St Austell Town Council

Finance and General Purposes Committee

To: All Members of the Finance and General Purposes Committee

(Councillors: Brown, Clemo, Cohen, Gray, Kimber, Lanxon, Marshall, Nott,
Preece, Rowse, Stephens, Thompson, Whitehouse 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 5DP on Monday 28
September 2026 at 6pm.

PLEASE NOTE THE CHANGE OF VENUE

David Pooley
Town Clerk

22" September 2026
Tel: 01726 829859

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

AGENDA

Apologies for absence

(Purpose: To receive 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.


mailto:david.pooley@staustell-tc.gov.uk
http://www.staustell-tc.gov.uk/

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 22"Y June 2026 Pages
1-6

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

Budget Timetable Pages
7-8

(Purpose: To agree a timetable for developing the Town Council’s
budget for the 2027/28 financial year). (Report attached).

Standing Orders

(Purpose: To review the Council’s Standing Orders). (Referred from
Council).

Financial Regulations Pages
9 -26

(Purpose: To review the Council’s Financial Regulations). (Draft

attached).

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.

12,

13.

14.

15.

16.

17.

Dignity at Work Policy

(Purpose: To review and approve a Dignity at Work Policy). (Draft
attached).

Action Plan - 2026/27

(Purpose: To review and approve the Town Council’s Action Plan -
2026/27).

Budget Monitoring Report

(Purpose: To review the Town Council’s budget monitoring report for
the period 15t April 2026 to 315t August 2026). (Report attached).

Regular Payments
(Purpose: To review and approve the regular payments). (Attached).
Mayor’s chain

(Purpose: To approve the repair, cleaning and valuation of the Mayor’s
chain). (Verbal report).

Member Internal Audit

(Purpose: To note the Member internal audit undertaken by the Chair
and Vice Chair). (Attached).

Library

(Purpose: To receive an update on the activities of St Austell Library).
(Attached).

Dates of Next Meetings

(Purpose: To note the date of next meeting — 2" November 2026).

Pages
27 - 34

Pages
35-48

Pages
49 - 56

Pages
57 - 58

Pages
59 -72

Pages
73 -76

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.






MINUTES of a MEETING of the FINANCE AND GENERAL PURPOSES
COMMITTEE held on MONDAY 22" June 2026 in Chi Austel, White River
Place, St Austell, Cornwall, PL25 5AZ at 6pm.

Present: Councillors: Brown, Clemo, Cohen, Gray, Kimber, Lanxon, Preece,
Stephens, Thompson, Whitehouse and Young.

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

F/26/01) Election of Chair

The Town Clerk invited nominations for Chair for the 2026/27 civic year.

A nomination was received for Councillor Gray.

It was RESOLVED that Councillor Gray be elected Chair for the 2026/27 civic year.
F/26/02) Election of Vice-Chair

The Chair invited nominations for Vice-Chair for the 2026/27 civic year.

A nomination was received for Councillor Clemo.

It was RESOLVED that Councillor Richard Clemo be elected Vice-Chair for the
2026/27 civic year.

F/26/03) Apologies for absence
Apologies for absence were received from Councillors Marshall and Nott.
F/26/04) Declarations of Interest
None.
F/26/05) Dispensations
None.
**Councillor Lanxon arrived during the next item**
F/26/06) Minutes of meeting held on 26 February 2026

It was RESOLVED that the minutes of the meeting held on 26" February 2026 be
approved and signed as a correct record.

F/26/07) Matters to Note

The Clerk advised that the installation of three additional CCTV cameras at Polkyth is
proving technically difficult as there is no line of sight to an existing CCTV camera.
The Clerk further advised that he would chase the engineers to see if they are any
further forward in finding an alternative solution.



F/26/08) Public participation
There were no members of the public present.
F/26/09) Town Councillor Vacancy - Bethel & Holmbush Ward

The Clerk advised that if an election is not requested, the Town Council is free to co-
opt a Councillor for the vacancy in the Bethel & Holmbush Ward.

In response to a question, the Clerk advised that there has been one expression of
interest in the vacancy and that if the Town Council proceeds with a co-option
process, it is likely to take place at the July Council meeting.

It was RESOLVED to note the update.
F/26/10) Register of Interest

The Clerk advised that following a recent change by the Government, a Councillor’s
home address will ho longer appear on the published Register of Interests unless a
Councillor requests otherwise. Instead, it will be replaced with a note stating that
there is an interest under this section, which is withheld under Section 32(2) of the
Localism Act 2011. All current Registers of Interest will be removed from Cornwall
Council’s website on the 29% June 2026 and Councillors are requested to fill out a
new form confirming whether they want their address published or withheld.

It was RESOLVED that all Councillors would complete a new Register of Interest
Form confirming whether they want their address published or withheld.

F/26/11) Vexatious Complaints Policy

Members reviewed the draft policy and noted that the word “to” should be removed
from the first sentence in paragraph 2.3.

It was RECOMMENDED that subject to the above amendment, the Vexatious
Complaints Policy should be approved.

**Councillor Thompson voted against this recommendation**
F/26/12) Member-Officer Relations Protocol
During discussion, Members suggested the following amendments:
2.2.3
Amend the paragraph to read:
Councillors should not involve themselves in the detailed day to day running of the
Council. This is the Town Clerk’s responsibility, and the Town Clerk will where
possible be acting on instructions from the Council or its Committees within an
agreed job description.

2.3 Chairman and Vice-Chairman of Committees

¢ Amend the heading to read Chair and Vice-Chair of Committees
2



Amend the first sentence of paragraph 2.3 to read:

Committee Chairs and Vice-Chairs have additional responsibilities and where
possible, will be involved in significant issues relating to their committee.

3 Expectations

Last bullet point insert “roles and” before the word “needs”.

4 Political Groups

Amend the heading to read “Political parties and Political Groups”

Change paragraph 4.1 to read

“Councillors are often elected under a party-political label. Those from the same
party are free to work together as they see fit. All Councillors are allocated to

committees by the full Council.”

Arising from the role of Chair and Vice-Chairs, the Clerk agreed to ensure that the
Chairs and Vice-Chairs have an active role in the setting of the Committee agendas.

It was RECOMMENDED subject to the above amendments that the Member-Officer
Relations Protocol be approved.

F/26/13) Budget Monitoring Report

The Clerk explained the key variations in the report for the current financial year to
315t May 2026 and raised no concerns.

During discussion, the Clerk confirmed that invoices from the Cornwall Armed Forces
Day event will increase the event expenditure and that significant funds are being
spent on toilet repairs due to an increase in ASB.

It was RESOLVED to note the report.

F/26/14) Member Training — 15t April 2025 to 31st March 2026

The Deputy Town Clerk advised that it is good practice to provide an annual report
on Member training and referred to the previously circulated information.

