St Austell Town Council

Finance and General Purposes Committee

To: All Members of the Finance and General Purposes Committee

(Counciltors: Brown, Bull, Clemo, French, Gray, Lanxon, Pearce, Rowse
and Young).

Dear Councillor

You are summoned to attend a Meeting of the Finance and General
Purposes Committee to be held in The Stable Block, Pondhu House,
Penwinnick Road, St Austell, Cornwall, PL25 S5DP on Monday 24th
June 2024 at 6pm.

(™
gLy
David Pooley
Town Clerk

18t June 2024
Tel: 01726 829859

E.mail: david.pooley@staustell-tc.gov.uk
Website:  www.staustell-tc.gov.uk

AGENDA
Election of Chair
Election of Vice-Chair
Apologies for absence

This meeting has been advertised as a public meeting and as such could be filmed or recorded by broadcasters,
the media or members of the public.

Please be aware that whilst every effort is taken to ensure that members of the public are not filmed, we
cannot guarantee this, especially if you are speaking or taking an active role.



10.

11.

Declarations of Interest

(Purpose: To receive declarations of disclosable pecuniary and other
non-registerable interests in respect of items on this agenda).

Dispensations

(Purpose: To receive requests for dispensations under the Code of
Conduct).

Minutes of meeting held on the 2™ April 2024 Pages
1-4

(Purpose: To agree that the minutes of the above meeting be signed
as a correct record). (Attached).

Matters to Note

A verbal update from the Town Clerk on the actions taken since the
last meeting. Note: No decision may be made under this agenda
item.

Public participation (15 minutes maximum)

The Chairman will invite members of the public to address the
meeting in relation to the business to be carried out at the meeting.

15 minutes will be aliocated for public participation (this can be
extended at the Chairman’s discretion). Each person addressing the
Council wili be allocated a maximum of two minutes.

Budget Monitoring Report Pages
5-12

(Purpose: To review the Town Council’s budget monitoring report for

the period 1st April 2024 ~ 31st May 2024). (Report attached).

Communications Protocol Pages
13-16

(Purpose: To consider an updated Communications Protocol).
(Attached).

Clerks’ Robes Pages
17 - 18
(Purpose: To consider replacing the Clerks’ Robes)

This meeting has been advertised as a public meeting and as such could be filmed or recorded by broadcasters,
the media or members of the public.

Please be aware that whilst every effort is taken to ensure that members of the public are not filmed, we
cannot guarantee this, especially if you are speaking or taking an active role.



12,

13.

14.

15.

Financial Regulations Pages

19 - 36
(Purpose: To consider draft financial regulations based on a new
guidance from NALC). (Draft attached).
Standing Orders Pages
37 - 86

(Purpose: To consider updated standing orders). (Draft attached).
St Austell Library

(Purpose: To provide Members with an update on the operational
activities of St Austell Library).(Verbal update).

Dates of Next Meetings

(Purpose: To note the date of next meeting - 16t September 2024).

This meeting has been advertised as a public meeting and as such could be filmed or recorded by broadcasters,
the media or members of the public.

Piease be aware that whilst every effort is taken to ensure that members of the pubtic are not filmed, we
cannot guarantee this, especially if you are speaking or taking an active role.






MINUTES of a MEETING of the FINANCE AND GENERAL PURPOSES
COMMITTEE held on TUESDAY 2" APRIL 2024 in The Stable Block, Pondhu
House, Penwinnick Road, St Austell, Cornwall, PL25 5DP at 6pm.

Present: Councillors Clemo, French (Chair), Gray, Lanxon, Pearce and Young

In attendance: David Pooley (Town Clerk) and Sara Gwilliams (Deputy Town
Clerk).

F/23/44) Apologies for absence

Apologies for absence were received from Councillors Bull, Brown and Rowse.
F/23/45) Declarations of Interest

None.

F/23/46) Dispensations

None.

F/23/47) Minutes of meeting held on 19 February 2024

It was RESOLVED that the minutes of the meeting held on the 19" February 2024
be approved and signed as a correct record.

F/23/48) Matters to Note

The Clerk advised that the Community Infrastructure Funding (CIL) in the sum of
£6,955 has been applied to the Bethel Park project and signed off by Cornwall
Council as an acceptable use of the funding. He added that the year-end spending
position should allow the purchase of additional CCTV cameras but due to contractor
constraints, this could not be achieved before the year-end. The money will be set
aside into a reserve and utilised when the contractor is available, hopefully early in
the new financial year.

F/23/49) Public participation
There were no members of the public present.

**Councillor Lanxon arrived during the next item**
F/23/50) Budget Monitoring Report

The Clerk updated Members on the income and expenditure to the end of February
and highlighted the following:

Income

¢ Interest income. Increased interest rates have resulted in an increase in
income for the year;

» Other grants and contributions. This income reflects grants for Bethel Park,
Holmbush Road bus shelter and the roof top garden.
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Expenditure

¢ Cleaning and domestic supplies. A change in administrative coding reflects an
overspend, but this is offset by a reduced spend in contract payments where
the payments were anticipated to be coded at the start of the financial year;

e Election Expenses - slightly higher than anticipated but within budget

e Electricity - overspend due to an increase in costs and an historic charge for
The House

¢ Insurance - a saving on the budget due to a recent tender exercise

* Miscellaneous expenses - Bethel bus shelter (covered by a grant), unforeseen
mine shaft works at Bethel Park and consultants fees for the rooftop garden
project (covered by a grant);

» Miscellaneous grants - increased funding for security personnel and Christmas
lights;

« Priory Car Park, Business Rates - Successful appeal on the business rates for
Priory Car Park (£30,000 saved).

* Repairs and Maintenance - an increase in costs relating to the demolition and
making good of the old toilet block and building of a bat house at Poltair Park.

Arising from questions, the Clerk advised that the re-lining of Priory Car Park will be
carried out when the better weather arrives and that the EV charging revenue goes
to Cornwail Council.

F/23/51) Asset Register

The Clerk advised that for audit purposes, it is a requirement that the Town Councii’s
Asset Register is updated and approved as at the 31 March each year. Councillor
Young advised that the location of the Deputy Mayor’s Concert Badge was incorrect.

It was RESOLVED to approve the Town Council’s updated Asset Register dated 31+
March 2024 subject to the above correction.

F/23/52) Internal Audit

The Clerk advised that the Town Council has robust governance arrangements and
explained the separation of duties within the office when processing the Council’s
income and expenditure. He added that the Town Council’s Accounting system is
linked to the Town Council’'s Bank Accounts and monthly bank reconciliations are
carried out.

The Clerk advised that two audit checks are carried out each year by the Chair and
Vice-Chair of the Finance and General Purposes Committee which includes a spot
check of transactions. The Town Council’s Internal Auditor (appointed by the Town
Council) carries out two audit checks per annum which includes the year end
Accounts,



The last audit check is carried out by an External Auditor (appointed centrally) who
verifies and approves the year end accounts and the governance arrangements such
as risk management.

The Clerk advised that the Chair and Vice-Chair noted during their last spot checks
that the car park income could not be reconciled for a short period of time when the
new payment machines were installed.

He re-assured members that the income received during this time was not out of line
with what would be expected. The Clerk also advised that the 20p toilet machines at
Priory Car Park are aging and do not always accurately count the income received.

Arising from questions the Clerk advised that the Chair and Vice-Chair checks are
carried out on a pre-arranged basis and that nearly all payments are made by BACS.
The Clerk added that the Town Council’s IT systems are monitored by a consultant
and are the subject of a robust firewall and 2 back-up systems on the cloud. It is
hoped that the Cyber essentials certification can be obtained in due course.

In answer to a further question, the Clerk advised that he is a Chartered Accountant
(CIPFA) and CILCA qualified, the Deputy Clerk has an HR qualification and is CiLCA
qualified, the Operations Manager has a diploma in Health and Safety and the
Administrative/Finance Assistant is CiLCA qualified and is studying for her
Association of Accounting Technicians (AAT) qualification.

It was RESOLVED to note the Chair and Vice-Chair Internal Audit checks.
F/23/53) Priory Car Park

The Clerk advised that the car park income is likely to be in line with budget at the
year end and that the cash income received has reduced by about 25% since the
contactless payment method has been instalied. If this trend continues, the Town
Council might be able to reduce the G4S cash collections which are currently twice a
week. The “Phone and Pay” app and QR Code “Pay to Park” methods of payment
have also seen a reduction in takings due to people preferring to use the contactless
feature on the car park machines. The "Phone and Pay” app has a two year contract
which might be the subject of a recommendation in due course not to renew if the
income through this app continues to decline. Season tickets are now administered
through the “Pay to Park” Exemption system which is more environmentally friendly
and efficient.

