e TOWN— N

PETERSFIEL

COUNCIL

NELLHITEH
Town Clerk

Tel. (01730) 264182
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Dear Councillor,

The Town Hall
Heath Road
Petersfield
Hampshire

GU314EA

9th March 2021

I hereby summon you to attend a meeting of the Finance and General Purposes Committee to
be held on Monday 15t March 2021 at 6.30 p.m. via Zoom teleconference/video-conference
facility as permitted by UK Government legislation during the current Covid-19 pandemic.
The log in details to join via Zoom are as follows: https://zoom.us with meeting ID: 859 5125

8195 (members of the public are asked to email committee.admin@petersfield-tc.gov.uk in

advance for the password).

Yours sincerely,
Neil Hitch
Town Clerk
AGENDA
1. Chairman’s Comments.
2 To receive and record apologies for absence.

To consider the granting of a dispensation under Section 33 of the Localism Act (2011)
to enable members to participate in, and vote on, an item of business on the agenda
where they would otherwise have a Disclosable Pecuniary Interest and to confirm how
long this dispensation may have effect.

To receive and record Declarations of Interest. Councillors are reminded of their
responsibility to declare any disclosable pecuniary interest which they may have in
any item of business on the agenda no later than when that item is reached. Unless
dispensation has been granted, members may not participate in any discussion of, or
vote on, or discharge any function related to any matter in which they have a pecuniary
interest as defined by regulations made by the Secretary of State under the Localism
Act 2011. Councillors must withdraw from the Chamber when the meeting discusses
and votes on the matter.

QY
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Public Representation - Councillors to receive representation (including items that
appear on the agenda) from members of the public provided they (public) have given
due notice of their intention to the Town Clerk no later than 10.30 am on the day of the
meeting. The maximum time limit allowed per person is three minutes, although this
may be reduced if a large number of people express their wish to address councillors.

6. To approve the minutes of meeting held on 15t February 2021 (previously circulated).

7 To consider financial and other recommendations from Committees.

8. To receive and note the Finance Report from the Town Clerk (attached).

9 To receive and consider the job description for the Information Services Officer
(attached).

10.  To receive and note that the Town Council no longer holds funds on behalf of
Petersfield Climate Action Network (PeCAN).

11.  To consider the replacement of the 2 benches at the bottom of the steps from the
Avenue (verbal).

12. To review Standing Orders, Contract Standing Orders and Financial Regulations in
preparation for the annual approval in May (attached).

13.  To review the Data Security Breach reporting form (attached).

14. To review the Finance and Investment Policy (attached).

15.  To review the Provision of Grant Aid Policy (attached).

16.  To receive and approve bank reconciliations for February 2021 (attached).

CONFIDENTIAL

17. To consider any confidential staff, financial or other recommendations from

committees.

~ End ~
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FINANCE REPORT

As with the Clerk’s Report to Council, this report is not an item of debate, but seeks to
inform councillors of all matters financial, including income and expenditure against
budget, the level of balances held, proposed movements of deposits, future plans as well
as seasonal issues, such as the Audit and Budget setting processes. If councillors
consider a matter included in the report is in need of debate, the subject can be added to a
future meeting’s agenda for this purpose. 1 will always endeavour to answer any
questions raised from the content of the report, but please bear in mind that if further
investigation is necessary, answers will need to be given outside the meeting.

Bank Accounts

& Rate
Lloyds Current Account 24,001.57
Lloyds 30 Day Account 205,149.32 0.01%
Lloyds Ticketsource 2,186.54
Cambridge & Counties 31 Day Account  1,587,742.03 0.9%
Public Sector Deposit Fund 04,475.74 varies
Total 1,883 555.20
Business Credit Card 42.99
Investments
Local Authorities Property Fund 2,205,750.13  varies 720,689 units approx.
4.5%
Rathbones Investment Management Ltd ~ 3,000,000.00  varies but approx. 3.5%
Total 5,205,750.13
Town Mayor’s Charity Account 226.80

The larger than normal level of funds in the 30 Day account represent the sum required to
pay for the first installment of the Festival Hall RIBA 3 costs which are due to be paid in
the next few days. Notice of a further withdrawal of £160,000 has been given to cover the
next installment and provide sufficient cashflow until the first installment of the Precept
is received late in April. The annual rate of return on the Rathbones investment portfolio
has far exceeded the anticipated rate of return this year yielding 6.43% after payment of
management fees to the investment managers.




Finance & General Purposes Committee

£ Budget % Budget
Income 212,391 194,000 109.48
Expenditure 418,684 555,448 75.38

Income reflects the interest received from the bank deposits and investments plus solar
panel receipts. It has held up better than expected as the Local Authorities Property Fund
quarterly income was not as badly affected by Covid-19 issues as expected and the
dividend received for Q3 exceeded expectations. Expenditure is lower than expected for
the time of year although there are some consultancy sums that will need moving to
Earmarked Reserves at the year end.

Public Halls Committee

£ Budget % Budget
Income 82,413 208,965 39.44
Expenditure 181,768 330,964 54.92

The Festival Hall complex year to date income is 15.4% (2020: 91.9%) and Avenue
Pavilion income is at 26.0% (2020: 85.5%) reflecting the decimation wrought by the
effects of Covid-19 on the hire of both these halls. Income received is from the Nursery
and Petersfield Town Juniors for the rental of the pavilion at Love Lane plus commercial
lease income at the Town & Festival Hall. With the latest Covid-19 situation being as it
is, it is considered unlikely that much, if any income will be generated from the Avenue
Pavilion for the rest of the financial year. Some income will be received from the Festival
Hall with its use as a vaccination centre and it is reflected in the above figures but this
will be modest when compared to normal hire income. Expenditure has been lower than
usual due to the lack of booking activity with a significant drop in wtility costs. Cleaning
equipment costs are also low as a result of some bulk purchases being made at the end of
the last financial year. Any unused portion of the Festival Hall Maintenance Fund will be
carried forward into Earmarked Reserves for next year,

Grounds Committee

£ Budget % Budget
Income 93,780 97,200 96.48
Expenditure 343,095 362,123 94,75

Income is mainly from the lease of property and concessions on The Heath, some of
which is received quarterly in advance plus the work that the grounds team undertake that
has generated £19,794 in the current financial year to date. Income from the Heath is
where they would be expected to be at this time of the year. Expenditure is higher than
expected and I have asked the Finance Officer to check whether all transfers and journals
have been fully completed for all the capital equipment and projects undertaken on some
of the account codes where the figures would suggest otherwise. I have made some
Judgments on this in calculating these figures and have tried to be cautious so hopefully
the expenditure figure quoted is an overestimate rather than an underestimate. The
revenue budgets that are slightly overspent on year to date basis are vehicle maintenance,
equipment hire, materials purchases and litter collection which reflects where the



pressure has been on the grounds team during the Covid-19 pandemic. These overspends
are not of current concern and can be compensated for by underspends elsewhere in the
budget.