Arising from the above, the Deputy Town Clerk AGREED to circulate the next round
of Code of Conduct Training.

It was RESOLVED to note the report.
**Councillor Young left the meeting during the next item**
F/26/15) Members Allowances

The Clerk advised that the Town Council approved a Scheme of Members’ Allowances
in 2022, but it has not been reviewed since.

3



The Clerk outlined the key types of allowances which may be paid, tax implications,
mileage and subsistence allowances, car parking passes for Priory Car Park and IT
equipment.

During discussion the following issues were raised:

The law prohibits co-opted Members being paid a basic allowance;

e The HMRC mileage allowance has been increased from 45p to 55p per mile;

e Only the Mayor or Chair can receive a Mayors’ Allowance (eg: not the Deputy
Mayor or Vice-Chair);

e A general agreement that Car Parking Passes for all Councillors should be
issued for Priory Car Park;

e Mixed views as to whether or not there should be a Mayor’s allowance

e The need to increase the subsistence allowances

Mayor’s Allowance

A proposal to provide a Mayor’s Allowance in the sum of £3,000 per annum was lost
2 votes for, 5 votes against.

It was RECOMMENDED that a Mayor’s Allowance would not be paid.
Members Allowances

It was RECOMMENDED that a Members Allowance would not be paid.
Priory Car Park Pass

It was RECOMMENDED that all Members should be issued with a Car Park Pass for
Priory Car Park for use on Town Council business only.

Travel Allowances

It was RECOMMENDED that the current allowance of 45p per mile for approved
travel outside of the parish should be increased to 55p per mile for Councillors and
Staff in line with HMRC’s recommendation.

Subsistence Allowances
It was RECOMMENDED that the meal allowances should be increased as follows:

Breakfast — increase from £5 to £10
Lunch - increase from £5 to £20
Dinner - increase from £10 to £20

It was RECOMMENDED that the accommodation allowance should be increased as
follows:

Accommodation in London - increase from £100 to £150
Accommodation outside of London - remain at £100

Arising from the above, it was suggested that a Working Group be set up to look at
postage costs and the potential for all Members to be issued with a tablet which
might negate the need for paper copies of agendas to be sent out in the post.
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A number of Councillors expressed a view that they would always prefer having a
paper copy of the agenda and would not use a tablet to view the agenda in a
meeting.

It was RECOMMENDED that a Working Group be set up, comprising of Councillors
Gray, Kimber, Preece and Stephens to review the postage costs and the potential to
provide each Member with a tablet for use at Council meetings.

It was RECOMMENDED that subject to the above amendments being reflected
within the document, the Members’ Scheme of Allowances be approved as drafted.

F/26/16) Library

The Deputy Town Clerk advised that the Library has a full complement of staff and is
performing well. SALSA remain very active and have put on a wide range of events
and activities over recent months. The Cornwall Reading Challenge (previously
Summer Reading Challenge) is due to commence shortly which is traditionally a very
busy time for St Austell Library.

The Town Clerk advised that he is still negotiating the freehold transfer of the library
with Cornwall Council but it has become very protracted due to a disagreement with
regard to a “buy back” clause and a second building survey being undertaken to
clarify the maintenance costs in the sum of £12,000 due to be paid to the Town
Council before the transfer is made.

The Clerk advised that the above issues should be resolved shortly to enable the
transfer to take place.

During discussion Members expressed their gratitude to the Deputy Town Clerk,
Library Manager, Library Staff and SALSA for their continued excellent work.

It was RESOLVED to note the update.
F/26/17) Dates of next meeting

It was noted that the next meeting of the Finance and General Purposes Committee
will be a full Council meeting, scheduled to take place on 28™" September 2026.

The meeting closed at 7.39pm.






AGENDA NO: 7

ST AUSTELL TOWN COUNCIL
FINANCE AND GENERAL PURPOSES COMMITTEE
28" SEPTEMBER 2026

BUDGET TIMETABLE

1. PURPOSE OF REPORT

To agree a timetable for developing the Town Council’s budget for
the 2027/28 financial year.

2. LEGAL AND RISK MANAGEMENT ISSUES

The Town Council has to set its budget by late December 2026 or
early January 2027 for the 2027/28 financial year.

The Town Council manages a range of services and has
responsibility for several buildings, parks, open spaces and play
areas. It is important that the Town Council explores a number of
scenarios and considers its budget options for the forthcoming
financial year at an early stage.

There are a range of uncertainties which will challenge the budget
process this year with office/depot changes, inflation, employment
costs, local plan changes, the review of Cornwall Council grounds
maintenance policies and potential projects all factors which need to
be considered.

The Council is permitted to hold informal meetings but must make
any final decision with regard to budgets and precepts at a full
Council meeting.

3. RESOURCE ISSUES

Your officers will calculate and produce budgets, but Members will
be asked to guide this process and set the strategies to be followed.

The budget will take into account the Council’'s priorities and
commitments and the resourcing required (financial resource and
officer resource) to deliver those priorities.



4. EQUALITIES ISSUES

None.

5. ENVIRONMENTAL ISSUES

The Council has declared a climate emergency and has made a
commitment to consider the environmental impact when making

decisions.

6. RECOMMENDATIONS

It is recommended that Members’ approve the timetable set out

below.

Draft Budget Timetable

Thursday 22" October 2026

Informal meeting to discuss progress to
date, the general direction of the
Council and the budget strategy.

Draft budgets to be prepared.

Thursday 29t October 2026

Informal meeting to discuss draft
budgets (if needed)

Monday 2" November 2026

Finance & General Purposes Committee
consider early budget setting
issues/principles and draft budget.

November 2026

Cornwall Council announce Council Tax
Base.

Monday 14t December 2026

Council meeting to approve budget and
precept and Council Tax leaflet.

A revised budget will be produced for the current financial year and
budget projections for 2027/28 and two subsequent years will be
calculated to guide precept (council tax levy) setting. Budgets will be
analysed in various ways including by service and committee. It is
hoped to have debates about capacity, strategic priorities and council
tax setting to guide this process on the Thursday 22" October 2026. If
these require more time than proposed above further meetings may be

arranged.

DAVID POOLEY - TOWN CLERK




ST AUSTELL TOWN COUNCIL

FINANCIAL
REGULATIONS
Responsible Officer: Town Clerk
Date approved: ¢+ Dacember2024September 2025
Date of review: December024Seplember 2027
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ST AUSTELL TOWN COUNCIL - FINANCIAL REGULATIONS
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These Financial Regulations were adopted by the council at its meeting held on 8"
December 2024,

1o


https://construct.on
https://pire:ce.pl

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. Councillers are expected to follow these regulations and not to entice employees to
breach them. Failure to follow these reguiations 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, unless otherwise specified.