It was RESOLVED to note the update.

F/23/54) Town Vitality Fund

The Clerk advised that, subject to written confirmation from the Chair of the St
Austell Town Centre Revitalisation Partnership, the following funding has almost been
secured from Cornwall Council:

Town Accelerator Fund = £35,000

£10,000 = Feasibility work for key worker/student accommodation
£25,000 = Feasibility work for traffic flows and signage improvements

Strategic Fund = £80,000









£15,000 = subject to permissions from the owner, development of plans for the High
Cross Street site

£65,000 = capital funding for the church ground improvements and piazza
Town Delivery Fund = £25,000

A formal bid has been submitted to Cornwall Council for funding for the Poundland
banners replacement. Awaiting outcome. '

Arising from questions, the Clerk advised that the landowner at High Cross Street
site has engaged with Cornwall Council and the highways feasibility work will include
the potential to allow busses through Fore Street. The Clerk advised that following
discussions with Cornwall Council, a reduced funding proposal had to be submitted
which resulted in the old Fire Station and Duke Street projects being deleted from
the project list. It is hoped that alternative funding will be found for these projects.

Members noted the update.
F/23/55) St Austell Library

The Deputy Town Clerk advised that the library has recently hosted events for i-
Sight Cornwall, Barnardo’s and a soroptimists book give away. A recent craft fayre
was also well attended. Cornwall Council has teamed up with the NHS and blood
pressure monitors can now be loaned from some libraries, including St Austell. The
staff do not get involved with any blood pressure readings or medical assistance.
The Childrens Literacy Festival is planned for three days covering 28™ to 30t June
and a grant application has been submitted from Mr Disney-Pollard for consideration
at the next Community Committee. SALSA is hoping to employ a gardener for a few
hours each month to keep the library garden maintained and a picture competition is
being organised for the newly painted computer suite. The library continues to
perform well and is consistently in the top two performing libraries in Cornwall. The
library has a number of volunteers assisting with the smooth running of the library
and will host a number of work experience students during the summer.

Members noted the update.
F/23/56) Dates of next meeting

It was noted that the next meeting of the Finance and General Purposes Committee
is due to take place on 24% June 2024.

The meeting closed at 7.20pm.



AGENDA NO: S

ST AUSTELL TOWN COUNCIL
FINANCE AND GENERAL PURPOSES COMMITTEE
24 JUNE 2024

BUDGET MONITORING REPORT

1. PURPOSE OF REPORT

To provide Members with an update on income and expenditure to
the 31t May 2024 and a copy of the Council’s latest bank
reconciliation statements.

2. LEGAL AND RISK MANAGEMENT ISSUES

It is a legal requirement for the Town Council to set a budget annually
and it is good practice to monitor that budget at regular intervals.
The Town Clerk monitors budgets monthly and provides regular
budget monitoring reports to the Finance and General Purposes
Committee. It is part of the remit of the Finance and General
Purposes Committee to monitor and manage budgets on behalf of the
Town Council.

3. RESOURCE ISSUES

None outside of existing budgets.
4. EQUALITIES ISSUES

None.

5. ENVIRONMENTAL ISSUES
None.

6. RECOMMENDATIONS

It is recommended that Members note the attached budget
monitoring reports and bank reconciliation statement.

The budget variance report for May 2024 and the financial year to
the 31t May 2024 is attached for information. After allowing for the



Town Centre Revitalisation projects which are to be largely funded
from grant monies the income and expenditure are within
acceptable limits.

Significant variances are explained below:

Interest income - increased interest rates offset by delayed
Payment date

Other grants and contributions - grants for the Rooftop
Garden and CIL neighbourhood levy

Contract payments - savings due to invoice delays.
Electricity - increased cost of fuel following ending of long-
term agreement for street lights plus annual recharge for CCTV.
Grounds Maintenance Supplies - seasonal purchase of
plants etc.

IT/Communications - annual line rental for CCTV and
software licences,

Miscellaneous eéxpenses -rooftop garden project and credit
card transaction charges

Miscellaneous grants -funding for security personnel

Play equipment - no major refurbishments or replacements
as yet.

Salaries/Wages - Pay award pending.

DAVID POOLEY - TOWN CLERK



£jo1adey FTOT WA £T IIUNOY UMO | |13IShY 15 aouenep 1adpng 7
L wzrse J vEL8 00'005'Z V6 LLE'S 4 wrLoe & 10¥8E 00'052'1 T09ES'T fauap3
A %wosEl- P (968pL'E]  00°058'9T POTOT'ET 4 %6T0T- 4 (ZIBIETI  00'STHET BE'950'CT suawhed 12enuc)
A %o000T- 4 (00°26) 0076 . 4 %o0000T- 4+ (00°9%) 00'9% . sasea| Sunesadp pue allH 10euo)
4 wogot Je 99'sEE 00'99T°E 99'705°€ J %8E0 o+ P66 00°€86"T P6B8S'T salddng dnsswoq 13 Suiues)d
4 %oo00l- 4 (00°09) 0005 . - - . . suenelngng pue syoog
sasuadx3 3unesedo
%00'6 €6°STZ'LS  00°250°9E9 £6°197°E69 %60°TET IT'ETY'YS  00'9PSET 9T'656°LL j0.id 55049
%00'6 £6°STT'LS  00°ZTS0°9€9 £6'L9T'E69 %60'TET IT'ETH'YS  O0'9FSEZ 9T°656°LL awoou| 2upeyy jejo)
P wie6l- P (00TEETH  0OTHLT 00°05¢ 1+ %0000T- 4 (00'1L8) 00°TL8 G panaday U3y
4+ worrs- 4 (seore) 0085 S9LpT 1+ %o000T- 4 (00622) 00'622 S sa8rey) a2uawaAuD) Qg
- - - 00096'885 00°096'885 - - 0 . sjuawAey 3dadeuy
4 owortz e zvar 00'09€ FARIAN 4 %woser W} zTrees 00°081 ILT0T Wodu| JaYI0
J weeorgst o 6voLs'ss  00°0ST 64°0Z6'65 & woozev'vs o ouesE'ss 002 00'¥¥6'5S suonNQLIUO) puE slURI9 JAPo
P %irse 4 sosw 0070507 £P°695 Tt weste- 4 (voeze) 00°SZS 96’107 3wodu| Aeigry
4 wiLs 4 leTeoTi 00"999'€ vi95¥'E T %0116 A+ (186991}  O0'EES'T ET'E9T BWodU| 153I33U|
A ez 4 (0svzel 00°999'6E 05'TPL'SE J weot o S6'G6L 00°££8'61 56'7£9'07 awodul yJed Jed
awoou| Sujpeil
% IINVINVA FINVINVA wwwmh._%z...“_ﬁgo YTOZAVW-UAY % IINVIHVA FINVRIVA www“_hw:._._&m_ao YTOT AW