Overall

£ Budget % Budget
Income 388,584 500,164 77.69
Expendifure 943,547 1,248,535 75.57

If everything was on track the year to date figures would show an 91.67% spend. The
figures within this report are bound to be in need of an update once all the bank
reconciliation work has been completed for January.

Income will fall well short of budget this year as a result of the Covid-19 pandemic
(2020: 87.33%) which was reported to committee by the separate report produced in
November. Encouragingly the projected income shortfall in that report was £120,000 and
with the final month of the year still to go, income received has already exceeded the
predicted shortfall sum. Expenditure is generally a little lower than expected for time of
year which reflects the lower than usual demand on many of our routine cost headings as
well as lower building use and energy demands as a result. (2020: 78.38%). Having said
that, members will be aware of the need to transfer some substantial funds to Earmarked
Reserves this year as outlined in the budget setting and Precept calculation
documentation as well as the need to ensure an underspend for the financial year to cover
the loss of income identified in the November report. My assessment is that this outcome
should just about be achieved.

This report aims to provide an overall summary of the position of the Council financially
with any significant anomalies or variances being reported for your attention and
potentially, action. It also demonstrates that councillors are fulfilling their role in
monitoring the Council’s finances and ensuring that good governance is being followed.

Neil Hitch,
Town Clerk & Responsible Finance Officer
5th March 2021
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JOB DESCRIPTION

Post: Information Services Officer

Hours: 22.5 hrs a week

Grade: Fixed Cost (External Consultant)
Location: Council Offices

Responsible to: Projects and Office Manager

Management and Relationships

This is a key role that is responsible for managing; writing creative content and
articles for the Visit Petersfield website; running social media and destination
advertising campaigns in line with the aims and objectives of Petersfield Town
Council.

The post holder will liaise with a wide range of external stakeholders and internal
departments including partner organisations, business and the public.

Purpose of Job

To manage the Visit Petersfield website and related social media sites, including
building new web pages, implementing search engine optimisation (SEO) campaigns
using Google Analytics and relevant industry knowledge and in line with the latest
local and national campaigns.

To co-ordinate destination advertising and marketing campaigns; identify new
campaigns for key target markets and ensure the promotion and delivery of a
professional service.

Specific Responsibilities and Objectives

Visit Petersfield & Social Media

e To manage the implementation of the Petersfield Town Council approved
‘strategy’ for tourism/visitors/events information across digital channels

e To write inspirational and visitor inspired, and search engine optimised content
or publication on the Visit Petersfield website in line with the content plan,
making it easier for visitors to find and choose Petersfield as a destination of
interest

o Liaise regularly and manage key stakeholders such as SDNPA, Petersfield
Library, Petersfield Museum, Queen Elizabeth Country Park, Sustainability
Centre, Butser Ancient Farm, East Hampshire Community Rail Partnership, and
other organisations to promote their events and other initiatives

e Liaise regularly with local businesses and community organisations

o Create and maintain a framework of regular personal marketing campaigns via
email, text and other personal contact methods to promote visits and events in
Petersfield

¢ Manage the content of Visit Petersfield website, utilising the *document

management system’ (DMS) and ‘content management system’ (CMS), to
- ]
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include maintenance, image re-sizing, updates and uploading of listings.

e Provide editorial leadership, managing internal and external content
contributors

e Liaise with the web site host/ provider in relation to support and development
matters

e Monitor the Visit Petersfield Website and social media sites and ensure
appropriate responses and relevant information are provided

e Ensure that Visit Petersfield Website reflects latest price lists for tickets, sports
equipment hire and other available products

e Produce press releases as appropriate, working in conjunction with the
Projects & Office Manager and the Councils designated press release policies.

e Maintain up to date working project and archive files, including photo files for
website, social media and press releases

e Undertake checks on the website to ensure that information remains current
and is regularly updated

e Support the work of the reception information service

e Conduct, collate and report on market research initiatives i.e. customer
questionnaires, focus groups and consultation exercises for identified related
projects

Destination Advertising

o Identify advertising opportunities for Visit Petersfield Website

e Manage digital advertising campaigns, assisting with editorial input, art and
design work

e Ensure the design and production of advertising materials is consistent with
the Visit Petersfield Website and Petersfield Town Council branding

General

e Provide information and assistance to members of the public as a
representative of the Town Council, as required

e Provide regular reporting to demonstrate the engagement and success of the
new service

o Comply with record keeping procedures in relation to finance, administration &
health and safety

e Adhere to the principles of Equality and Diversity

e Any other relevant duties required by Petersfield Town Council

PERSON SPECIFICATION

Essential Criteria = Education/Qualifications & Experience
¢ A 3rd level qualification in a related field such as Journalism, PR, Marketing or
Digital Marketing;
e« A minimum of 2 years’ experience writing, editing and optimising content for
large websites, and social media channels including Facebook, Twitter and
Instagram, within a tourism context or related industry.

Draft Report - Steve Field - Feb 2021 Page2
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e A minimum of 2 years’ experience using a Content Management Systm

Essential Criteria — Personal Effectiveness

The Job Holder will also possess a high standard of:

o Excellent communication and creative writing skills — oral and written

e Sound negotiation and interpersonal skills

e The ability to work within a team environment, on own initiative and take the
lead where necessary

e Sound organisational and planning skKills including the ability to work to strict
deadlines and prioritise tasks

e Experience of managing resources, including staff and budgets within the public
and/or private sector

e The ability to be creative and innovative in approach

e Excellent IT/computer literacy skills

Preferred Criteria
e A minimum of 2 years’ experience of writing, editing and optimising content for
digital channels, preferably within a travel or tourism context
e Experience of using the EPiServer Content Management System
¢ Demonstrable experience of using Google Trends and Keyword Planner to
deliver a SEO strategy, and experience of analytics packages including Google
Analytics or Google Tag Manager

Additional Information

e Applicants must also possess a current driving license and use of a car for
business purposes, or have access to a form of transport which will permit the
applicant to meet the requirements of the post in full.

o Petersfield Town Council is committed to equality and will comply with the
statutory duties which requires designated public authorities to have due regard
to the need to promote equality of opportunity in relation to the nine equality
categories and to have regard to the desirability of promoting good relations
between persons of different religious belief; political opinion; and racial group.

e The Disability Discrimination Act (1995) Section 49A requires designated public
authorities to have due regard to the need to promote positive attitudes
towards disabled persons, and to the need to encourage participation by
disabled persons in public life.