“Approve” refers to an online action, aliowing an electronic transaction to take
place.

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

‘Proper practices’ means those set out in The Practitioners’ Guide

Praclitioners’ Guide refers to the guide issued by the Joint Panel on
Accountability and Governance (JPAG) and published by NALC in England or
Governance and Accountability for Local Councils in Wales — A Practitioners
Guide jointly published by One Voice Wales and the Society of Local Council
Clerks in Wales,

‘Must' and bold text refer to a statutory obligation the council cannot change.
‘Shall’ refers to a non-statutary instruction by the council to its members and staff.

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

acts under the paolicy 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.
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1.6.

1.7.

The council must not delegate any decision regarding:
« setting the final budget or the precept (council tax requirement);
+ the outcome of a review of the effectiveness of its internal controls
s approving accounting statements;
« approving an annual governance statement;
* borrowing;
« declaring eligibility for the General Power of Competence; and

+ addressing recommendations from the internal or externat auditors

In addition, the council shall:
« determine and regularly review the bank mandate for all council bank accounts,

« authorise any grant or single commitment in excess of £46,00012.500.

. Risk management and internal control

21

22

23

24

25

The council must ensure that it has a sound system of internal control, which
delivers effective financial, operationat 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 poficy
and consequential risk management arrangements shafl be reviewed by the council
at least annually.

When considering 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 controt, before approving the Annual Governance Statement.

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

« ensure that risk is appropriately managed,

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

= allow the reconstitution of any lost records;

» |dentify the duties of officers dealing with transactions and

= ensure dlivision of responsibilities.
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2.6. Atleast once in each quarter, and at each financial year end, a member other than

27.

3.2

3.3

3.4.

3.5

36.

3.7.

the Chair (or a cheque signatory) shall be appointed to verify bank reconciliations (for
all accounts) produced by the RFQ. 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 naoted by the
Finance and General Purposes Committee.

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
31.

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

The accounting records determined by the RFO must be sufficient to explain
the council's transactions and to disclose its financial position with reasenably
reasonable accuracy at any time. in particular, they must contain:

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

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

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

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

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

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

The internal auditor shall be appointed by the Finance and General Purposes
Committee and shall carry out their work to evaluate the effectiveness of the council's
risk management, contro! and governance processes in accordance with proper
practices specified in the Practitioners’ Guide.
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3.8 The council shali ensure that the internal auditor:
+ is competent and independent of the financial operations of the council;

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

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

« 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;

« initiate or approve accounting transactions.

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

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

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

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

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

. Budget and precept

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

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

4.3. No later than December each year, the RFQ shali prepare a draft budget with detailed
estimates of all income and expenditure for the following financial year along with a
forecast for the foliowing three financial years, taking account of the lifespan of assets
and cost implications of repair or replacement.
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44,

45

4.6.

4.7

48

49

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 farmal approval of the full council.

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.

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.

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

Any member with council tax unpaid for more than two months is prohibited
from voting on the budget or precept by Section 108 of the Local Government
Finance Act 1992 and must and-must-disclose at the start of the meeting that
Section 106 applies to them.

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

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 shaill be agreed by the

52

53

5.4

55

council.

. Procurement
51,

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

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

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

For a contract for the supply of goods, services or works where the estimated
value will exceed the thresholds set by Parliament, the full requirements of The
Publis ContrastsProcurement Act 2023 and the Procurement Regulations 2016
2024 or any superseding legisiation {“the Legislation”), must be followed in
respect of the tendering, award and notification of that contract.

Where the estimated value is below the Government threshold, the council shall (with
the exception of items listed in paragraph 5.12) obtain prices as foliows:
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5.6. For contracts estimated to exceed £100,000 including 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.

6-7—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-oppertunitiss-and-the-publication of invitations and notices about-the
swrard-aleantracts.

§
68

68 5.8 For contracts greater than £3,000 excluding VAT the Clerk shall seek at least 3
fixed-price quotes;

520 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;

541 5 10 For smaller purchases, the Clerk shall seek to achieve vaiue for money.

512  5.11 Contracts must not be spiit inte-smalieriots-to avoid compliance with these
rules,
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6423 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;
il. repairs to, or parts for. existing machinery or equipment;
ii.  works, goods or services that constitute an extension of an existing contract.

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

844 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 to the council or relevant committee. Avoidance of competition is not
2 valid reason.

816 5.14 The counclil shall not be obliged to accept the jowest or any tender, quote
or estimate.

648 5.15 Individual purchases within an agreed budget for that type of expenditure
may be authorised by:

+ the Clerk, under delegated authority, for any items below £6-0607 500 excluding
VAT.

e a duly delegated committee of the council for all items of expenditure within their
delegated budgets for items under £48:80012 500 excluding VAT.

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

s the council for all items over £40,60012.500.

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

&1+ 5.16 No individual member, or informal group of members, may issue an official
arder unless instructed to do so in advance by a resolution of the council or make any
contract on behalf of the council.

648 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.

&40  5.18In 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 £40.80012.500
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 possible and to the council as soon as
practicable thereafter,

628 5.19 No expenditure shall be authorised, no contract entered into or tender
accepted in relation to any major project, unless the council is satisfied that the




necessary funds are available and that where a loan is required, Government
borrowing approval has been cobtained first.

624 5.20 An offictal 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. Copies of orders shall be retained, along with evidence
of receipt of goods.

822 521 Any ordering system can be misused and access to them shall be
controlled by the RFO.

6 Banrking and payments

6.1 The council's banking arrangements, including the bank mandate, shall be made by the
RFO and authorised by the Finance and General Purposes Committee. The council has
rasolved to bank with Nat West. The arrangements shall be reviewed annually for security
and efficiency.

6.2 The council must have safe and efficient arrangements for making payments, to safeguard
against the possibility of fraud or emror Wherever possible, more than one person should
be involved in any payment, for exampie 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 All invoices for payment should he 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 Perscnal 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 personal information.

6.5 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 defegated decision by an
officer, uniess the council resolves to use a different payment method.

6-66.6 For each financial year the RFO may draw up a schedule of regular payments due in
relation to a continuing contract or gbiigation (such as salaries, PAYE, National Insurance,

pension contributions, rent, rates. regular mainienance

6-66.7_The Clerk and RFQ 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.