207 AeW T€ papua yjuow ayy 104
112UN0D UMOL 193NV IS

ddueliep 193png



g oz ated YZOZUNFET  IPUNOJUMOL|RISYIS  3dueleAwEpng

30

4 wves- 1 fesson) 00'992'T T 09T'T of WLEBL J W06 00°¢E9 TreEr'T Weld/SPPIIA-SIURUIIUIRY [sieday
4 weozss 4 (68'10SE) 00°099°9 TUSST'E A %9l 4 {pt'ss?) 00'0EE'S 95'¥L0'E $SIBIY SDURUAIU RN [ Siedsy
4 swoooor- A (000K0TH  00O¥OT - 4 wov00T- 4 (00°025) 00°075 : alH wooy /2y
A %00001- 4 (00W8T) 00°¥8T - 4 wovoor- 4 (00Z6) 0026 - WBWNNY
A wervi- 4 OVSIET) 0070971 09°E8L'0T 4 wevv- 4 (00€T6) 00°TOE'D 00°88E"S sajey
A %00001- 4> {00'WEE) 00'¥EE C 4 woooot- 4 (00497) 00291 - Ayangnd
J- W00EL Jo sevee 0085k SET6L A wegse: 4 (2ov8) 00'67Z 86°vrT Fuyio)d an3104d
4 weress 4 LsE) 00'995 €126 P woges P (BSIEY 00'EBT wor fiauoye)s pue Sunuug
A %0886 4 loovez's)  00VEE'S 00°00T T %09 L6 A (0oLo0r) 00Ty 00°00T wawdinbg Aejd
4 woeLs 4 (€969 00°916'€ 19T A wrese P (Evssl 00 856'T LS6L sasuadxa Jueyd/uodsuel) IO
P wrse- 4 Lyt 00'v8Y £5°65¢€ A wreer 4 losvoD) 00°TvT 07'LET sanddng om0
Jo werizt o 058TEWT 00°852'TT 06°9L5'ST 4 wo000t- P (00629') 00'629'S e SIUBJD SNOBUR]RISI
J wveo0z o 06'6EEYT 00'Z6T'L 06°TEO'TT P %ssTL 4 ieetoe)  00965°E LE'9L6 sasuadxg snoaue|adsIn
A wsesy- 4 OLTT) 00'vZ fiiaral Jdr %052 4 0E0 00Tt 021 2oUBMO|YSIZqUWAN
4 wovoor- 4 (00wl (iR 74 : A woooor- 4 (00z9) 0028 7 SaIUEMO|lY S10ABW
$ wesert o 0E'620°G 00'8L2'% 0£ L0E"6 4 wovos 4 (008L0T) 00'6ET'Z 00 T30°T suonedunWwWo? / 11
T %607 1t eoed) 00'0PE'TT S E0TTT - - - d Sa3uRINSY|
4 %0679 - 00'0S6'E SEYER'D J w0z | v8E86'E 00°5L6°T ¥8°£96'S sapddng a3ueUSILIRK SPUNQID
A weeer- 4 (16°EED) 00°000'T 60°998 J weater | €7'859 00°008 £T'8STT se9
4 were J seL 00'796°T 9TSEO'T 4 werL 4oL 00°186 LEYSO'T R4
%IINVIVA  TINVINVA Mﬂﬁﬁué STOTAYW-HAY % IONVIMVA  SONVINVA L300na TN vroz v =

@IUBLeA 185PNG



£ Jo | siled

%6Z'ET 65°79P'TS  00TYE'WEE 65 PZE Lbt %P 18 66'TBEPL

%96°T YE'EEL'Y 00'0TZTHE YE'EVE'SHT YBE"LT- (£8°896°6T)
1t wosee 4 (zLestl 00Tzt 87857 4 wirze 4 sty
4 wssozr o vever 0088 28T 4 wzoter ) seToz
4 %00001- 4 (00°91s) 00°915 - T woooot- 4 (00857
P weror- A looeeel 00bEL 00'S6E 4+ wigor- 4 loonn
J wrost o zETOT  0080K'T ZE'0E0'Y P %o000T- 4 (00'v0L)
P wores- P WOEST'T)  O0WEET 00051 4 %0000T- 4 (00'L99)
1 %s06 A (or'ssy'tI)  00'8:8'9Z1 06'68E'STT P %sst P (breosy)
P %000t 4 (o00oT) 00°002 . 4 wooo00T- 4 (oooom)
% JINVIYYA FONVIYWA ._v.WWM “..__%z._.“_qn_ﬂu\'o PTOT AYN-ddY % JINVIHVA FINVIIVA

PTOT unr £l

IUNO) UMG | 3ISAY IS @dueuea19Spng

(o0"p9E‘T8) {T0°z86°'9T) Mjoud 19N
00'0T6'¥IT LT TPE'PE sasuadx3 Sunesadg B30y
0TIz BL'8ST a1em
00’ S8'9¥2 JIUNSISqNS pue [FALd]
00°85C = @Jueinsuy yodsues)
00°L9E 00°SET Juruieay
00P0L g suondulsqng
00299 = 3WAYIS SJUeID ||ews
00°BEF'EY 95°69'85 safem / saueles
007001 . saxe] [ pung peoy
waw”ﬂsgo ¥TOT AYW

ajueuep 1a8png



10



ST AUSTELL TOWN COUNCIL

BANK RECONCILIATION AS AT:

Business Current Account
Mayor's Charity Account
Business Direct Reserve Account
Petty Cash

Library Float

Total in Bank

Total Unpresented Cheques

Outstanding receipts

Accounting System Bank Balance:
Opening Bank Balance

Expenditure to date
Income to date

Accounting System Payment Recorded but yet paid

Accounting System Bank Balance

Note:

Attach Accounting Statement and remember to adjust for the Outstanding Accounting System

Entries after balancing.

Reconciliation Completed:

Reviewed:

31.5.24

£
340,696.12
0.00
21,160.19
233.30
100.00

362,189.61

0.00

362,189.61

0.00
0.00

362,189.61

135,145.67
575177.07
802221.01

362,189.61

0.00

362,189.61

0.00
balanced

36.24

36.24

i
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ST AUSTELL TOWN COUNCIL

COMMUNICATIONS PROTOCOL

Town Council Correspondence

The point of contact for the Town Council is the Clerk, and it
is to the Clerk that all correspondence for the Town Council
should be addressed.

(ii)

The Clerk should deal with all cormpondence required
following a meeting. b

(iii)

No individual Councillor or Ofﬁi‘,‘;é?:"':‘:fsnould be the sole
custodian of any correspondence or information in the name
| of the Town Council, a comprittee, sub- -committee or working

| party. Councillors and Ofﬂcers shall have the. right to obtain

confidential |nformatlon/dqcumenta}lon if ?‘tl;uey can
demonstrate a need to know' ., Wi,

i .:: .-_v'-, .g L O

5. _vh.

(iv)

All official corresporldé,pqé should be}sent by the Clerk in the
name of the council® uslﬁg%l:egncn 1e@er headed paper or
| official e- n]ailr \ N W

w

T ‘—‘;-' P T,

s i "’f'&‘&._

(v)

Where tcof{espondénce inoluding e- “mall® from the Clerk to a
Councillor, a Courici}lor to t}\e{CIerk or between Councillors is
copied to apethér person, the addressee must be made

. awa:e.ihat a cq‘ggjs bémg_f_gn#g,ded to that other person.

Agenda It‘ems for Council, Committees, Sub-|

Committees a"nd wwk[ng Parties

(V)

Agendas should be clear and concise. They should contain |
sufficient mfo::rnatlon to enable Councillors to make an |
informed decism’n and for the public to understand what
matters are ‘being considered and what decisions are being |

taken at a meeting.

(ii)

Items for information should be kept to a minimum on an
agenda.

(iii)

Where the Clerk or a Councillor wishes all fellow Councillors
to receive matters for “information only”, this information will
be circulated via the Clerk.

Communications with the Press and Public

Approved: June 2024
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Q)

The Clerk will clear all non-technical press reports, or
comments to the media, with the Mayor or the Chair of the
relevant committee.

| (i)

The Mayor in agreement with the Clerk may issue press
releases on behalf of the Council.

(iii)

Press reports from the Council, its committee or working
parties should be from the Clerk, an officer, the Mayor or via
the reporter's own attendance at a meeting.

(iv)

Press releases issued on behalf of the Tewn Council should be

| sent to all Members for their mforrna’tlnn at the same time
that the press release is issued l:o thE rl‘iedla -

v)

Unless a Councillor has beens q_horlséd“ by the council to
speak to the media on a pasticular issue, Councillors who are
asked for comment by the. p(ess should make. it clear that it
is a personal view and ask ‘I:hat |t be clearly reported as their
personal view.

Ioet o ! T —

(vi)

Unless a Councullor ls absolutely certam that he/she is |

reporting the view of he codincil, they must make it clear to

'; members of, the public¢ that Ehe.? are expnessmg a personal

| view. P e 17 X

;—'.' ..‘.'.?-' 1 _‘ = H-i—u — .. =t o
Fai Coih, T : 7

(vii)

| If Countilibgs rege

| (g_guqqllor

h _ye 1-.-

" ﬁ1pla|nt about the Council, a
1 '@ member of the public, this
3 Council’s adopted complaints

da item.

(viii)

mé‘lq‘i{:a‘m the Town Council’s website in an
y mahher and ensure that all statutory
e publication of information are met.

b | 'EF\

(ix)

"'.frs.
The Clerli’{s‘l'ld{ﬁ' strive to arrange for a press release to be
issued at ledst’ monthly, by whatever forum is felt appropriate
to promote the activities of the Town Council.

