilities including telephone, email and
intermet

* inappropriate behaviour

+ refusal to follow reasonable instructions

#  breach of health and safety nules.

Examples of gross misconduct

5 Gross misconduct is misconduct that is so serious that it is likely fo lead to dismissal
without notice. The following list contains some examples of gross misconduct: The list is
not exhaustive
* bullying, dizcrimination and harassment
* incapacity at work because of alcohol or drugs
* violent behaviour
. fraud or theft
. gross negligence
. gross insubordination
* serious breaches of council policies and procedures e.g Data Protection Policy and

any policies regarding the use of information technology
* sericus and deliberate damage to property
* uze of the internet or email to access pormographic, obacene or offensive material
. disclosure of confidential information.

Suspension

G If allegations of gross misconduct or sefous mizconduct are made, the council may
suspend the employee while further investigations are cammied out. Suspension will be on
full pay. Suspension does not imply any determination of guilt or innocence, as it is
merely a measure to enable further investigation.

T While on suspension, the employee is required to be available during normal hours of
work in the event that the council needs to make contact. The employes must not contact
or attempt o contact or influence anyone connected with the investigation in any way or
to discuss this matter with any other employee or councillor.

8 The employes must not attend work. The council will make arrangements for the

employes to access any information or documents required to respond to any
allegations.

The Procedure



9 Preliminary enquiries, The council may make preliminary enquiries to establish the basic
facts of what has happened in order to understand whether there may be a case to
answer under the disciplinary procedure.

If the employee’s manager believes there may be a disciplinary case to answer, the
council may initiate a more detailed investigation undertaken to establish the facts of a
situation or to eastablish the perspective of others who may have witnessed misconduct.

10 Informal Procedures. Where minor concemns about conduct become apparent, it is the
manager's responsibility to raise this with the employee and clarify the improvements
required. A file note will be made and kept by the manager. The informal discussions are
not part of the formal disciplinary procedure. If the conduct fails to improve, or if further
matters of conduct become apparent, the manager may decide to formalise the
discussgions and invite the employee to a first stage disciplinary hearing.

Digciplinary investigation

11 A formal disciplinary investigation may sometimes be required to establish the facts and
whether there is a disciplinary case to answer.

12 If a formal disciplinary investigation is required, the Council’s staffing committee will
appoint an Investigator who will be responsible for undertaking a fact-finding exercize to
collect all relevant information. The Investigator will be independent and will normally be
a councillor. If the staffing committes considers that there are no councillors who are
independent (for example, because they all have direct involvement in the allegations
about the employee), it will appoint someone from outside the Council. The Investigator
will be appointed as soon as possible after the allegations have been made. The staffing
committee will inform the Investigator of the terme of reference of the investigation. The
terms of reference should specify:

* the allegations or events that the investigation iz required to examine

. whether a recommendation is required

. how the findings should be presented. For example, an investigator will often be
required to present the findings in the form of a written report

. who the findings should be reported to and who to contact for further direction if
unexpected issues arise or advice is nesded.

13 The Investigator will be asked to submit their findings within 20 working days of
appointment where possible. In cases of allegations of minor misconduct, the
appointment of an investigator may not be necessary and the Council may decide to
commence digciplinary proceedings at the next stage - the disciplinary meeting (see
paragraph 22).

14  The staffing committee will notify the employees in writing of the alleged misconduct and
details of the person undertaking the investigation. The employee may be asked to meet
an investigator as part of the disciplinary investigation. The employes will be given
sufficient notice of the meeting with the Investigator so that they have reasonable time to
prepare for it The letter will explain the investigatory process and that the meeting is part
of that process. The employes will be provided with a copy of the Council's disciplinary
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procedurs. The Council will also inform the employes that when they mests with the
Investigator, they will have the opportunity to comment on the allegations of misconduct.

If there are other persons (e.g. employees, councillors, members of the public or the
Council’s contractors) who can provide relevant information, the Investigator should try to
obtain it from them in advance of the meeting with the employes.

The Investigator has no authority to take disciplinary action. Their role is to establish the
facts of the caze as quickly as possible and prepare a report that recommends to the
staffing commities whether or not disciplinary action should be considered under the
policy.

The Investigator's report will contain their recommendations and the findings on which
they were based. They will recommend either:

. the employes has no case to answer and there should no further action under the
Council's disciplinary procedure

. the matter is not serious enough to justify further use of the disciplinary procedure
and can be dealt with informally or

. the employes has a case to answer and a formal hearing should be convened

under the Council's disciplinary procedure.

The Investigator will submit the report to the staffing committee which will decide whether
further action will be taken.

If the Council decides that it will not take disciplinary action, it may consider whether
mediation would be appropriate in the circumstances.

The dizsciplinary meeting

20

|

If the staffing committee decides that there is a case to answer, it will appoint a staffing
sub-committee of three councillors, to formally hear the allegations. There may be
insufficient members of the staffing committee who have not previously been involved. If
50, the appeal panel will be a committee who may include members of the Council. The
staffing sub-commities will appoint a Chairman from one of its members. The
Investigator shall not sit on the sub-committee.