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

ii. any payment necessary to avoid a charge under the Late Payment of
Commercial Debts (Iinterest) Act 1998 or to comply with contractual terms,
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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
£109250,000, provided that a list of such payments shall be submitted to the
next appropriate meeting of council,

676.8 The RFO shall present a schedule of payments requiring authorisation, forming part of
the agenda for the meeting to 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,

7 Electronic payments

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

7.2 All authorised signatories shall have access to view the council's bank accounts online.

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

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

7.5 Two councillors shall check the payment details against the invoices before approving
each payment using an approved system

7.6 Evidence shall be retained showing which memnbers 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 A full list of all payments made shall 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 Nen-Domestic
Rates, refuse collection, pension contributions and HMRC payments) may be made by
variable divect debit, provided that the instructions are signed/approved online by two
authorised persons. 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 resolution of the Finance and General
Purposes Committee provided that each payment is approved by two authorised officers
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or councillors, evidence is retained and any payments are reported to the council at the
next meeting. The approval of the use of BACS or CHAPS shall be renewed by resolution
of the council at least every two years

7.10 ifthought appropriate by the council, regular payments of fixed sums may be made by
banker's standing order, provided that the instructions are signed or approved online by
two authorised persons, evidence of this is retained and any payments are reported to
council when made. The approval of the use of a banker's standing order shall be reviewed
by the 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 shouid not be used on any computer system used for
council banking.

8 Cheque payments

8.1 Cheqgues or orders for payment in accordance with a resolution or delegated decision shail
be signed by two authorised signatories.

8.2 A signatary having a family or business relationship with the beneficiary of a payment shail
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

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

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

8.3 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 except for expenses
of up to £300 including VAT, incurred in accordance with Council policy.

10 Petty Cash

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

c) Payments to maintain the petty cash fioat shall be shown separately on any
schedule of payments presented for approval.

11 Payment of salaries and allowances

11.1  As an employer, the council must make arrangements to comply with the
statutery requirements 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  Salary rates shall be agreed by the council, or a duly delegated committee. No changes
shall be made toc any emplioyee's gross pay, emaluments, or terms and conditions of
employment without the prior consent of the council or relevant commitiee.

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

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 regulations above

116 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.

11.7  Any temination payments shali 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 outside of budget, the council must consider a full
business case.

12 Loans and investments

121  Any application for Government approval to borow 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 abtaining any necessary approval.

12.2  Any financial arrangement which does not require formal borrowing approval from the
Secretary of State (such as Hire Purchase, Leasing of tangible assets or loans to be repaid
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within the financial year} must be authorised by the full council, following a written repost
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 annually.

124 Al investment of money under the control of the council shall be in the name of the
council

12.5 Allinvestment certificates and other documents relating thereto shall be retained in the
custody of the RFO.

126 Payments in respect of short term or long-term investments, including transfers
between bank accounts held in the same bank, shall be made in accordance with these
reguiations.

13 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 shali be written off in the year. The council's approval shall be shown in
the accounting records.

13.4 Al 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.

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

13.6 The RFO shail 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

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

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

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

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

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

16 Assets, properties and estates

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

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

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 Nointerest in land shall be purchased or otherwise acquired, sold, leased or otherwise
disposed of without the autherity of the council, together with any other consents required
by law. In each case a written report shall be provided to council in respect of valuation
and surveyed condition of the property (including matters such as planning permissions
and covenants) together with a proper business case (including an adequate level of
consultation with the electorate where required by law).

16.5 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 shail 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 management.
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17.2 The Clerk shall give prompt notification to the RFO and/or insurers of all 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 loss, 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 AR 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 Charlties

i8.1  Where the council is sole managing trustee of a charitable body the Clerk and RFO
shall ensure that separate accounts are kept of the funds held on charitable trusts and
separate financial reports made in such form as shall be appropriate, in accordance with
Charity Law and legislation, or as determined by the Charity Commission. The Clerk and
RFO shall 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 RFQ. The Clerk shall monitor changes in legislation or proper practices
and advise the council of any need tc amend these Financial Regulations.

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 legislation 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.
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Appendix 1 - Tender process

1

2)

3)

4)

5)

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 fo 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 imvitation 1o tender issued under this regulation shall be subject 1o Standing Order
4#-18 and shall refer to the terms of the Bribery Act 2010,

Where the council, or duly delegated committee, does not accept any tender, quote or
estimate, the work is not allocated and the council requires further pricing, no person
shall be permitted to submit a later tender, estimate or quote who was present when
the original decision-making process was being undertaken.
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St. Austell Town Council believes that civility and respect are important in the working environment,
and expect all councillors, officers and the public to be polite and courteous when working for, and
with the council.

Purpose

St. Austell Town Council is committed to creating a working environment where all council employees,
councillors, contractors and others who come into contact with us in the course of our work, are
treated with dignity, respect and courtesy. We aim to create a workplace where there is zero tolerance
for harassment and bullying

In support of this objective, St. Austell Town Council has signed up to the Civility Pledge, as a
commitment to civility and respect in our work, and politeness and courtesy in behaviour, speech, and
in the written word. Further information about the Civility and Respect Pledge is available NALC & SLCC

We recognise that there is a continuum where unaddressed issues have the potential to escalate and
become larger, more complex issues and this policy sets out how concerns will be managed. However
the emphasis of this policy is on resolution and mediation where appropriate, rather than an
adversarial process.

This document:
e Explains how we will respond to complaints of bullying or harassment;
e Ensures that we respond sensitively and promptly; and,
e Supports our employees in ensuring their behaviour does not amount to bullying and/or
harassment by giving examples.

Scope

This policy covers bullying and harassment of and by the Town Clerk and all employees engaged to
work at the Town Council. Should agency staff, or contractors have a complaint connected to their
engagement with the Town Council this should be raised to their nominated contact, manager or the
Town Clerk, in the first instance. Should the complaint be about the Town Clerk, the complaint should
be raised to the Chair of the Town Council’s Staffing Committee, usually the Mayor.

Agency staff and contractors are equally expected to treat Council colleagues, and other
representatives and stakeholders with dignity and respect, and the council may terminate the contract,
without notice, where there are suspicions or evidence of harassment or bullying.

Complaints about other employment matters will be managed under the Council’s grievance policy.

It is noted that the management of a situation may differ depending on who the allegations relate to
{e.g. employees, contractor, councillor), however, the Council will take appropriate action if any of its
employees are bullied or harassed by employees, councillors, members of the public, suppliers or
contractors.

The position on bullying and harassment
All staff and council representatives are entitled to dignity, respect and courtesy within the workplace
and to not experience any form of discrimination. The Town Council will not tolerate bullying or
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harassment in our workplace or at work-related events outside of the workplace, whether the conduct
is a one-off act or repeated course of conduct, and whether harm is intended or not. Neither will we
tolerate retaliation against, or victimisation of, any person involved in bringing a complaint of
harassment or bullying. Everyone should also be aware that, if they have bullied or harassed someone
{e.g. physical violence, harassment), in some circumstances the treatment may amount to a crime
punishable by a fine or imprisonment.

We expect all representatives of the Council to treat each other with respect and uphold the values of
the code of conduct, civility and respect pledge, equality opportunities policy, and all other policies
and procedures set by the Town Council.