(x)

During purdah, the Town Council will endeavour not to deal
with controversial issues or report views, proposals or
recommendations in a way that identifies them with
individual members or groups of members. This is to make
sure that no individual or political party gains an unfair
advantage by appearing in corporate publicity.

Social Media

Approved: June 2024
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(i)

The Clerk should maintain and monitor an up to date and
informative Facebook page on behalf of the Council, taking
care to ensure no political bias.

(ii)

Individual Councillors may be asked from time to time to
promote the work of the Town Council by way of a press
article or short video clip. The Clerk will review and approve
the press article or video before publication to prevent any
unintentional mis-information being posted.

Annual Report

The Town Council will produce an Apnuai Report to provide
an overview of the Town £:0u cil's activities and
achievements over the year whldh Wd‘ﬁbe published on the
Town Council’'s website and hard coples ’méde available at the
Town Council’s offices and lerary e

Councillor Correspondence to external partlesk

."n", =
..-"\ . v

(1)

The Clerk should &end. the méjqrut&' of corresporﬁ‘énce to
external bodies. 1\ “Sheuld Councillor send any |
correspondence to an’ \e tert ey should make it
clear that ;he are el ritifg, in axpe§sonal capacity or |
because of thex\'R{e in that ex 'bady ‘and, if appropriate,
should @nsure that they havé thori

Council te do so. H 4

&
r' .

-‘ )

(i)

A CQQy of outqomg m‘:'or,ces\t;ﬁziAx nce relating to the council,

Council ‘business tor a “Goyn llor's role within it where
'relevant, Ehpu{d bh"gent to the Clerk, and it be noted on the
co‘rrespondenqe, .g. Ycopy to Clerk” so that the recipient is

aware that the Clerk has been advised.

(iii)

| make general €omments on council business and reply
accordingly.

Members are free to engage with residents on local issues or

| (iv)

If Members participate in social networking sites (whether in
a personal capacity or in their role as a Town Councillor) they
should make it clear in their communications, where
appropriate, whether they are speaking on behalf of the
Council or in a personal capacity.

Communications with Town Council Staff

(i)

Councillors must not give instructions to any member of staff,
unless authorised to do so (for example, three or more

Approved: June 2024
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Councillors sitting as a committee or sub-committee with
appropriate delegated powers from the council).

(i)

No individual Councilior, regardless of whether or not they
are the Chair of the council, the Chair of a committee or a
working group may give instructions to the Clerk or to
another employee which are inconsistent or conflict with
council decisions or arrangements for delegated power.

(i)

Telephone calls to the office should be appropriate to the
work of the Town Council.

(iv)

F oy

{ E-mails:

o Councillors and officers should tse the Council email
address provided for all ;emailsy relating to Council
business and be aware that“such communications may
be viewed by third parties'under Data Protection and/or
Freedom of Informatibﬁ'-@gislation ; o

« Town Council staff sholiid only communicate by email
to Councillors using forFﬁ%;I},;CounCii-email addresses;

o Instant replig§ishould not b expected from the Clerk
or other staff (reasens for urgehcy should be stated);

e Information to ‘Ceuncillers should,normally be directed |

via the Clerk; b i, ¥

e E-mj }!S m Coupcillors' tQ rexternal parties where
rélevant should be copi€d to the Clerk;
urejliors should églﬁowledge their e-mails when

S0. \
i AR R S yTm
45:%:._#& gy

t%rk rather officers:
possible an appointment should be made;
._:3_shoulﬂ.-. be relevant to the work of that

o ‘Gouncillors | should be clear that all matters are

>T 3

Approved: June 2024
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AGENDA NO: 11

ST AUSTELL TOWN COUNCIL
FINANCE AND GENERAL PURPOSES COMMITTEE
24t JUNE 2024

REPLACEMENT ROBE

1. PURPOSE OF REPORT
To consider if the Clerk’s robes should be replaced.
2. LEGAL AND RISK MANAGEMENT ISSUES

There is no requirement to have a set of robes or a wig for the Town
Clerk.

3. RESOURCE ISSUES

A replacement robe would cost in the region of £2,000-2,100.
4. EQUALITIES ISSUES

None.

5. ENVIRONMENTAL ISSUES

None.

6. RECOMMENDATIONS

It is recommended that Members decide whether they wish to replace
the Clerk’s robes.

The Clerk’s robe is believed to be 30-40 years old. Itis nowin a
very poor condition and may not be economically repairable. The
cost of replacement with a similar robe would be approximately
£2,000-£2,100. An assessment of the cost and feasibility of repair
will be made shortly. Members views are invited.

DAVID POOLEY - TOWN CLERK
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1. General

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

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

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

1.4. In these Financial Regulations:

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

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

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

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

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

acts under the policy direction of the council;

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

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

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

produces financial management information as required by the council.

1.6. The council must not delegate any decision regarding:
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1.7.

o setting the final budget or the precept (council tax requirement);
» the outcome of a review of the effectiveness of its internal controls
¢ approving accounting statements;
¢ approving an annual governance statement;
¢ borrowing;
+ declaring eligibility for the General Power of Competence; and
« addressing recommendations from the internal or external auditors
In addition, the council shall:
+ determine and regularly review the bank mandate for all council bank accounts;

e authorise any grant or single commitment in excess of £10,000.

. Risk management and internal control

2.1.

2.2.

2.3

24,

2.5.

2.6.

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

The Clerk shall prepare, for. approval by the Finance and General Purposes
Committee a risk management policy covering all activities of the council. This
policy and consequential risk management arrangements shall be reviewed by the
council at least annualiy.

When considerin_g any new activity, the Clerk shall prepare a draft risk assessment
including risk management proposals for consideration by the council.

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

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

s ensure that rlskis appropriately managed;

e ensure the pro:ﬁpl, accurate recording of financial transactions;
. prevenf_‘qnd deg&ﬂ inaccuracy or fraud; and

¢ allow the reconstitution of any lost records;

¢ identify the duﬁes of officers dealing with transactions and

+ ensure division of responsibilities.

At least once in each quarter, and at each financial year end, a member other than
the Chair {or a cheque signatory} shall be appointed to verify bank reconciliations
(for ali accounts) produced by the RFO. The member shall sign and date the
reconciliations and the original bank statements {or similar document) as evidence
of this. This activity, including any exceptions, shall be reported to and noted by the
Finance and General Purposes Committee.
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2.7. Regular back-up copies shall be made of the records on any council computer and
stored either online or in a separate location from the computer. The council shall
put measures in place to ensure that the ability to access any council computer is
not lost if an employee leaves or is incapacitated for any reason.

. Accounts and audit

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

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

» day-to-day entries of all sums of moneyreceived and expended by the
council and the matters to which they relate;

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

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

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

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

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

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

3.8. The council shall ensure that the internal auditor:
e is competent and independent of the financial operations of the council;

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

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

2735



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

+ perform any operational duties for the council;

o initiate or approve accounting transactions;

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

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

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

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

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

. Budget and precept

4.1. Before setting,a precept, the council must cailculate its council tax
requiremen%for each 'f%gancial year by preparing and approving a bucdget, in
accordance with The Local Government Finance Act 1992 or succeeding
legislation.

4.2, /Budgets for saiaries an-wages, including employer contributions shall be reviewed
B‘.;the Staffing Qmommittag_ at least annually in October for the following financial
year and the final version shall.be evidenced by a hard copy schedule signed by the
Clerk and the Chairofithe Coungil. The RFO will inform committees of any salary
implications before they consider their draft their budgets.

4.3. No later thap Decemper each year, the RFO shall prepare a draft budget with
detailed estimatas 6f all income and expenditure for the following financial year
{along with a forecgst for the following three financial years, taking account of the
lifespan of assets and cost implications of repair or replacement.

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

4.5. Each committee shall review its draft budget and submit any proposed amendments
to the Finance and General Purposes Committee not later than the end of
November each year.
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4.6. The draft budget with any committee proposals and three-year forecast, including
any recommendations for the use or accumulation of reserves, shall be considered
by the Finance and General Purposes Committee and a recommendation made to
the council.

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

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

4.9, The RFO shall issue the precept to the biillng' autharity no later than the end of
February and supply each member with & copy of the'agreed annual budget.

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

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

. Procurement

5.1. Members and officers are responsible for. obtaining value for money at all
times. Any officer procuring goods; services or works should ensure, as far as
practicable; that the bast'available terms are obtained, usually by obtaining prices
from several suppliers.