Mo councillor with direct involvement in the matter shall be appointed to the sub-
committee. The employee will be invited, in writing, to attend a digciplinary meeting. The
sub—committee’s letter will confirm the following:

. the names of its Chairman and other two members

. details of the alleged misconduct, its possible consequences and the employee's
statutory right to be accompanied at the meeting

* a copy of the information provided to the sub-committes which may include the
investigation report, supporting evidence and a copy of the Council’s dizciplinary
procedure

. the time and place for the meeting. The employvee will b2 given reasonable notice
of the hearing zo that they have sufficient time to prepare for it
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+ that the employee may be accompanied by a companion - a workplace colleague,
a trade union representative or a trade union official

The purpose of the disciplinary meeting hearing is for the allegations to be put to the
employes and then for the employee to give their perspective. It will be conducted as
follows:

. the Chairman will introduce the members of the sub-commities to the employee
and explain the arrangements for the hearing

. the Chairman will set out the allegations and present the evidence from the
investigation

. the Chairman will invite the employee to present their account

. the employee {or the companion) will et out their case and present evidence

* the employee (or companion) will have the opportunity to sum up

22 The investigator may be asked to attend the meeting to present the findings of their
investigation and to answer questions by either the Councilors or the Employee.

23 The Chairman will provide the employee with the sub-committee’s decision with reasons,
in writimg, usually within five working days of the meeting. The Chairman will also notify
the employee of the right to appeal the decision.

24 The dizciplinary mesting may be adjournaed to allow matters that were raised during the
meeting to be further investigated by the sub-committes.

Dizsciplinary action

25 |f the sub-committee decides that there should be disciplinary action, it may be any of the
following:

First written waming

If the employee’s conduct has fallen beneath acceptable standards, a first written
waming will be issued. A first written waming will set out:

. the reazon for the written wamning, the improvement required (if appropriate) and
the time period for improvement

* that further misconductfailure to improve will result in more serious dizciplinary
action

. the employee's right of appeal

. that a note confirming the written waming will be placed on the employee’s
perzonnel file, that a copy will be provided to the employee and that the warning
will remiain in force for a specified period of time (e.9. 9 months).

Final written warning

If the offence is sufficiently serious, or if there is further misconduct or a failure to improve
sufficiently during the currency of a prior waming, the employes will be given a final
written warning. A final written waming will s=t out:
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. the reason for the final written warning, the improvement required (if appropriate)
and the time period for improvement

. that further misconductfailure to improve will result in more serious disciplinary
action up to and including dismissal

. the employee's right of appeal

* that a note confirming the final written waming will be placed on the employes's
personnel file, that a copy will be provided to the employee and that the waming
will remain in force for a specified period of time {e.g. 12 monthsa).

Dizmiszal
The Council may dismiss:

* for gross misconduct

. if there iz no improvement within the specified time period, in the conduct which
has been the subject of a final written warning
. if another instance of migconduct has occurred and a final written waming has

already been izsued and remains in force.

26 The Council will consider very carefully a decizion to dismiss. If an employes is
dismizzed, they will receive a written statement of the reazons for their dismissal, the
date on which the employment will end and details of their right of appeal. If the sub-
committee decides to take no disciplinary action, no record of the matter will be retained
on the employee’s personnel file. Action taken as a result of the disciplinary meeting will
remain in force unless it is modified as a result of an appeal.

The appeal

27 An employes who is the subject of disciplinary action will be notified of the right of
appeal. Their written notice of appeal must be received by the Council within seven
calendar days of the employee receiving written notice of the disciplinary action and must
specify the grounds for appeal.

28  The grounds for appeal include;

a failure by the Council to follow its disciplinary policy

the sub-commitiee’s dizciplinary decigion was not supported by the evidence
. the disciplinary action was too severe in the circumstances of the case

* new evidence has come to light since the disciplinary meeting.

28  Where possible, the appeal will be heard by a panel of three members of the stafiing
commitiee who have not previously been involved in the case. This includes the
Investigator. There may be insufficient members of the staffing committee who have not
previcusly been involved. If so, the appeal panel will be a committes of three members of
the Council who may include members of the staff committes. If there are insufficient
members of the Council then outside parties may be appointed. The appeal panel will
appoint a Chairman from one of its members.
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The employee will be notified, in writing, usually within 10 working days of receipt of the
notice of appeal of the time, date and place of the appeal meeting. The employee will be
advised that they may be accompanied by a companion - a workplace colleague, a trade
union representative or a frade union official.

At the appeal meeting, the Chairman will:

*  introduce the panel members to the employee

. explain the purpose of the meeting, which is to hear the employee's reasons for
appealing against the disciplinary decision

. explain the action that the appeal panel may take.

The employee (or companion) will be asked to explain the grounds for appeal.

The Chairman will inform the employee that they will receive the decision and the panel's
reasons, inwnting, usually within five working days of the appeal hearing.

The appeal panel may decide to uphold the disciplinary decision of the staffing
committee, substitute a less senous sanction or decide that no disciplinary action is
necessary. If it decides to take no disciplinary action, no record of the matter will be
retained on the employee’s personnel file.

If an appeal against dismissal is upheld, the employes will be paid in full for the period
from the date of dismissal and continuity of service will be preserved.

The appeal panel's decision is final.