- ]
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Index of Standing Orders

Page Standing
order

il Meetings 3 20 Estimates/ precepts 27
2 Ordinary Council 7 21 Canvassing of and 27
meetings recommendations by

Proper Officer 10 Souelon
4 Motions requiring 12 22 Inspection of 28
written notice documents
5 Motions not 13 23 Unauthorised 28
requiring written activities
notice
Rules of debate 15 24 Confidential business 28
7 Code of conduct 18
(England & Wales)
8 Questions 20 25 Matters affecting 29
9 okl 20 council employees
10 Disorderly 21 26 Requests for 30
conduct Information
11 Rescission of 21 27 Relations with the 31
previous press/media
resolutions
12 Voting on 22 28 Liaison with County, 31
appointments District and Unitary
13 Expenditure 22 R o
14 Execution & 23 29 Financial matters 32
sealing of legal
deeds
15 Committees 23 30 Allegations of 33
breaches of the code of
conduct
16 Sub-committees 25 3 Variation, revocation 34
17 Extraordinary 25 and suspension.of

standing orders

meetings
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18 Advisory 26 32 Standing orders to be 34
committees given to councillors

19 Accounts and 26
Financial
Statement

1 Meetings

Mandatory for full Council meetings °
Mandatory for committee meetings °
Mandatory for sub-committee meetings °

a 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.

b When calculating the 3 clear days for notice of a meeting to councillors and
the public, the day on which notice was issued, the day of the meeting, a
Sunday, a day of the Christmas break, a day of the Easter break or of a bank
holiday or a day appointed for public thanksgiving or mourning shall not

count.

c Meetings shall be open to the public unless their presence is prejudicial to

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

public’s exclusion.

Subject to standing order 1(c) above, members of the public are permitted to
make representations, answer questions and give evidence in respect of any
item of business included in the agenda at the appropriate time allocated
within the meeting provided that due notice of their intention has been given
to the Town Clerk no later than 10.30a.m. of the day of the meeting..

The period of time which is designated for public participation in accordance

with standing order 1{d) above shall not exceed 15 minutes.

Subject to standing order 1(e) above, each member of the public is entitled to
speak once only in respect of business itemised on the agenda and shall not

speak for more than 3 minutes.

In accordance with standing order 1(d) above, a question asked by a member
of the public during a public participation session at a meeting shall not

require a response or start a debate,

In accordance with standing order 1(g) above, the Chairman may direct that a
response to a question posed by a member of the public be referred to a
Councillor for an oral response or to an employee for a written or oral

response.

A record of a public participation session at a meeting shall be included in the

minutes of that meeting.
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A person shall raise his hand when requesting to speak and stand when
speaking at meetings of full Council (except when a person has a disability or
is likely to suffer discomfort). The Chairman may at any time permit an

individual to be seated when speaking.

Any person speaking at a meeting shall address his comments to the

Chairman.

Only one person is permitted to speak at a time. If more than one person

wishes to speak, the Chairman shall direct the order of speaking.

Filming, photographing, recording, broadcasting or transmitting the
proceedings of any meeting of Council, or a committee or sub-committee
should be conducted in accordance with the Council’s Protocol for reporting

at Meetings.

Any person wishing to report on the proceedings of a meeting as in
paragraph 1(m) above, shall be provided with reasonable facilities for the
taking of their report of all or part of a meeting at which they are entitled to

be present.

Subject to standing orders which indicate otherwise, anything authorised or
required to be done by, to or before the Chairman may in his absence be

done by, to or before the Vice-Chairman.

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 meeting shall preside
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at the meeting.

Subject to model standing order 1 (y) below, all questions at a meeting shall

be decided by a majority of the Councillors present and voting thereon.

The Chairman may give an original vote on any matter put to the vote, and
in the case of an equality of votes may exercise his casting vote whether or

not he gave an original vote. (See also standing orders 2 (i) and (j) below.)

Unless standing orders provide otherwise, voting on any question shall be
by a show of hands. At the request of a Councillor, the voting on any
question shall be recorded so as to show whether each councillor present
and voting gave his vote for or against that question. Such a request shall be
made after the vote is taken. The Council may, on passing an appropriate
resolution permit voting on a specified agenda item to be by secret ballot. All
votes in such instances are to be counted by the Clerk and the result advised to

the Chairman.

The minutes of a meeting shall record the names of councillors present and

absent.

If prior to a meeting, a Councillor has submitted reasons for his absence at the
meeting which is then approved by a resolution, such resolution shall be

recorded in the minutes of the meeting at which the approval was given.

The code of conduct adopted by the Council shall apply to councillors in

respect of the entire meeting.
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A councillor or a non-councillor with voting rights who has a disclosable
pecuniary interest or another interest as set out in the council’s code of
conduct in a matter being considered at a meeting is subject to statutory
limitations or restrictions under the code on his right to participate and vote

on that matter.

No business may be transacted at a meeting unless at least one third of the
whole number of members of the Council are present and in no case shall

the quorum of a meeting be less than 3.

If a meeting is or becomes inquorate no business shall be transacted and the
meeting shall be adjourned. Any outstanding business of a meeting so
adjourned shall be transacted at a following meeting of Council or that
committee. If requested by those members present at a committee meeting
when a quorum is not present the business may be adjourned to the next

Council meeting.

Meetings shall not exceed a period of 2 hours 30 minutes unless a resolution is
passed to extend the time allowed for the business of the meeting to be
completed. Any business not completed shall be considered at the next

meeting of Council or the committee as appropriate.

Ordinary Council meetings

See also standing order 1 above
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.

In a year which is not an election year, the annual meeting of a Council
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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.

The election of the Chairman (Town Mayor) and the election of the Vice-
Chairman of the Council shall be the first business completed at the

annual meeting of the Council,

The Chairman of the Council, unless he/she has resigned or becomes
disqualified, shall continue in office and preside at the annual meeting
until his/her successor is elected at the next annual meeting of the

Council.

The Vice-Chairman of the Council, if any, unless he/she resigns or
becomes disqualified, shall hold office until immediately after the
election of the Chairman of the Council at the next annual meeting of the

Council.