We expect you to demonstrate respect by listening and paying attention to others, having
consideration for other people’s feelings, following protocols and rules, showing appreciation and
thanks, and being kind.

Allegations of bullying and harassment will be treated seriously. Investigations will be carried out
promptly, sensitively and, as far as possible, confidentially. See the grievance policy for further details
regarding the process. Employees and others who make allegations of bullying or harassment in good
faith will not be treated less favourably as a result.

False accusations of harassment or bullying can have a serious effect on innocent individuals. Staff and
others have a responsibility not to make false allegations. While we will assume that all complaints of
bullying and harassment are made in good faith, in the event that allegations are found to be malicious
or vexatious the person raising the complaint may be subject to action under the council’s disciplinary
procedure,

*Where a person is subject to uninvited conduct
that violates their dignity, in connection with a
protected characteristic

Harassment

*Behaviour that creates a hostile, humiliating,
degrading or similarly offensive environment in
relation to a protected characteristic

*Behaviour that leaves the victim feeling
threatened, intimidated, humiliated, vuinerable
or otherwise upset. It does not need to be
connected to a protected characteristic.

Bullying

What Type of Treatment amounts to Bullying or Harassment?

‘Bullying’ or ‘harassment’ are phrases that apply to treatment from one person {or a group of pecple)
to another that is unwanted and that has the effect of violating that person’s dignity or creating an
intimidating, hostile, degrading, humiliating, or offensive environment for that person.
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Examples of bullying and harassment include:

e Physical conduct ranging from unwelcome touching to serious assault

s Unwelcome sexual advances

e The offer of rewards for going along with sexual advances e.g. promotion, access to training

e Threats for rejecting sexual advances

e Demeaning comments about a person’s appearance

e Verbal abuse or offensive comments, including jokes or pranks related to age, disability,
gender re-assignment, marriage, civil partnership, pregnancy, maternity, race, religion, belief,
sex or sexual orientation

o Unwanted nicknames, especially related to a person's age, disability, gender re-assignment,
marriage, civil partnership, pregnancy, maternity, race, religion, belief, sex or sexual
orientation

¢ Spreading malicious rumours or insulting someone

e Lewd or suggestive comments or gestures

e Deliberate exclusion from conversations, work activities or social activities.

e Withholding information a person needs in order to do their job

e Practical jokes, initiation ceremonies or inappropriate birthday rituals

e Physical abuse such as hitting, pushing or jostling

o Rifling through, hiding or damaging personal property

e Display of pictures or objects with sexual or racial overtones, even if not directed at any
particular person

e |solation or non-cooperation at work

s Subjecting a person to humiliation or ridicule, belittling their efforts, whether directly and / or
in front of others

e The use of obscene gestures

e Abusing a position of power

Bullying and harassment can occur through verbal and face to face interactions, but can also take place
through sharing inappropriate or offensive content in writing or via email and other electronic
communications and social media.

It is important to recognise that conduct which one person may find acceptable, another may find
totally unacceptable and behaviour could be harassment when the person had no intention to offend.
We all have the right to determine what offends us. Some behaviour will be clear to any reasonable
person that it is likely to offend — for example sexual touching. Other examples may be less clear,
however, you should be aware that harassment will occur if behaviour continues after the recipient
has advised you that the behaviour is unacceptable to them.

Harassment can also occur where the unwanted behaviour relates to a perceived characteristic { such
as offensive jokes or comments based on the assumption someone is gay, even if they are not) or due
to their association with someone else (such as harassment related to their partner having a disability
for example). See the Council's Equality and Diversity Policy.
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All employees must, therefore, treat their colleagues with respect and appropriate sensitivity and
should feel able to challenge behaviour that they find offensive even if it is not directed at them.

interpreted as anything different.

.

It is important to recognise that bullying does not include appropriate criticism of an employee’s
behaviour or effective, robust performance management. Constructive and fair feedback
about your behaviour or performance from your manager or colleagues/Counciliors is not
bullying. It is part of normal employment and management routines, and should not be

B
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Victimisation

Victimisation is subjecting a person to a detriment because they have, in good faith, complained
(whether formally or otherwise) that someone has been bullying or harassing them or someone else,
or supported someone to make a complaint or given evidence in relation to a complaint. This would
include isolating someone because they have made a complaint or giving them a heavier or more
difficult workload.

Provided that you act in good faith, i.e. you genuinely believe that what you are saying is true, you
have a right not to be victimised for making a complaint or doing anything in relation to a complaint of
bullying or harassment and the council will take appropriate action to deal with any alleged
victimisation, which may include discipiinary action against anyone found to have victimised you.

Making a complaint that you know to be untrue, or giving evidence that you know to be untrue, may
lead to disciplinary action being taken against you.

Reporting Concerns

What you should do if you feel you are being bullied or harassed by a member of the public or
supplier {as opposed to a colleague)

if you are being bullied or harassed by someone with whom you come into contact at work, please
raise this with your nominated manager in the first instance or, with the Town Clerk. Any such report
will be taken seriously, and we will decide how best to deal with the situation, in consultation with
you.

What you should do if you feel you are being bullied or harassed by a councillor: If you are being
bullied or harassed by a councillor, please raise this with the Town Clerk in the first instance. They will
then decide how best to deal with the situation, in consultation with you. There are two possible
avenues for you, informal or formal. The Informal Resolution is described below. Formal concerns
regarding potential breaches of the Members’ Code of Conduct must be investigated by the
Monitoring Officer.

The Council wilt consider reasonable measures to protect your health and safety. Such measures may
include a temporary change in duties or change of work location, not attending meetings with the
person about whom the complaint has been made etc.



What you should do if you witness an incident you believe to harassment or bullying: If you witness
such behaviour you should report the incident in confidence to the Town Clerk. Such reports will be
taken seriously and will be treated in strict confidence as far as it is possible to do so.

What you should do if you are being bullied or harassed by another member of staff: if you are being
bullied or harassed by a colleague or contractor, there are two passible avenues for you, informal or
formal. These are described below.

Informal resolution

If you are being bullied or harassed, you may be able to resolve the situation yourself by explaining
clearly to the perpetrator(s) that their behaviour is unacceptable and contrary to the council’s policy
and must stop. Alternatively, you may wish to ask the Town Clerk, your nominated manager or a
colleague to put this on your behalf or to be with you when confronting the perpetrator(s).

If the above approach does not work or if you do not want to try to resolve the situation in this way,
or if you are being bullied by your own nominated manager, you should raise the issue with the Town
Clerk. (If your concern relates to the Town Clerk, you should raise it with the Chair of the Staffing
Committee). The Chair (or another appropriate person) will discuss with you the option of trying to
resolve the situation informally by telling the alleged perpetrator, without prejudicing the matter, that:

* there has been a complaint that their behaviour is having an adverse effect on a member of
the Council staff

s such behaviour is contrary to our policy

o for employees, the continuation of such behaviour could amount to a serious disciplinary
offence

It may be possible for this conversation to take place with the alleged perpetrator without revealing
your name, if this is what you want. The person dealing with it will also stress that the conversation is
confidential.