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

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

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

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

5.6. For contracts estimated to exceed £60,000 inciuding VAT, the Clerk shall seek
formal tenders from at least three suppliers agreed by the Finance and General
Purposes Committee OR advertise an open invitation for tenders in compliance with
any relevant provisions of the Legislation. Tenders shall be invited in accordance
with Appendix 1.
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5.7. For contracts estimated to be over £30,000 including VAT, the council must
comply with any requirements of the Legislation regarding the advertising of
contract opportunities and the publication of notices about the award of
contracts.

5.8. For contracts greater than £3,000 excluding VAT the Clerk shall seek at least 3
fixed-price quotes;

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

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

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

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

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

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

5.13.When applications are made to waive this financial regulation to enable a price to
be negotiated without competition, the reason should be set out in a
recommendation 10 the council or reievant committee. Avoidance of competition is
not.a valid reason.

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

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

¢ the Clerk, u‘iderdel'ﬁgated authority, for any items below £5,000 excluding VAT.

s aduly delegated committee of the council for all items of expenditure within their
delegated budgets for items under £10,000 excluding VAT.

e inrespect of grants, a duly authorised committee within any limits set by council
and in accordance with any policy statement agreed by the council.

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

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

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

8
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5.16. No individual member, or informal group of members, may issue an official order
unless instructed to do so in advance by a resolution of the council or make any
contract on behalf of the council.

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

5.18.In cases of serious risk to the delivery of council services or to public safety on
council premises, the clerk may authorise expenditure of up to £10,000 excluding
VAT on repair, replacement or other work that in their judgement is necessary,
whether or not there is any budget for such expenditure. The Clerk shall report such
action to the Chair as soon as possibie and to the<ouncil as soon as practicable
thereafter. ity

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

5.20.An official order or letter shall be issued for. all work;'goods and services above
£500 excluding VAT unless:a formal contract:is to be prepared or an official order
would be inappropriate. Capies of orders shall be retained, along with evidence of
receipt of goods.

5.21.Any ordering sysiem can be migused and access to them shall be controlled by the
RFO.

Banking and payments

6.1. The council's bapking amangements, including the bank mandate, shall be made by
the RFO and authorised by the Finance and General Purposes Committee. The
council has fesolved g bank with Nat'West. The arrangements shall be reviewed
annually for security and gfficiency.

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

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

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

2



6.5.

6.6.

6.7.

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

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

i. any payments of up to £5,000 excluding VAT, within an agreed budget.

i. payments of up to £10,000 excluding VAT in cases of serious risk to the
delivery of council services or to public safety on council premises.

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

iv.  Fund transfers within the councils banking arrangements up to the sum of
[£10,000], provided that a list of:siich payments shall be submitted to the next
appropriate meeting of council [or finance committee].

The RFO shall present a schedule of payments requiring authorisation, forming part
of the agenda for the meeting tc the council. The council shall review the schedule
for compliance and, having satisfied itself, shall authorise payment by resolution. A
detailed list of all;payments shall be disclosed within or as an attachment to the
minutes of that meeting.

. Electronic paymerits

7.1.

7.2

7.3.

7.4.

7.5.

Where internet barking arrangements are made with any bank, the RFO shall be
appointed &@s the Setvice Adniinistrator. The bank mandate agreed by the council
shall identify @ number of councillors whio will be authorised to approve transactions
.oh those accounts and a minimum of two people will be involved in any online
approval process. The Cler’k-m be an authorised signatory, but no signatory
should be involved in approving-any payment to themselves.

All authoHsed signatq::'_i_o'# shall have access to view the council's bank accounts
online.

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

An authorised officer shall set up all items due for payment online. A list of
payments for approval, together with copies of the relevant invoices, shall be
provided to two authorised signatories and/or two councillors.

Two councillors shall check the payment details against the invoices before
approving each payment using an approved system.
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7.6. Evidence shall be retained showing which members approved the payment(s) and a
printout of the transaction(s) confirming that the payment has been made shall be
appended to the invoice(s) for audit purposes.

7.7. Afull list of all payments shail be provided to the next council meeting.

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

7.9. Payment may be made by BACS or CHAPS by resalution of the Finance and
General Purposes Committee provided that each payment is approved by two
authorised officers or councillors, evidence.is retainedand any payments are
reported to the council at the next meeting. The approval of the use of BACS or
CHAPS shall be renewed by resolutioni of the council at least every two years.

7.10.1f thought appropriate by the council, regular payments of fixed sums may be made
by banker's standing order; provided that theinstructions are signed {or approved
online} by two members, evide}ﬁ‘oe of this is retained and any payments are
reported to council when made, The approval of the use of a banker’s standing
order shall be reviewed by the Finance and General Purposes Committee at least
every two years.

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

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

7.13. Remembered password facilities should not be used on any computer system used
for council banking.

. Cheque payments

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

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

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

9. Payment cards

1
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9.1. Any Debit Card issued for use will be specifically restricted to the Clerk and will also
be restricted to a single transaction maximum vaiue of £1,000 unless authorised by
council or finance committee in writing before any order is placed.

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

9.3. Any corporate credit card or trade card account opened by the council will be
specifically restricted to use by the Clerk and other authorised officers and any
balance shall be paid in full each month.

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

10. Petty Cash

10.1.The RFO shall maintain a petty cash imprést account of £250 and may provide petty
cash to officers for the purpose of defraying operational and other expenses.

a) Vouchers for payments made from petty cash shall be kept, along with receipts to
substantiate every payment.

b) Cash income received must not be paid into the petty cash float but must be
separately banked, as provided elsewhere in these regulations.

¢) Payments to maintain the petty cash float shall be shown separately on any
schedule of payments presented for-approvat.

11. Payment of salaries and allowances

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

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

11.3.54lary ratesshall be agreed by the council, or a duly delegated committee. No
changes shall bs miade to-any employee’s gross pay, emoluments, or terms and
conditions of employment without the prior consent of the council {or relevant
committee}.

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

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

11.6.Each payment to employees of net salary and to the appropriate creditor of the
statutory and discretionary deductions shall be recorded in a payroll control account
or other separate confidential record, with the total of such payments each calendar
month reported in the computerised accounting system. Payroll reports will be
reviewed by the RFO and nominated members of The Finance and General
Purposes Committee to ensure that the correct payments have been made.

12
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12.

13.

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

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

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

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

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

12.4.Ali investment of money under the control ofthe council shall be in the name of the
council.

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

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

Income

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

13.2. The council will review all fees and charges for work done, services provided, or
goods sold at least annually as part of the budget-setting process, following a report
of the Clerk. The RFO shall be responsible for the collection of all amounts due to
the council.

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

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

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

13
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13.6. The RFO shall ensure that VAT is correctly recorded in the council’s accounting
software and that any VAT Return required is submitted from the software by the
due date.

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

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

14. Payments under contracts for building or other construction works

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

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

15. Stores and equipment

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

15.2. Belivery notes shall be obtained in:respect of all goods received into store or
otherwise delivéred and goods must be checked as to order and quality at the time
deiivery is made.

15.3. Stocks.shalt be kept at the minimum levels consistent with operational
requiraments. '

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

16. Assets, properties and estates

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

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

14
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16.3. The continued existence of tangible assets shown in the Register shall be verified at
least annually, possibly in conjunction with a health and safety inspection of assets.

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

No tangible moveable property shall be purchased or otherwise acquired, sold,
leased or otherwise disposed of, without the authority of the council, together with
any other consents required by law, except where the estimated value of any one
item does not exceed £5,000. In each case a written,report shall be provided to
council with a full business case.

17. Insurance

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

17.2.The Clerk shall give prompt notification to the RF© and/or insurers of ail new risks,
properties or vehicles which require to'be insured and of any alterations affecting
existing insurances.

17.3. The RFO shall be notified of any 1gss, liability, damage or event likely to lead to a
claim, and shall report these to the Finance and General Purposes Committee at
the next available meeting. The RFO shall negotiate all claims on the council's
insurers.

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

18. Charities

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

19. Suspension and revision of Financial Regulations

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

15

23



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

19.3. The council may temporarily amend these Financial Regulations by a duly notified

resolution, to cope with periods of absence, local government reorganisation,
national restrictions or other exceptional circumstances.