In an election year, if the current Chairman of the Council has not been
re-elected as a member of the Council, he/she shall preside at the meeting
until a successor Chairman of the Council has been elected. The current
Chairman of the Council shall not have an original vote in respect of the
election of the new Chairman of the Council but must give a casting vote

in the case of an equality of votes,

In an election year, if the current Chairman of the Council has been re-
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elected as a member of the Council, he/she shall preside at the meeting

until a new Chairman of the Council has been elected. He/she 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.

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

of the Council at the annual meeting of the Council, the order of business

shall be as follows.

i

ii.

iv.

vi.

vii.

viii.

To receive the declarations of acceptance of office from the Chairman
of the Council and the Vice-Chairman following their respective
elections.

To appoint the Chairman of the Finance and General Purposes
committee.

To receive nominations to Planning, Public Halls, Grounds and Town
Development committees.

To appoint Chairmen of the Planning, Public Halls, Grounds and
Town Development committees

To receive nominations to the Finance and General Purposes
committee.

To review the terms of references for committees.

To review delegation arrangements to committees, sub-committees,
employees and other local authorities.

To review the appointment of any new comunittees, confirmation of
their terms of reference, the number of members (including, if
appropriate, substitute councillors) and receipt of nominations to
them.

To Confirm the accuracy of the minutes of the last meeting of the
Council and to receive and note minutes of and/or to determine

recommendations made by committees.



Xi.

Xil.

Xiil.

Xiv.

XV.

Xvi.
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To review work with outside bodies, appoint representatives to
relevant bodies and review arrangements for reporting back.

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.

To confirm the calendar of meetings of the full Council and all
committees for the year ahead.

To appoint the members of the Staff Panel.

To appoint members of the Grants Panel.

To appoint a working party to review standing orders, financial
regulations and contract standing orders, recommending any
amendments for consideration to the next meeting of Council.

Review the Council’s complaints procedure.

3 Proper Officer

a  The Council’s Proper Officer shall be either the Town Clerk or such other

employee as may be nominated by the Council from time to time or such

other employee appointed by the Council to undertake the role of the

Proper Officer during the Proper Officer’s absence. The Proper Officer and

the employee appointed to act as such during the Proper Officer’s absence

shall fulfil the duties assigned to the Proper Officer in standing orders.

b The Council’s Proper Officer shall do the following.

i

ii.

Sign and serve on councillors by delivery or post at their residences
a summons confirming the time, date, venue and the agenda of a
meeting of the Council and a meeting of a committee and sub-
committee at least 3 clear days before the meeting,

Give public notice of the time, date, venue and agenda at least 3

clear days before a meeting of the Council or a meeting of a
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vi.

vii.

viii.

ix.

X1,

xii.

X111,

xiv,
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committee or a sub- committee (provided that the public notice with
agenda of an extraordinary meeting of the Council convened by
councillors is signed by them).

Subject to standing orders 4(a)-(e) below, include in the agenda all
written motions received from councillors in the order received
unless a councillor has given written notice at least 3 days before the
meeting confirming his withdrawal of it.

Convene a meeting of full Council for the election of a new
Chairman of the Council, occasioned by a casual vacancy in his/her
office, in accordance with standing order [3(b)i] OR [3(b)ii] above.
Make available for inspection the minutes of meetings.

Receive and retain copies of byelaws made by other local
authorities.

Receive and retain declarations of acceptance of office from
councillors.

Retain a copy of every councillor's register of interests and any
changes to it and keep copies of the same available for inspection.
Keep proper records required before and after meetings;

Process all requests made under the Freedom of Information Act 2000
and Data Protection Act 1998, in accordance with and subject to the
Council’s procedures relating to the same.

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

Manage the organisation, storage of and access to information held
by the Council in paper and electronic form.

Arrange for legal deeds to be sealed using the Council’s common seal
and witnessed (See also model standing orders 14{s) and (b).)

Arrange for the prompt authorisation, approval, and instruction
regarding any payments to be made by the Council in accordance

with the Council’s financial regulations.

11
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xv. Refer a planning application received by the Council to the Chairman
or in his/her absence Vice-Chairman of the Planning Committee
within 2 working days of receipt to facilitate an extraordinary
meeting if the nature of a planning application requires consideration
before the next ordinary meeting of the Planning Committee.

xvi. Retain custody of the seal of the Council which shall not be used
without a resolution to that effect.

xvii. Action or undertake activity or responsibiliies instructed by

resolution or contained in standing orders.

Motions requiring written notice

In accordance with standing order 3(b)(iii) above, no written motion
submitted may be moved at a meeting unless it is included in the agenda
and the mover has given written notice of its wording to the Council’s

Proper Officer at least 3 clear days before the next meeting.

The Proper Officer may, before including a motion in the agenda received
in accordance with standing order 4(a) above, correct obvious grammatical

or typographical errors in the wording of the motion.

If the Proper Officer considers the wording of a motion received in
accordance with standing order 4(a) above is not clear in meaning, the
motion shall be rejected until the mover of the motion resubmits it in
writing to the Proper Officer in clear and certain language at least 3 clear

days before the meeting,.
If the wording or nature of a proposed motion is considered urdawful or

improper, the Proper Officer shall consult with the Chairman of the

forthcoming meeting or, as the case may be, the Councillors who have

12
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convened the meeting, to consider whether the motion shall be included or

rejected in the agenda.

Having consulted the Chairman or councillors pursuant to standing order
4(d) above, the decision of the Proper Officer as to whether or not to

include the motion in the agenda shall be final.

Notice of every motion received in accordance with the Council’s standing
orders shall be numbered in the order received and shall be entered in a

book, which shall be open to inspection by all councillors.

Every motion rejected in accordance with the Council’s standing orders
shall be duly recorded with a note by the Proper Officer giving reasons for
its rejection in a book for that purpose, which shall be open to inspection by

all councillors.

Every motion and resolution shall relate to the Council’s statutory
functions, powers and lawful obligations or shall relate to an issue which

specifically affects the Council’s area or its residents.

Motions not requiring written notice

Motions in respect of the following matters may be moved without written
notice.

i To appoint a person to preside at a meeting,

ii.  To approve the absences of councillors,

iii. To approve the accuracy of the minutes of the previous meeting.

iv.  To correct an inaccuracy in the minutes of the previous meeting.

v.  To dispose of business, if any, remaining from the last meeting.

vi. To alter the order of business on the agenda for reasons of urgency or



vii.
viii.

ix.

xi.

xii.