In certain circumstances we may be able to involve a neutral third party {a mediator) to facilitate a
resolution of the problem. The Town Clerk or Chair will discuss this with you if it is appropriate.

If your complaint is resolved informally, the alleged perpetrator{s) will not usually be subject to
disciplinary sanctions. However, in exceptional circumstances (such as extremely serious allegation or
in cases where a problem has happened before) we may decide to investigate further and take more
formal action notwithstanding that you raised the matter informally. We will consult with you before
taking this step.

Raising a formal complaint
If informal resolution is unsuccessful or inappropriate, you can make a formal complaint about bullying
and harassment through the Council’s grievance procedure. You should raise your complaint to the
Town Clerk. A formal complaint may ultimately lead to disciplinary action against the perpetrator(s})
where they are employed.




The Town Clerk will appoint someone to investigate your complaint in line with the grievance
policy., You will need to co-operate with the investigation and provide the following details (if not
already provided):

* The name of the alleged perpetrator{s),

e The nature of the harassment or bullying,

® The dates and times the harassment or bullying occurred,
. The names of any witnesses and

. Any action taken by you to resolve the matter informaily.

The alleged perpetrator(s) would normally need to be told your name and the details of your grievance
in order for the issue to be investigated properly. However, we will carry out the investigation as
confidentially and sensitively as possible. Where you and the alleged perpetrator(s) work in proximity
to each other, we will consider whether it is appropriate to make temporary adjustments to working
arrangements whilst the matter is being investigated.

Where your complaint relates to potential breaches of the Councillors Code of Conduct, these will
need to be investigated by the Monitoring Officer. The Council will consider any adjustments to
support you in your work and to manage the relationship with the councillor the allegations relate to,
while the investigation proceeds.

Investigations will be carried out promptly {without unreasonable delay), sensitively and, as far as
possible, confidentially. When carrying out any investigations, we will ensure that individuals' personal
data is handled in accordance with the data protection policy.

The Council will consider how to protect your heaith and wellbeing whilst the investigation is taking
place and discuss this with you, Depending on the nature of the allegations, the Investigator may want
to meet with you to understand better your complaint {see the Grievance Policy for further
information, and details of your right to be accompanied).

After the investigation, a panel will meet with you to consider the complaint and the findings of the
investigation in accordance with the grievance procedure. At the meeting you may be accompanied
by a fellow worker or a trade union official.

Following the conclusion of the hearing the panel will write to you to inform you of the decision and
to notify you of your right to appeal if you are dissatisfied with the outcome. You should put your
appeal in writing explaining the reasons why you are dissatisfied with the decision. Your appeal will
be heard under the appeal process that is described in the grievance procedure.

The use of the Disciplinary Procedure

If at any stage from the point at which a complaint is raised, we believe there is a case to answer and
a disciplinary offence might have been committed, we will instigate our disciplinary procedure. We
will keep you informed of the outcome.
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AGENDA NO: 12

ST AUSTELL TOWN COUNCIL
FINANCE AND GENERAL PURPOSES COMMITTEE
28™ SEPTEMBER 2026

BUDGET MONITORING REPORT

1. PURPOSE OF REPORT

To provide Members with an update on income and expenditure to
the 315t August 2026 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 August 2026 and the financial year
to the 315t August 2026 is attached for information. Income and
expenditure is generally within acceptable limits.

Significant variances are explained below:

Car park income is better than predicted possibly because of
road closures

Other grants and contributions — money due from OPCC
for CCTV cameras

Other income - Cornwall Council recharges re:
telecommunications and footpaths

Contract payments - CCTV repairs and changing places
toilet service plan

Electricity - seasonal savings

Miscellaneous expenses - CCTV cameras not yet purchased
Miscellaneous grants - grants to BID and Mayor’s charities
Other transport/plant expenses - new vehicle not yet
purchased.

Rates - reduced rateable values

Repairs/Maintenance Premises - Priory Car Park wall
repairs

Salaries and Wages - pay award pending

DAVID POOLEY - TOWN CLERK
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ST AUSTELL TOWN COUNCIL

BANK RECONCILIATION A5 A7 A s

Bysiness Comeml Acuomn
Mayer's Charty deoounl
Business Direct Resarvi: Ancdunt
Tragsury Peposit Scount

Feitty Cash

Library Fowi

Total in Bank

Tulal Unjiresentst Cheyues

Quistanding recaipts

iy alancs:
Opening Bank Belanoe
Expandiiprs by dats
Inuome to dale

Accounting Systam Reesipt nat recorded

Actpunling System Hank Balance

Wote:

Atlach Accounting Elatement 2ng remembser (o adjust Tor the Qutstanting Accounking Svstam

Entries alter balancing

Reoonailiation Comploted:

Raviewed.

1. inchides NW Treasury accournl (investment)
€ Adgjusiad for NW frepsury sccount thangfer and interaa

£
43 845 04
4040
132 34938
467 55311
54 .52
100.00

5358965 85

oo

833,955 85

000
0.00

33,8935 65

312,827 44
|308181 24
1630308 45

83194565

B33,855.85

L

0.Qo
balancad

1926

1928
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APPROVED DIRECT DEBITS

Compainy

Adobea

AlBMS

Allctar Business Solutions
Biffa

British Gas
British Gas
British Gas

BT

Caohalt

Cornwall Council
EE

Lngie Power
HMRLC

Infarmation Commissioners DHice

Initial
Microsoft
Nat West
Nat Waest
Screwll
Worldpay
Kero

REGULAR BALS PAYMENTS

Staff (20 Ne.)