16
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Appendix 1 - Tender process

1)

2)

3)

4)

3)

6)

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

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

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

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

Any invitation to tender issued under this regulation shall be subject to Standing
Order 17 and shall refer to the terms of the Bribery Act 2010.

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

17
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1. Rules of debate at meetings

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

A motion on the agenda that is -*-r’“ ved by itsoser may be
treated by the Chairman of th 3 withdraw

[ the original motion is carried, the amended
potion  becomis th& substantive motion upon which further

An uL-_- shalt not be considered unless notice of it is given
at the meeting after the original or substantive motion has been
recorded and before voting on that motion. If requested by the
Chairman of the meeting, the amendment should be expressed in

writing to the Chairman.

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

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

.h_ upon separate

i
.
N T

A councillor may not move 't

:’-?-E.I_;;_ of tha original motion shall have the right of reply either

at th -:*"'-3-'1:1_;,,- of of each amendment or at the very end of the
to the vote.

Unless permitted by the Chairman of the meeting, a councillor may
speak once in the debate on a motion except:

i To speak on an amendment moved by another councillor;
ii. To move or speak on another amendment if the motion has



been amended since he last spoke;
iii. To make a point of order,
iv.  To give a personal explanation; or
V. In exercise of a right of reply.

During the debate of a motion, a councillor may interrupt only on a

point of order or a personal explanation and the councillor who was

iy

interrupted shall stop speaking. A councillor rafé

¥g a point of order

A point of order shall be decided Byathg/Chai he meeting

and his decision shall be final.

the debate;
tthe motign to a vote;

consideration;

vii. To exclude the public and press;

viii. To adjourn the meeting; or

ix. To suspend particular standing order(s) excepting those
which reflect mandatory statutory requirements.

G



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

t Excluding motions moved under standing order 1(r) above, the
contributions or speeches by a councillor shall relate only to the
motion under discussion and shall not exceed %utes without the
consent of the Chairman of the meeting. F“ o :

' move that the person be no longer
rom the meetlng The motion, if seconded,

to restore order or to progress the meeting. This may include
temporarily suspending or closing the meeting.

3. Meetings generally

- Full Council Meetings

Committee Meetings

6 g



. Sub-committee Meetings

Meetings shall not take place in premises which at the time
of the meeting are used for the supply of alcohol, unless no

other premises are available free of charge or at a reasonable

cost.

Members of the public may make representations, answer questions

and give evidence at a meeting which they are entitled to attend in

respect of the business on the agenda.

The period of time designated for public participation at a meeting
in accordance with standing order 3(e) above shail not exceed 15

%3



minutes unless directed by the Chairman of the meeting.

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

In accordance with standing order 3(e) above, a question shall not

require a response at the meeting nor start a debate on the

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

Subject to standing orders which indicate otherwise,
anything authorised or required to be done by, to or before

bete



the Chairman of the Council may in his absence be done by,
to or before the Vice-Chairman of the Council (if any).

. 0 The Chairman, 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 councillor as chosen

by the councillors present at the meetin -_--'f"""‘- | preside at the

meeting. o

“ahatal tieeting.of the council.

tders provide otherwise, voting on a
v a show of hands. At the request of a

his vote Jor or against that question. Such a request shall be
made before moving on to the next item of business on the agenda.
In exceptional circumstances, where the majority of members
present at a meeting consider it appropriate, a vote may be

undertaken by a secret ballot.

s The minutes of the meeting shall include an accurate record of the
following:
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i. The time and place of the meeting;
ii. The names of councillors present and absent;
iii. Interests that have been declared by councillors and non-
councillors with voting rights;

iv. Whether a councillor or non-councillor with voting rights left the

meeting when matters that they held interests in were being
considered;

tghts

i

agenda for the meeting shall be adjourned to another meeting.

w A meeting shall not exceed a period of 2 2 hours.

4. Committees and sub-committees

a Unless the council determines otherwise, a committee may

0 6



appoint a sub-committee whose terms of reference and
members shall be determined by the committee.

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

P

,all the members

c Unless the council determines otherw

d The Council may appointg?

i.  shall determine thgietesc

ii. shall determine the

5:9( 3 standin

£y
Ll

eeting of Tull counil;
LEE s
8¢, other than in respect of the

firs meeting of the committee;

vi. shall determine the place, notice requirements and quorum
for a meeting of a committee and a sub-committee which
shall be no less than three. The Council has determined that
the quorum of a committee or sub-committee should be one
third of the membership or three whichever is the greater;

vii. shall determine whether the public may participate at a

Iy



meeting of a committee;

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

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

may dissolve a committee.

5. Ordinary council meetings

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

b. In a year which is not an election year, the annual meeting of
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a council shall be held on such day in May as the council may
direct. If no other time is fixed, the annual meeting of the
council shall take place at 6pm.

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

council shall be the election of the CHdirman and Vice-

The first business conducted at the an;gal_ meeting of the
Chairman (if any) of the Council. ,ﬂ.,%

[V

he h 5, resigned or
nue in office h?.l- eside at

is elected Rtjthe next

‘Pouncil but must give a casting vote in
'y of votes.

elected. He may exercise an original vote in respect of the
election of the new Chairman of the Council and must give a
casting vote in the case of an equality of votes.

i. Following the election of the Chairman of the Council and Vice-

Chairman (if any) of the Council at the annual meeting of the council,
the business of the annual meeting shall include:
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i. In an election year, delivery by the Chairman of the
Council and councillors of their acceptance of office
forms unless the council resolves for this to be done
at a later date. In a year which is not an election
year, delivery by the Chairman of the Council of his
acceptance of office form unless the council

resolves for this to be done at a later date;

and arrangements for reporting back;

xii. In an election year, to make arrangements with a view to
the council becoming eligible to exercise the general
power of competence in the future;

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

xiv. Confirmation of arrangements for insurance cover in
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respect of all insured risks;
xv. Review of the council’s and/or staff subscriptions to other
bodies;
xvi. Review of the council’'s complaints procedure;
xvii. Review of the council’s procedures for handling requests
made under the Freedom of Information Act 2000 and the
Data Protection Act 1998;
xviii. Review of the council’s pohcy f&ﬂ!,galmg with the
press/media; and i‘

xix. Determining the time and Plfég of ¢
the full council up to ,a”riff“[ncludmg
meeting of full coungf;i:}:h_

__'Qgry meetings of

'b\next annual

w\

Coun
‘_ eLlerk any gestion concernmg the
business of theCouncsI ' de : *’3}1 " the question has been
given to the pég ' Bed at least 3 clear working

days befor

oM a § J gstjon has been put may decline to answer or
e & resp Ise in writing after the meeting.

meetings of the council and

a The Chairman of the Council may convene an extraordinary

meeting of the Council at any time.

b If the Chairman of the Council does not or refuses to call an
extraordinary meeting of the Council within 7 days of
having been requested in writing to do so by two

15
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councillors, any two councillors may convene an
extraordinary meeting of the Council. The public notice
giving the time, place and agenda for such a meeting must
be signed by the two councillors.

¢ The Chairman of a committee (or a sub-committee) may convene
an extraordinary meeting of the committee (or the sub-
committee) at any time. y N

the same within the foIIowmgﬂ‘ﬁ,\days)« f having beel

mrequested
to do so by one third of th‘g L hip or 3/ councillors

cillors may convene an

Lo,
mltt:Q}br; }%}b committee).
‘1.

“ﬁ'._d" i 1"\

%; J‘;}J = ?“‘_{.. s __-.'7
- ":_*._ SF a1 ._; f
7. Previous resolutions

¢ ),
\; |

extraordinary meetmg t\pfgh

disposed of,no similar motion may be moved within a further six

months.

¢c. Notwithstanding standing order 7(a) above, the planning committee or
council may re-consider a decision with regard to the council’s response
to a consultation on a planning matter if requested to do so by Cornwall
Council in accordance with Cornwall Council’s planning protocol for
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such matters within 6 months.

d. Where necessary, in order to meet the deadlines imposed by Cornwall
Council’s planning protocol, the Clerk may, in consultation with the
Chairman and Vice-chairman of the planning and regeneration

committee:

i. Ask that the planning application e referred to the

vote taken. -"' process shall continue until a majority of votes is given
in favour of one person. A tie in votes may be settled by the casting
vote exercisable by the Chairman of the meeting.