X1ii,

Xiv.

XV.

Xvi.

xvil.

xviil.

Xix.

XX,

xx1.

xxii.

xxiii.

xxiv.

XXV,
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expedience,

To proceed to the next business on the agenda.

To close or adjourn debate.

To refer by formal delegation a matter to a committee or to a sub-
committee or an employee.

To appoint a committee or any members thereof.

To receive nominations to a committee or sub-committee.

To dissolve a committee or sub-committee.

To note the minutes of a meeting of a committee or sub-committee.
To consider a report and/or recommendations made by a committee
or a sub- committee or an employee.

To consider a report and/ or recommendations made by an employee,
professional advisor, expert or consultant.

To authorise legal deeds to be sealed by the Council’s common seal
and witnessed.

(See standing orders 14(a) and (b} below.)

To authorise the payment of monies.

To amend a motion relevant to the original or substantive motion
under consideration which shall not have the effect of nullifying it.

To extend the time limit for speeches.

To exclude the press and public for all or part of a meeting.

To silence or exclude from the meeting a Councillor or a member of
the public for disorderly conduct.

To give the consent of the Council if such consent is required by
standing orders.

To suspend any standing order except those which are mandatory
by law.

To adjourn the meeting.

To appoint representatives to outside bodies and to make

arrangements for those representatives to report back the activities of
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outside bodies.

xxvi. To answer questions from councillors.

If a motion falls within the terms of reference of a committee or sub-
committee or within the delegated powers conferred on an employee, a
referral of the same may be made to such committee or sub-committee or
employee provided that the Chairman may direct for it to be dealt with at

the present meeting for reasons of urgency or expedience.

Rules of debate

Motions included in an agenda shall be considered in the order that they
appear on the agenda unless the order is changed at the Chairman’s

direction for reasons of expedience.

Subject to standing orders 4(a)-(e) above, a motion shall not be considered

unless it has been proposed and seconded.

Subject to standing order 3(b)(iif} above, a motion included in an agenda

not moved by the councillor who tabled it, may be treated as withdrawn.

A motion to amend an original or substantive motion shall not be
considered unless proper notice has been given after the original or
substantive motion has been seconded and notice of such amendment,
shall, if required by the Chairman, be reduced to writing and handed to the

Chairman who shall determine the order in which they are considered.
A Councillor may move amendments to his/her own motion. If a motion

has already been seconded, an amendment to it shall be with the consent of

the seconder.
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Any amendment to a motion shall be either:
i. to leave out words;
ii. to add words;

iili.  to leave out words and add other words.

A proposed or carried amendment to a motion shall not have the effect of

rescinding the original or substantive motion under consideration.

Only one amendment shall be moved and debated at a time, the order of
which shall be directed by the Chairman. No further amendment to a
motion shall be moved until the previous amendment has been disposed

of.

Subject to Standing Order 6(h} above, one or more amendments may be
discussed together if the Chairman considers this expedient but shalt be

voted upon separately.
Pursuant to standing order 6(h) above, the number of amendments to an
original or substantive motion, which may be moved by a councillor, is

limited to one.

If an amendment is not carried, other amendments shall be moved in the

order directed by the Chairman.
If an amendment is carried, the original motion, as amended, shall take the
place of the original motion and shall become the substantive motion upon

which any further amendment may be moved.

The mover of a motion or the mover of an amendment shall have a right of

16
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reply, not exceeding 3 minutes.

Where a series of amendments to an original motion are carried, the mover
of the original motion shall have a right of reply in respect of the
substantive motion at the very end of debate and immediately before it is

put to the vote.

Subject to standing orders 6(m) and (n) above, a councillor may not speak
further in respect of any one motion except to speak once on an
amendment moved by another councillor or to make a point of order or to

give a personal explanation subject to the discretion of the Chairman.

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 interrupted
shall stop speaking. A Councillor raising a point of order shall identify the
standing order which he considers has been breached or specify the

irregularity in the meeting he is concerned by.

A point of order shall be decided by the Chairman and his decision shall be

final.

With the consent of the seconder and/or of the meeting, a motion or
amendment may be withdrawn by the proposer. A councillor shall not
speak upon the said motion or amendment unless permission for the

withdrawal of the motion or amendment has been refused.

Subject to standing order 6(0) above, when a councillor’s motion is under
debate no other motion shall be moved except:
i to amend the motion;

ii.  to proceed to the next business;
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iii.  to adjourn the debate;

iv.  to put the motion to a vote;

v. to ask a person to be silent or for him/her to leave the meeting;

vi.  to refer a motion to a committee or sub-comnmittee for consideration;
vil. to exclude the public and press;

viii. to adjourn the meeting;

ix. tosuspend any standing order, except those which are mandatory.

In respect of standing order 6(s)(iv) above, the Chairman shall first be
satisfied that the motion has been sufficiently debated before it is seconded
and put to the vote. The Chairman shall call upon the mover of the motion
under debate to exercise or waive his right of reply and shall put the
motion to the vote after that right has been exercised or waived. The
adjournment of a debate or of the meeting shall not prejudice the mover’s

right of reply at the resumption.

Code of conduct (England)
See also standing orders 1(d)~(i) nbove

All councillors and non-councillors with voting rights shall observe the

code of conduct adopted by the council.

Unless he has been granted a dispensation, a councillor or non-councillor
with voting rights shall withdraw from a meeting when it is considering a
matter in which he/she has a disclosable pecuniary interest. He/she may
return to the meeting after it has considered the matter in which he/she
had the interest.

Unless he/she has been granted a dispensation, a councillor or non-

councillor with voting rights shall withdraw from a meeting when it is

18
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considering a matter in which he/she has another interest if so required by
the council’s code of conduct. He/she may return to the meeting after it has

considered the matter in which he/she had the interest.

Dispensation requests shall be in writing and submitted to the Proper
Officer as soon as possible before the meeting, or failing that, at the start of

the meeting for which the dispensation is required.

A decision as to whether to grant a dispensation shall be made by a
meeting of the council, or committee or sub-committee for which the

dispensation is required and that decision is final.