HMREL

Cornwall Coungil
Annie Etherioge
APS Consiruction

BT

IR Water Hygiene
Enerven

Flowbird

545

Garden Services SW
Griggs

ITeC

ITEC

Kent County Council
Mays Councry Stors
MRS

Newguay Town Councll
Objective IT Services
SWW Sourge for Busipess
T Clarke

Mreveth Holdings

Mutposse

Software

Credi Card charges
Fuel

Wheelie Gins
Electricity
Electricity
Electricity

Internet

obile phones
Business rates (4}
WiFj - café
Unmetered supply
VAT

Data Protection Registration
Feminine Hygiene
Software

Rankline

Cradit card

Various
Cradit/debit card service (2)
Subscriptian

Salaries

Income Tak and NI
Pension contributions
Interpretation

Toilet Clearing

CCTV Line Rental
Legionella testing
CCTV Maintenange

Car park machine mainiengnce

Cash handling

‘Sauth Street maintenance
Grounds Maintenarce supplies

Telephones
Primters/photacopiers
Ges/Electricity

Grounds Maintenance supplies

Radio rental

CCTV Manitoring
Computer support
Water charges
Alarms

Rent of affice

Comments

Monthly
Lar park

Ad hot
Stable Block
Feeder plliar, Fuie Street
Stable Block
Gardeners shed
mManthly
Maonthly
Maonthly
Manthly
nanthly
Quarterly
Annual
Stanle Block
Varioys
Monthly
Ml’jﬂ‘thly
mMonthiy
Manthly
rtonthiy

Manthly
Manthly
Manthiy
Various
Ciuarterly
Annual
onthiy
Quarterly
Annual
Monthiy
Monthly
Monthly
Quarteily
Manthly
Monthly
Maonthly
Quarterly
Juarterly
Manthly
tanthily
Annual
pantlily

Ly,
~i
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Vision ICT
Young People Cornwall
Zurich

30th July 2036

Wehbsime
Grants
[nsurances

Annual
Duarterly
Annual
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Internal Audit

No. Income and Invoices Raised | Yes No Comments
1. Have invoices been raised and issued in a timely manner? ‘é /,, e Peo f’[‘ Crim
2. Has VAT been accounted for properly? /
3. Are invoices clear and presentable? g \/ ('nt
| 3
| 4 (a) Have all invoices been paid? | :\
!' (b) if ‘No’ at (a) Is there evidence of debt recovery action? \/
o If the invoice has been paid, does the Income and Expenditure /
System show the payment correctly?
6. Does the Library income match the till receipts? Not: chec :Lcd a3 fmz,/ﬁ?s aré
ﬂé a8 b VL "‘VI’ -
7. Does the car park income match the car park cash collection Mo clipeleas : Lol phicciren ‘?J
records?
8. Does the toilet income match the toilet cash collection records? Aot chtelezy Gz ol recomclllecble.
e o i afs cé_cv:j Sqst ents,
9. Spot check cash in the accounting system against the collection Not—oo7 e TEpecing s & wjé
records. o
oo n
[&tl/a[m

Internal Audit - Invoices Raised - 2024
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Other Comments Internal Auditors

Print Signature

1. MARK Gray Q-.Lcm l3lag
2.8 CUARD % 2chlog

ST

Internal Audit — Invoices Raised - 2024
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Internal Audit

ot g

No. Bank Reconciliation Comments
For guidance, see ‘Bank Reconciliation’ procedure notes.
1 | Has the Bank Reconciliation been completed for the previous .
month-end? If ‘No’, how many months have not been
 completed? i Al
Assuming the Bank Reconciliation is current....
2 | Do the Bank balances reported agree with the balances shown ‘
on Bank statements? \/
3 | Do expenditure and income figures in the Bank reconciliation a?ﬁ; Ly pf‘i‘u e
match the cash book? 3 / : A Entent 7[0 K_A—
: T 2 m—?ﬂi /’{«; f?’l'fﬁiuizé{_ e e / A Cries
4 | Are the unpresented cheques reported correctly? 27 @ |
d v/ No clogues gy
5 | Are the credits and direct debits unaccounted for reasonable? \/ Adosre m;j > /’ Tror o
7
6 | Are there any areas of concern with regard to the bank
reconciliation or banking arrangements?
7 | Have bank reconciliations been reported to each Finance and

General Purposes Committee?

Other Comments

Internal Auditors
Print ,Sign ~ Date

1. M4RK ;'?gﬂy' X {,,7&'1'&

2. ReunRd CLEMD @«’ (7 /26 |

Internal Audit - Bank Reconciliation - 2024

Y
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Internal Audit

1 No.

Petty Cash

The Town Clerk maintains a petty cash imprest account so that
the balance of receipts and cash held should always equal
£250.

Yes | No

Does the cash box contain vouchers and cash to the sum of
£2507

Comments

If the answer at (1) is ‘NO’, is there a Petty Cash reimbursement
voucher awaiting approval and entry in to the cashbook?

N/A

Do ali the vouchers have receipts attached and have they all
been signed?

VP {Djeﬂ/‘ @\407 MQV‘C,K 026,

Have all the vouchers been entered in the Income and
Expenditure System and correctly analysed under the budget
headings?

Has the VAT element been recorded and entered onto the
Customs & Excise claim form?

(;4.% (;ULL @ éy/zé, )(z-/?;) Lo Lave

Is the cash box kept in a secure location?

SRS S

Other Comments

Internal Auditors

Print Signature Date
| |

1. MARK (GRAY | ( < 2 |~[24

2. Rectued (oo % o 8l

Internal Audit - Petty Cash - 2024
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Internal Audit

| No.

Staffing

Yes

No

Comments

Are copies of the Contracts of Employment accessible and
current?

Cltickog it B aveas

2 | Are Annual Leave Forms up-to-date? \/
3 | Is there a record of overtime giving reasons? \/ k/g ; 4 Cpftcz[( ﬂ{?{cﬁ’&c%é So r:%q A
I Wella Ve Spfor<
4 | Are employees receiving the correct rate of pay for their spinal
point? \/ |
(Compare the Contract of Employment, Wages Ledger and
National Pay Scales).
5 | Are tax, national insurance and pensions properly accounted for
and paid over on behalf of employees at appropriate intervals? \/
6. | Are expenses and mileage claims completed on the correct A
form and authorised appropriately?
7. | Undertake a test check of payments for one pay period.

Other Comments

Internal Auditors

Print i n?tn?rﬁ Date
e
1. MARK_CraY I 3-1-2L

Internal Audit - Staffing - 2024

2. Ll e CeEmMe % Mo 3l {24
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Internal Audit

No. __Expenditure TYes [No| Comments
1 | Have all payments been authorised by the Council? (check Clpeleed D Mau 1S-s-2¢ £66.08
sample of payments). / Alzo o cowmeil on pray nees -
s E (%
2 | Are invoices or vouchers available for all payments? (check

sampie of payments).

#4.,1'1‘_5

3 | Are cheque counterfoils and BACS summaries signed by at No :QE 7 0 <
least two authorised signatories? \/
4 | Have all BACS payments been approved by two councillors SRR |
and processed by more than one individual? \/
5 | Is there a list of approved direct debit payments and evidence Dokl 12 L ,l(; F2C PC.
that payments are checked and accounted for properly? \/ D 65’ b st /‘C“'J h S
6 | Are all payments entered in the cash book correctly and is VAT N
accounted for separately? _ \/
7 | Is there evidence of competitive quotations or estimates where Where. possitla. . Sowelbziues (::C Tv)
appropriate? v Wiere B c)qéj oue provic s,
8. | Has the Council published the appropriate data in compliance Ot wWpbsibe . MM yhrarter 3 puts Py
with the Transparency Code requirements? \/ over 20 saline. .
Other Comments Internal Auditors
Print Sign Date
‘ 1. MARK Ceay | 2
‘ 2.