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

17 3



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

No motion may be moved at a meeting uniess it is on the agenda and
the mover has given written notice of its wording to the Proper Officer

at least 7 clear days before the meeting. Clear da -up not inciude the

writing to thé Prope1
ﬂﬁq-t o

Subject to standing order 9(e) above, the decision of the Proper Officer

as to whether or not to include the motion on the agenda shall be final.

Motions received shall be recorded in a book for that purpose and
numbered in the order that they are received.
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h  Motions rejected shall be recorded in a book for that purpose with an
explanation by the Proper Officer for their rejection.

10. Motions at a meeting that do not require written

notice

a  The following motions may be moved at a meeking without written

notice to the Proper Officer:

public;

xii. To exclude a councillor or member of the public for disorderly
conduct;

xiii. To temporarily suspend the meeting;

xiv. To suspend a particular standing order (unless it reflects
mandatory statutory requirements);
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xv. To adjourn the meeting; or
xvi. To close a meeting.

11. Handling confidential or sensitive information

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

meeting shall not disclose or otherwise undermine confidential or

Jfikely to be considered confidential

terms of service, conduct and
Y Terms of tenders, and proposals and counter
proposals in negotiations for contracts;

3. Preparation of cases in legal proceedings; and
4. The early stages of dispute

12. Draft minutes

a If the draft minutes of a preceding meeting have been served on

20
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councillors with the agenda to attend the meeting at which they are
due to be approved for accuracy, they shall be taken as read.

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

eeting to whitit ey relate, he shall sign

agraph in folgwing terms or to the

13. Code of Conduct, Complaints and Dispensations
General

a The Council has adopted the Cornwall Code of Conduct for City,
Community, Parish and Town Councils which will apply to all
councillors and members of the public co-opted to serve on
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Committees and sub Committees of the Council in respect of the
entire meeting.

All interests arising from the Code of Conduct adopted by the Council
will be recorded in the minutes giving the existence and nature of the
interest.

Members must have particular regard to their obligation to record and
leave the room for certain matters in which they have an interest as
defined by the Code of Conduct or by relevant legislation.

Ao

b

Members and the Code of Conduw ”‘h;% N

e G70pted to serve on Council
maintain a Regrster of

relation to afy item of business being transacted at a meeting, shall
leave the room whenever the item is being discussed, including any
part of the meeting where the public are entitled to speak.

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

22
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Where a non-registerable interest arises from membership of an
outside body as defined in 3.5a of the Council’'s code of conduct, a
councillor may remain in the room to address the meeting, provide a
short statement and answer questions for no more than three (3)
minutes before leaving the room at the request of the Chairman.

Councillors must record in a register of interests maintained by the
Proper Officer any gifts or hospitality that are offered or received in
connection with their official duties as a membe and the source of
the gift or hospitality

i) worth £25 or over
OR,

ii) that could be seen by the public as likely to influence their
judgement in these matters.

meeting of #ull council.

m Where the notification relates to a complaint made by the Proper

Officer, the Proper Officer shall notify the Mayor of that fact, who,
upon receipt of such notification, shall nominate a person to assume
the duties of the Proper Officer set out in this standing order, who
shall continue to act in respect of that matter as such until the
complaint is resolved.
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n Where a notification relates to a complaint made by an employee (not
being the Proper Officer) the Proper Officer shall ensure that the
employee in question does not deal with any aspect of the complaint.

o The council may:

i. provide information or evidence where such disclosure is
necessary to progress an investigation of the complaint or is
required by law;

ii. seek information relevant to the compla'm the person or

body with statutory responsibility *

matter; y €

gil has no ability to impose its own
fodnd in breach of the Code of

r The Coun adopted a policy for the issuing of dispensations
which is i accordance with the Council’'s Code of Conduct. It is

attached to these Standing Orders as an appendix.

s This policy shall apply to all meetings of the Council, its committees
and sub-committees.

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

24
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14. Proper Officer

a The Proper Officer shall be either (i) the clerk (ii) other staff
member(s) nominated by the council to undertake the work of the
Proper Officer when the Proper Officer is absent.

b  The Proper Officer shall:

i. At least three clear days b

‘committee (provided that the public notice with
agenda of an extraordinary meeting of the council
convened by councillors is signed by them);
See standing order 3(b) above for the meaning of clear
days for a meeting of a full council and standing order
3(c) above for a meeting of a committee.
iii. Subject to standing order 9 above, include on the agenda
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all motions in the order received unless a councillor has
given written notice at least seven days before the
meeting confirming his withdrawal of it;

iv. Convene a meeting of the full council for the
election of a new Chairman of the Council,
occasioned by a casual vacancy in his office;

v. Facilitate inspection of the minute book by locai

government electors,;
vi. receive and retain copies of hygl
local authorities;

), Seeglso standing order 21 below.

or manage the prompt authorisation, approval,

and instruction regarding any payments to be made by
the council in accordance with the council’s financial
regulations;

xiv. record every planning application notified to the council
and the council’s response to the local planning authority
for such purpose;

xiv.(a) refer a planning application or such similar
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consultation received by the council to the Chair or in
his absence the Vice-Chair of the Planning and
Regeneration Committee within two working days of
receipt to facilitate an extraordinary meeting if the
nature of the matter requires consideration by
Committee before the next ordinary meeting of the
Planning and Regeneration Committee; or

xiv.(b) refer a planning consultr similar matter

to the Chair and Vice-Chg J* [ the Planning and
Regeneration Committee € "t+ with the local
Cornwall SiIsi Me where

[

[ \shal ppoint appropriate staff member(s) to
8 Wwork of the Responsible Financial Officer when the

16. Accounts dnd accounting statements

a. “Proper practices” in standing orders refer to the most recent version of
Joint Panel on Accountability and Governance - a Practitioners’ Guide.

b. All payments by the council shall be authorised, approved and paid in
accordance with the law, proper practices and the council’s financial
regulations.
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c. The Responsible Financial Officer shall supply to each meeting of the
Finance and General Purposes Committee a statement summarising:
i.  the council’s receipts and payments;
ii. the council’'s aggregate receipts and payments for the year to
date;
iii. the balances held at the end of the accounting period being

reported

annual governance statement, shall be presented to council for
consideration and formal approval before 30 June.
17. Financial controls and procurement

a The council shall consider and approve financial regulations drawn up
by the Responsible Financial Officer, which shall include detailed
arrangements in respect of the following:
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i. the keeping of accounting records and systems of internal
controls;

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

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

L] .._:-;:I:I e, » .___-
materials, sef¥lces or the execution of works shall include, as a

minimum, the following steps:

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

ii. an invitation to tender shall be drawn up to confirm (i) the
council’s specification (ii) the time, date and address for the
submission of tenders (iii) the date of the council’s written
response to the tender and (iv) the prohibition on prospective

29



contractors contacting councillors or staff to encourage or support
their tender outside the prescribed process;

iii. the invitation to tender shall be advertised in a local newspaper
and/or in any other manner that is appropriate;

iv. tenders are to be submitted in writing in a sealed marked envelope
addressed to the Proper Officer or electronically if agreed;

v. tenders shall be opened by the Proper Officer in the presence of

at least one councillor after the deadline _:;1"{!*- mission of tenders
has passed;

vi. tenders are to be reported to and cof .'

'r'; :=-' "
. ¢

Tt

In any case, the/award of all contracts with a value of £25,000 or more
should be advertised in accordance with the Public Contract Regulations

2015.
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18. Handling staff matters

a A matter personal to a member of staff that is being considered by a
meeting of council or the Staffing Committee is subject to standing
order 11 above.

b  Subject to the council’s policy regarding absences from work, the
council’s most senior member of staff shall notify the chairman of the
Staffing Committee or, if he is not available the gitg-chairman of the
Staffing Committee of absence occasioned by« ness or other reason
and that person shall report such absence
at its next meeting.

mattep®, |
o
Clerk es to

resolution o the Staffmg Committee.
f Any persons responsible for all or part of the management of staff shall
treat the written records of all meetings relating to their performance,

capabilities, grievance or disciplinary matters as confidential and
secure.
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g The council shall keep all written records relating to employees secure,
All paper records shall be secured and locked and electronic records
shall be password protected and encrypted.

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

i Access and means of access by keys and/or co !a'- passwords to
rdess 18(f) and (g)

records of employment referred to in standin o[
2 d Deputy Town Clerk

b

20. Relations with the press/media

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

See also standing orders 14(b) (xii) and (xvii) above.