A dispensation request shall confirm:
i. the description and the nature of the disclosable pecuniary interest or
other interest to which the request for the dispensation relates;
ii. whether the dispensation is required to participate at a meeting in a
discussion only or a discussion and a vote;
ili. the date of the meeting or the period (not exceeding four years) for
which the dispensation is sought; and

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

Subject to standing orders 7(d) and (f) above, dispensations requests shall be
considered at the start of the meeting for which the dispensation is required

A dispensation may be granted in accordance with standing order 7(e)

above if having regard to all relevant circumstances the following applies:

i) without the dispensation the number of persons prohibited from
participating in the particular business would be so great a proportion
of the meeting transacting the business as to impede the transaction of

the business or
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ii) granting the dispensation is in the interests of persons living in the
council’s area or

iii)it is otherwise appropriate to grant a dispensation.

Questions

A councillor may seek an answer to a question concerning any business of
the Council provided 2 clear days notice of the question has been given to

the Proper Officer.

Questions not related to items of business on the agenda for a meeting shall

only be asked during the part of the meeting set aside for such questions.

Every question shall be put and answered without discussion.

Minutes

If a copy of the draft minutes of a preceding meeting has been circulated
to councillors no later than the day of service of the summons to attend

the scheduled meeting they shall be taken as read.

No discussion of the draft minutes of a preceding meeting shall take place
except in relation to their accuracy. A motion to correct an inaccuracy in the

minutes shall be raised in accordance with standing order 5(a)(iv) above.

Minutes, including any amendment to correct their accuracy, shall be
confirmed by resolution and shall be signed by the Chairman of the
meeting and stand as an accurate record of the meeting to which the

minutes relate.
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d  Upon a resolution which confirms the accuracy of the minutes of a meeting,

any previous draft minutes or recordings of the meeting shall be destroyed.

10 Disorderly conduct

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

conduct

b If, in the opinion of the Chairman, there has been a breach of standing
order 10(a) above, the Chairman shall express that opinion and thereafter
any councillor (including the Chairman) may move that the person be
silenced or excluded from the meeting, and the motion, if seconded, shall

be put forthwith and without discussion.

c If a resolution made in accordance with standing order 10(b} above, is
disobeyed, the Chairman may take such further steps as may reasonably be

necessary to enforce it and/or he/she may adjourn the meeting.
11 Rescission of previous resolutions
a A resolution (whether affirmative or negative) of the Council shall not be
reversed within 6 months except either by a special motion, the written
notice whereof bears the names of at least four members of the Council, or
by a motion moved in pursuance of the report or recommendation of a

committee,

b When a special motion or any other motion moved pursuant to standing
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order 11(a) above has been disposed of, no similar motion may be moved

within a further 6 months.

12 Voting on appointments

Where more than 2 persons have been nominated for a position to be filled
by the Council and none of those persons has received an absolute majority
of votes in their favour, the name of the person having the least number of
votes shall be struck off the list and a fresh vote taken. This process shall
continue until a majority of votes is given in favour of one person. Any tie

may be settled by the Chairman’s casting vote.

Voting on such appointments may be undertaken by secret ballot if so
requested by a majority of councillors present in accordance with standing

order 1(s).

13 Expenditure

a

Any expenditure incurred by the Council shall be in accordance with the

Council’s financial regulations,

The Council’s financial regulations shall be reviewed once a year.

The Ceuncil’s financial regulations may make provision for the
authorisation of the payment of money in exercise of any of the

Council’s functions to be delegated to a committee, sub-committee or

to an employee.
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14 Execution and sealing of legal deeds

See also standing order 5(a}(xvi) above

a A legal deed shall not be executed on behalf of the Council unless the same

has been authorised by a resolution.

b In accordance with a resolution made under standing order 14(a) above,
the Council’s common seal shall alone be used for sealing a deed
required by law. It shall be applied by the Proper Officer in the presence
of two members of the Council who shall sign the deed as witnesses

unless the Town Clerk be so authorised to do by resolution of the Council.

15 Committees

See also standing order 1 above

a The Council may, at its annual meeting, appoint standing committees and
may at any other time appoint such other committees as may be necessary,
and:

i. shall determine their terms of reference;

ii.  shall appoint and determine the term of office of councillor or non-
councillor members of such a committee (unless the appointment of
non-councillors is prohibited by law) so as to hold office no later than
the next annual meeting;

iii. may in accordance with standing orders, dissolve a committee at any
time.

iv.  The voting membership of a committee (with the exception of the
Planning Committee} shall not exceed half of the members of the
Council and their quorum shall be three members (Planning
Committee quorum shall be four members).

v. The Chairman and Vice-Chairman of the Council shall be entitled ,

23
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with or without notice to attend and speak , propose and second (but
not vote) at any meeting of a committee (other than Planning
Committee), sub-committee or working party. Nothing in this
standing order shall prevent the Vice-Chairman from being a
member of any committee, sub-committee or working party with full
voling rights if appointed by name.

vi.  Any councillor has the right to raise a matter with any committee
within the terms of reference of that committee and speak to that
committee with due notice having been given to the Town Clerk
prior to the meeting. The councillor may participate in the debate if
permitted by the Chairman but cannot vote on, nor propose or
second any motion.

vii.  Will not under normal circumstances appoint a committee Chairman

for more than three consecutive years.

Unless the council determines otherwise, a committee may appoint a
sub-committee or working party whose terms of reference and members
shall be determined by the committee,

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

Unless the council determines otherwise, all the members of an advisory
committee and a sub-committee of the advisory committee may be non-
councillors.

Sub-committees

See also standing order 1 above

Unless there is a Council resolution te the contrary, a committee may
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appoint a sub-committee whose terms of reference and members shall be
determined by resolution of the committee.

b Unless there is a Council resolution to the contrary, a committee may
appoint a working party to report and make recommendations to it on any
specific matter referred to the working party in accordance with the terms

of reference approved for it.

17 Extraordinary meetings

See also standing order 1 above

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 to do so by two councillors, those two councillors may convene
an extraordinary meeting of the Council. The statutory public notice
giving the time, venue and agenda for such a meeting must be signed by

the two councillors.

C The Chairman of a committee (or a sub-committee) may convene an

extraordinary meeting of the committee or sub-committee at any time.

d  If the Chairman of a committee (or a sub-committee) does not or refuses to
call an extraordinary meeting within 7 days of having been requested by to
do s0 by 2 members of the committee {or sub-committee) , any 2 members
of the committee {(or sub-committee} may convene an extraordinary
meeting of a committee {or a sub-committee). The statutory public notice
giving the time, venue and agenda for such a meeting must be signed by

the 2 members.
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Advisory committees

See also standing order 1 above

The Council may appoint advisory committees comprised of a number of

councillors and non-councillors.

Advisory committees and any sub-committees may consist wholly of

persons who are non-councillors.