/internal Audit — Expenditure - 2024
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fnternal Audit

Expendinirs - 3



REVIEW OF THE EFFECTIVENESS OF INTERNAL CONTROLS

Yes Notes and
Evidence of Achievement or areas for development
No
1. Has a Responsible Financial Officer (Section 151 Officer) been
appointed? \_/
2. Has the Council formally adopted Standing Orders and Financial
Regulations? v
3. Has the Internal Auditor been properly appointed by the Council? P
4. Is the Internal Auditor independent of the Council? v
5. Are reports of the Internal Auditor made in his/her own name? ,\'_,./
6. Has an Audit Plan been agreed with the Internal Auditor? \-.\/’/ |
7. The internal audit takes account of both the Council's risk assessment i

and wider internal control arrangements?

8. The Internal Auditor is considered to be competent and has carried out

internal audit work ethically, with integrity and objectivity?

9. Are interim audits conducted by Members of the Council?

Review of effectiveness of internal controls - 2024

69



10. Interim audits cover an adequate range of Council activities?

11. Interim audits are recorded and presented to the Council?

12.Regular budget monitoring is reported to the Council?

13. The Council makes positive responses to recommendations of the
internal Auditor and audit Members?

14. Adequate insurance cover exists, including Public Liability and Fidelity
Guarantee?

15.The Assets Register is adequate and current?

16.Is the risk register up to date (reviewed at least annually)?

17.Are there any new risks which need to be added and considered?

Internal Auditors

Print &nf?f ' Date
.-'/ 1 B /,r
1. MARK Ay \ L K - ,4@%1}« H 28

2. QictaRd &t

Y0 S

2l ¢

Review of effectiveness of internal controls - 2024

J0



Internal Audit

No.

'Computer Security

Comments

Are the Personal Computers (PCs) physically secure in the

workplace - ie, office door locked at night, doors alarmed?

Have the Serial Numbers of PC equipment been noted?

Are the PCs encrypted and password protected?

Is there a regular back-up of files?

7;'); gac[» (—d/

CJV‘L.,E._ et &;MSQ
Oute.  cutSocree o

Is the back-up secured away from the offices?

Sl

Does the Council meet the criteria for cyber essentials?

At ot ou

Have there been any data breaches since the last audit?

NS

Other Comments

Internal Auditors

Print Signature

20
. MARK_QGRaY kACl, SARIEYs
2. R ARNC L @ﬁ U l7hg

-

Internal Audit - Computer Security - 2024
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St Austell Library Newsletter — September 2026

Aiready the mornings and evenings are drawing in but we are still lucky to have the
odd lovely warm day and be able to reminisce about how fortunate the children
were this year to have a proper long summer to enjoy! Numbers for our Reading
Challenge were still excellent with a good percentage of starters and finishers, but
probably slightly lower than previous poor weather years. The nature of family
visits changed as well, seemingly to enjoy the days or cope with the heat,
customers would come in first thing in the morning and later in the afternoon,
leaving the middle of the day quieter and giving us a chance to catch up with other
work. (Final tally at end of Challenge - 766 sign-ups, 521 finished)

Prior to the Challenge starting, we were able to visit several schools to give children
encouragement to take part and it was rewarding to engage back in the Library
when children came in saying they had seen the “Library Ladies” out and about at
their schools.

So, with the Challenge in mind, under the heading Extraordinary Explorers, events
during the summer lent themselves to encouraging children to have mini
adventures or explore something new.... although we did have the real-life explorer
Robin Hanbury-Tenison, at the grand age of 90, visit us to tell the children (and
very big grown-up children) about his real-life adventures. Robin is founder of the
charity Survival International which works in partnership with Indigenous and tribal
peoples. In 1971, as Chairman of Survival he visited 33 Indian tribes in Brazil at
the invitation of the Brazilian government and reported on their condition. In 1977-
78 he led the Society's largest expedition at that time, taking 115 scientists into the
rainforest for 15 months. Earlier this year along with his youngest son Merlin, he
pedalled a water-bike along the river Thames from Oxford to Richmond, to raise
funding for a research station to study Britain's temperate rainforest....not many
people know we have a rainforest in the UK! We hope to host Robin and his son
again later this year to do a father/son talk on their dual adventures, so please
keep a look out for that.

We hosted the Rock Pool Project again this year. The children enjoyed the
experience so much last year of actually physically seeing sea creatures in tanks in
the Library, so we re-created it again along with a whole new world of seaweed.
We would like to stress that no sea creature was harmed in the making of the visit
to the Library and all were successfully released back to the rockpools from whence

they came. & 2
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Our Emma introduced a whole world of illustrating to children, here in St Austell
and at other libraries across the county when she wasn't wearing her St Austell
Library hat! She also hosted a workshop for learners from Poltair Year 10, who
created and designed a character to use as a logo back at schoot.

Now the schools are back, we have resumed all our support groups and regular
sessions, some of which only operate during term time. Our Carers support group,
on the third Friday of each month is steadily gaining interest and we are trying to
promote the Gunners Kids Organisation, who have a monthly drop-in with us. They
support families with children when a parent/carer has a terminal illness. We also
host Healthy Lifestyle Information drop-ins here twice a month supported by
Healthy Cornwall. Our Knit & Stitch group is so successful now that we seem to
have to add on another table every session to accommodate the growing numbers
of stitchers!

ONGURODIVERGENTS
" FRIENDSHIP GROUP *

9 wmf“’m-um 00 New to us is hosting a Neurodivergent Friendship Group
. @ for young people 18+ on a Saturday morning. They used
e srgmmg"a_gm to meet at Wetherspoons, but began to feel slightly

Samhoay - T00-TE4S uncomfortable there, so now they meet here at the

T «.. 0 Library for chat, coffee and board games.
op%a

CHAT
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s St Aot -u.-.-.._.
e
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.




SALSA have been as active as ever, supporting the Library whenever possible and
finding new ways to highlight what we do and looking for pots of money for which
to do so. At the recent AGM, it was with regret that we sadly said goodbye to our
outgoing Chair, Peter Cornall, who as a mere whipper snapper of 95, decided to
“retire” fully and now acts as carer for his wife Ann. It was with very sad hearts,
but we have created an honourary membership for Peter and would welcome his
knowledge, expertise and judgement here any time. Those big Chair boots are now
being filled by Brian Paimer, a mere strip of a lad, but whose faith in which we have
to completely serve us well.

Don't forget to come and browse the St Austell Then & Now Display in the Library,
running until mid-October. The excellent photographs have already generated
much interest.

With kind regards from Terry and the Library Team

5
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