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

Proper Officer shall witness their signa
.-..c‘;ﬂmh" - »

a  An invitation to attend a meeting the Council shall be sent,

together with the agen§alito.the Divisiong

dungillors of the Unitary
01 .-;*;h.'

= r""
I .

i. inspect ény land and/or premises/property which the council has a
right or duty to inspect; or

ii. issue orders, instructions or directions.

b All formal inspections shall be undertaken, and all instructions be
given, by suitably qualified officers or contractors.
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24. Standing orders generally

a  All or part of a standing order, except one that incorporates mandatory
statutory requirements, may be suspended by resolution in relation to

the consideration of an item on the agenda for a meeting.

d The ,.m Ma meeting as to the application of

4 10



APPENDIX 1 - TERMS AND REFERENCES FOR COMMITTEES
(Approved May 2024)

Planning and Regeneration Committee
Purpose:

To deal with planning, regeneration, economic development, highways and
licensing matters on behalf of the Council.

Responsibilities: ﬁif-:m
» To respond, on behalf of the Town Coup '_ to consultations on
planning matters and other consultatlon to matters within
the remit of the Committee; :

+ Responses to planning consultations and other consultations within
the remit of the Committee.

e To direct activity designed to regenerate the town and promote
economic development in the St Austell area.

s Approval of planning and other relevant training within budget.

e The Clerk in consultation with the Chair and Vice Chair (and the local

LI



Cornwall Council Divisional Member where appropriate) may agree a
response to consultations in cases when a response is required
urgently.
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Finance and General Purposes Committee

To oversee the governance arrangements of the Council including its
financial and administrative arrangements and the management of the
Council's property, information technology and communications. To
manage public conveniences, car parks and the library service.

Responsibilities:

« To ensure that the Council has proper governance arrangements,
complies with legal duties and maintains h/gh standards in the
conduct of its business;

¢ To oversee the financial management of
Responsible Financial Officer of the Co i

including public
and media relations;

¢+ To review policies and procedures at agreed intervals;

« To prepare an annual budget estimate for the areas within its remit
for submission to full Council;

¢ Spending limit: Up to £10,000 on any one item, subject to
expenditure being within an agreed budget head and policy and a
suitable procurement process put in place. (Expenditure outside these
limits to be recommended to full Council for approval).
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Relevant delegations:
e Appointment of Internal Auditor.
¢ Risk Management
e Health and Safety
¢ Insurance arrangements.

 Allotment administration (subject to £2000 ligfit per annum)

e To approve responses to consultati
matters. A
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Community Committee

Purpose:

To direct all activity designed to improve the community and cultural life of
the St Austell area including the environment.

Responsibilities:

e To direct all activity designed to benefit the town and its community,
except those aspects reserved to other Committges;

e To operate the Council’'s Small Grants ; and recommend
revisions to the Scheme for approval by il;

e To manage the allotments, sports gggu as, A Bs, verges and
bus shelters which are owned, € By, the Town
Council; ' i

. ootpath maintenance and

. relating to matters

« To manage 1o a Slating to youth services and
The Housgd ;

#’Ei;% i,
e To ma| tam '*T%- €

Spending Aft: Up to £10,000 on any one item, subject to
expenditur@ being within agreed budget head and policy and a
suitable procurement process put in place. (expenditure outside these
limits to be recommended to full Council for approval)
Relevant delegations:

¢ Grants under the Council’s small grants scheme.

e Grants up to £10,000 provided they are within an approved budget
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e« Small environmental projects costing less than £10,000 within
budget.

e« The management of contracts for CCTV, parks and open spaces,
footpath maintenance and weed treatment works within budget.

o« To approve responses to consultation papers relating to matters
within the remit of the Committee.
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Climate and Environment Committee

Purpose:
To direct activity designed to reduce the Council’'s carbon footprint. To
investigate and report such measures that will impact efforts to meet the
challenges of a climate emergency and make recommendations to full
Council.
Responsibilities:

¢ To develop a climate emergency plan; J’?

¢ To oversee environmental initiatives iﬂﬁh‘“&.ﬂ e remit of the
Committee; & w.? :

¢ To advise other committees, when ?&}« O ’%’bout propo .d changes
that they have responsnblllty for that m '“;3; pact negatively on carbon

« To prepare an annual budget estimate for the areas within its remit
for submission to full Council;

e Spending Limit: Up to £10,000 on any one item, subject to
expenditure being within agreed budget head and policy and a
suitable procurement process being put in place.

(Expenditure outside these limits to be recommended to full Council
for approval).
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Relevant delegations:

e Carbon accounting and monitoring;

e To approve responses to consultation papers relating to matters
within the remit of the Committee.
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Staffing Committee

Purpose:
To deal with all staffing matters on behalf of the Council including:

e Making recommendations to the Council on changes to the staffing
establishment;

¢ Appointments within the staffing establishment approved by the
Council, except as delegated to the Town Clerk; &

.......

e Performance review and training;

approved &¢i

Idwn Clerk to be undertaken by the
ref the Staffing Committee.

the E'-“"-L_k_ - be adopted for the recruitment and selection of
the Town "'t};“’
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Dispensation

(Approved 16" Decem

ced

Appendix 2
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Dispensations Procedure

1. Introduction

1.1 St Austell Town Council is responsible for determining requests for a
dispensation by a Councillor under Section 33 of the Localism Act 2011.
The Town Council is a ‘relevant Authority’ under Section 27 (6) (d) of
the Act.

1.2 This Procedure explains the: -

i) purpose and effect of dispensations;

i) to participate, or participate further, in any discussion of the
matter at the meeting(s); and/or

i) to participate in any vote, or further vote, taken on the matter at
the meeting(s).

2.3 If a dispensation is granted, the Councillor may remain in the room
when the business is being considered.
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Please note: If a Councillor participates in a meeting where they
have a Disclosable Pecuniary Interest and they do not have a
dispensation, they may be committing a criminal offence under
Section 34 of the Localism Act 2011.

3. Procedure for Requesting Dispensations

3.1 Any Councillor who wishes to apply for a dispensation must
complete a Dispensation Request Form (Appendix A).and submit it to
the Town Clerk as soon as possible before the magting~at which the
dispensation is required. Applications may aél: __-_

Committee or Full Council meeting.

e

3.4 The Full Council or Com '- ! ; -'*T_] ensation to a
£ Retuni est’or Non-registerable
e T a

r at a meeting

i) SO ma !,!‘_j, embe"- making body have a
Disclosa "‘fﬂ_-' acunia :

i)

3.5 The Minut /of the decision must include statutory reference and
length of time.

3.6 The Councillor will receive confirmation of the Council’s or
Committee’s decision in writing.

4. Criteria for Determination of Requests

4.1 In reaching a decision on a request for a dispensation the Council will
take into account:
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i) the nature of the Councillor’s interest

i) the need to maintain public confidence in the conduct of the
Council’s business

iii) the possible outcome of a proposed vote

v) any other relevant circumstances

5. Terms of Dispensations

5.1 Dispensations may be granted:

for one meeting; or

7. Requests for a Dispensation at Meetings which become
Inquorate

7.1 In the event of the number of Members declaring an interest in an
item during a Council/Committee meeting would result in the meeting
becoming inquorate, the Town Clerk (or their representative) has
delegated authority to grant a dispensation to as many Councillors as
necessary to enable the business to be transacted.
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7.2 The Town Clerk (or their representative) shall award a dispensation
to the Councillor who, in their opinion, has the least interest and their
decision shall be final. This process shall continue until the meeting is
quorate.

8. Review

8.1 This Procedure will be reviewed regularly and amended as necessary
to reflect best practice.
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Appendix A

DISPENSATION REQUEST FORM

Please give full details of the following in support of your application for a dispensation. If you need

any help completing this form please contact the parish clerk.

Your name

The business for which you require a
dispensation (refer to agenda item number if
appropriate)

Details of your interest in that business

Date of meeting or time period {up to 4 y&
for which dispensation is sought

Dispensation requested e

ioprrequeste
jFther votes.

Yes / No

Yes / No

transaction of the business

33b) without the dispensation the
representation of different political groups
would be affected so as to alter the likely
outcome of any vote

33c) the dispensation is in the interests of
persons living in the authority’s area
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33e) that it is otherwise appropriate to grant a
dispensation

Reason :

Signed: Dated:

L

DECISION :

Dispensation Given : YES / NO LENGTH OF DISPENSATION :

.......................................

|9 7211 O RURURURE OO Minute Number:
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