Accounts and Financial Statement

All payments by the Council shall be authorised, approved and paid in
accordance with the Council’s financial regulations, which shall be

reviewed at least annually.

The Responsible Financial Officer shall report to the Finance and General
Purposes committee summarising the Council’s receipts and payments and
cash balances held. This statement should include a comparison with the
budget for the financial year. A Financial Statement prepared on the
appropriate accounting basis (receipts and payments, or income and
expenditure) for a year to 31 March shall normally be presented to each
councillor before the end of the following month of May. The Statement of
Accounts of the Council (which is subject to external audit), including the
annual governance statement, shall be presented to Council for formal

approval before 30 June.

Estimates/precepts

The Council shall approve written estimates for the coming financial
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year at its meeting before the end of January.

b Any committee desiring to incur expenditure shall consider their requests

at the September committee meeting.

21 Canvassing of and recommendations by councillors

a Canvassing councillors or the members of a committee or sub-committee,
directly or indirectly, for appointment to or by the Council shall disqualify
the candidate from such an appointment. The Proper Officer shall disclose

the requirements of this standing order to every candidate.

b A councillor or a member of a committee or sub-committee shall not solicit
a person for appointment to or by the Council or recommend a person for
such appointment or for promotion; but, nevertheless, any such person
may give a written testimonial of a candidate’s ability, experience or
character for submission to the Council with an application for

appointment.

¢ This standing order shall apply to tenders as if the person making the
tender were a candidate for an appointment.

22 Inspection of documents

a  Subject to standing orders to the contrary or in respect of matters which are
confidential, a councillor may, for the purpose of his official duties (but not
otherwise), inspect any document in the possession of the Council or a
committee or a sub-committee, and request a copy for the same purpose.
The minutes of meetings of the Council, its committees or sub-committees

shall be available for inspection by councillors.
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Unauthorised activities

Unless authorised by a resolution, no individual councillor shall in the

name or on behalf of the Council, a committee or a sub-committee:

i inspect any land and/or premises which the Council has a right or
duty to inspect; or

ii. issue orders, instructions or directions.

Confidential business

Councillors shall not disclose information given in confidence or which

they believe, or ought to be aware is of a confidential nature.

A councillor in breach of the provisions of standing order 24({a) above may
be removed from a committee or a sub-committee by a resolution of the

Council.

Matters affecting council employees

If a meeting considers any matter personal to a Council employee, it shall
not be considered until the Council OR the Finance and General Purposes
committee OR the Staff Panel sub-committee has decided whether or not
the press and public shall be excluded pursuant to standing order 1{c)

above.

Subject to the Council’s policy regarding absences from work, the Council’s
most senior employee shall notify the Town Mayor or, in his/her absence,
the Deputy Town Mayor or the Chairman of the Staff Panel sub-committee

of any absence occasioned by illness or urgency and that person shall
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report such absence to the Staff Panel sub-committee at its next meeting.

Subject to the Council’s policy regarding the handling of grievance matters,
the Council’s most senior employee (or other employecs) shall contact the
Chairman of the Staff Panel sub-committee or in his/her absence, another
member of the Staff Panel sub-committee in respect of an informal or formal
grievance matter, and this matter shall be reported back and progressed by

resolution of the Staff Panel sub-committee.

Subject to the Council’s policy regarding the handling of grievance and
disciplinary matters, if an informal or formal grievance matter raised by an
employee relates to the Chairman or Vice-Chairman of the Staff Panel sub-
committee, this shall be communicated to another member of the Staff
Panel sub-committee or the Town Mayor, which shall be reported back and
progressed by resolution of the Staff Panel sub-committee or the Council as

appropriate.

Any persons responsible for all or part of the management of Council
employees shall keep written records of all meetings relating to their

performance, and capabilities, grievance and disciplinary matters.

The Council shall keep written records relating to employees secure. All
paper records shall be secured under lock and electronic records shall be

password protected.
Records documenting reasons for an employee’s absence due to ill health
or details of a medical condition shall be made available only to those

persons with responsibility for the same.

Only persons with line management responsibilities shall have access to
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employee records referred to in standing orders 25(f) and (g) above if so

justified.

i Access and means of access by keys and/or computer passwords to records
of employment referred to in standing orders 25(f) and (g) above shall be
provided only to the Town Clerk and/or the Chairman of the Council OR
the Chairman of the Staff Panel sub-committee.

26 Requests for Information

a All requests for information held by the Council shall be processed in
accordance with the Council’s policy in respect of handling requests under

the Freedom of Information Act 2000 and the Data Protection Act {1998).

b Correspondence from, and notices served by, the Information
Commissioner shall be referred by the Proper Officer to the chairman of the
Finance and General Purposes committee. The said committee shall have
the power to do anything to facilitate compliance with the Freedom of
Information Act 2000 including exercising the powers of the Proper Officer
in respect of Freedom of Information requests set out under standing order

3(b)(x} above.
27 Relations with the press/media
a All requests from the press or other media for an oral or written statement
or comment from the Council shall be processed in accordance with the

Council’s policy in respect of dealing with the press and/or other media.

b Official statements from the Council to the media shall only be made by the

Town Clerk or when authorised by the Town Mayor or the Chairman of a

30



CILP124

relevant Committee.

c In accordance with the Council’s policy in respect to dealing with the press
and/or other media, councillors shall not, in their official capacity, provide
oral or written statements or written articles to the press or other media as

though giving an impression that he/she is acting on behalf of the Council.

28 Liaison with District and County or Unitary Councillors

a An invitation to attend a meeting of the Council shall be sent, together with
the agenda, to the councillor of the District and County Council

representing its electoral ward.

b Unless the Council otherwise orders, a copy of each letter sent to the
District or County Council may be sent to the District or County Council
councillor representing its electoral ward.

29 Financial matters

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

i the accounting records and systems of internal control;

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

iit.  the work of the Internal Auditor and the receipt of regular reports
from the Internal Auditor, which shall be required at least annually;

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

v.  procurement policies (subject to standing order 29(b) below)

including the setting of values for different procedures where the
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contract has an estimated value of less than £50,000.

Any proposed contract for the supply of goods, materials, services and
the execution of works with an estimated value in excess of £50,000 shall
be procured on the basis of a formal tender as summarised in standing

order 29(c) below.

Any formal tender process shall comprise the following steps:

i.  a public notice of intention to place a contract to be placed in a local
newspaper;

ii.  a specification of the goods, materials, services and the execution of
works shall be drawn up;

iit.  tenders are to be sent, in a sealed marked envelope, to the Proper
Officer by a stated date and time;

iv.  tenders submitted are to be opened, after the stated closing date and
time, by the Proper Officer and at least one member of the Council;

v. tenders are then to be assessed and reported to the appropriate

meeting of Council or Committee.

Neither the Council, nor any committee, is bound to accept the lowest

tender, estimate or quote.

Where the value of a contract is likely to exceed £138,893 (or other
threshold specified by the Office of Government Commerce from time to
time} the Council must consider whether the Public Contracts
Regulations 2006 (SI No.5, as amended} and the Utilities Contracts
Regulations 2006 (SI No. 6, as amended) apply to the contract and, if
either of those Regulations apply, the Council must comply with EU

procurement rules.
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30 Allegations of breaches of the code of conduct

a  Upen notification by the District Council that it is dealing with a complaint
that a councillor or non-councillor with voting rights has breached the

council’s code of conduct, the Proper Officer shall report this to the council.

b Where the notification in standing order 30(a) above relates to a complaint
made by the Proper Officer, the Proper Officer shall notify the Chairman of
the Council of this fact, and the Chairman shall nominate another staff
member to assume the duties of the Proper Officer in relation to the
complaint until it has been determined and the council has agreed what

action, if any, to take in accordance with standing order 30(d) below

¢ 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;
it. seek information relevant to the complaint from the person or body with

statutory responsibility for investigation of the matter.

d Upon notification by the District Council that a councillor or non-
councillor with voting rights has breached the council’s code of conduct,
the council shall consider what, if any, action to take against him/her.

Such action excludes disqualification or suspension from office.
31 Variation, revocation and suspension of standing orders

a  Any or every part of the standing orders, except those which are
mandatory by law, may be suspended by resolution in relation to any

specific item of business.

b A motion to add to or vary or revoke one or more of the Council’s standing
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orders, not mandatory by law, shall be proposed by a special motion, the

written notice whereof bears the names of at least four councillors.

32 Standing orders to be given to councillors

a  The Proper Officer shall provide a copy of the Council's standing orders to

a councillor upon delivery of his declaration of acceptance of office.

b The Chairman’s decision as to the application of standing orders at

meetings shall be final.
c A councillor’s failure to observe standing orders more than 3 times in one

meeting may result in him/her being excluded from the meeting in

accordance with standing orders.
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Contract Standing Orders

CSO1 General

11

1.2

1.3

1.4

15

Definitions

“Contract” means (i) any agreement for the supply of goods, services, or the
execution of works to or for the Council including the use of consultants; (ii) any
Framework Agreement; or (ifi) any agreement where no payment is made by the
Council but which is of financial value to the economic operator but does not include
(without exception) (iv) an employment contract: or (v) a Grant Agreement;

“Contracts Finder” means a web-based portal provided for the purposes of the UK
Regulations by or on behalf of the Cabinet Office;

“Council” means Petersfield Town Council;
“Economic Operator” means the party or potential party to a Contract;

“Proper Officer” means the Town Clerk or other such employee as appointed by the
Council

These Contract Standing Orders (“CSOs”) are made pursvant to the Local
Government Act 1972, section 135 and shall come into force on 1st January 2018 but
nothing in these CSOs shall prejudice the validity of any actions taken before that
date under any previous CSQOs.

Subject to C501.4 every contract made by or on behalf of the Council shall comply
with:

1.3.1 these CS0Os;
1.3.2 the Council’s Financial Regulations;

1.33 all relevant statutory provisions including, in particular, Local Government
Act 1988 Part II, Local Government Acts 1999 and 2000 and the Public
Contracts Regulations 2015;

1.3.4 European Union treaties and European Council directives;
1.3.5 the rules on State Aid;

1.3.6 any direction by the Council or Committee having appropriate delegated
authority.

These CS0s shall not apply or may be varied:
14.1 as resolved by the Council or appropriate Committee;
1.4.2 where statute or subordinate legislation prescribes otherwise.

The estimated value of a contract shall be the total value of the contract, net of VAT,
This is the total consideration estimated to be payable over the full term of the
Contract by the Council to include any option to extend.
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1.6

1.7

1.8

1.9

CS502

21

2.2

23

CS03

3.1

3.2

The estimated value of a Framework Agreement is the total value of all the Contracts
which could be entered into by the Council and all other contracting authorities, as
applicable. Where the Council has a requirement for a single contract comprising
services, supplies or works in combination, the rules to be applied are those which
apply to the largest element by consideration.

Purchases of the same or similar goods or services must be aggregated wherever
practicable. Contracts must not be artificially separated so as to circumvent the
application of any part of CSOs, the EU Public Procurement Directives or UK
Regulations.

Where the Contract period exceeds four years or is for an indefinite or unknown
period, the value shall be calculated on the basis that the Contract shall be for a
period of four years.

A decision whether to employ electronic or paper based methods of seeking
expressions of interest, inviting tenders and/or receiving tenders shall be taken
before expressions of interest are sought and the method chosen shall take into
account of the class of potential economic operators and economic operators. Those
decisions shall be advertised to potential economic operators and economic
operators.

Authority to Enter into Contracts

The Proper Officer shall have power to accept tenders (where required} and to enter
into contracts on behalf of the Council to a value not exceeding £5,000.

In other cases the Council or the relevant committee shall have power to accept
tenders and to authorise the conclusion of contracts.

The authority to accept tenders and/or enter into contracts shall be documented by
the Proper Officer. The report seeking authority and the decisions shall include: a
Council summary, recommendations, reasons for recommendations, a list of
background papers (if any), the outcomes of consultations, statutory background,
relevant policy background, other courses of action considered but rejected (if
appropriate), staffing consequences, financial consequences, and how the proposal
will help to reduce crime and disorder and promote race relations. Decisions taken
under delegated authority shall be recorded by the Proper Officer in the database of
delegated decisions.

Framework Agreements and Suitability of Economic Operators

A Framework Agreement is an agreement between one or more contracting
authorities (bodies governed by public law) and one or more economic operators, the
purpose of which is to establish the terms governing contracts to be awarded during
a given period, in particular with regard to price and, where appropriate, the
quantity envisaged. Framework Agreements may be established by the Council, or
by other public bodies, or public sector buying consortia, as arrangements through
which the Council, along with other public bodies, may make specific purchases.

Where appropriate a Framework Agreement that has been approved as suitable by
the Council or an appropriate Committee should be used for the making of the

3
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51

5.2

5.3

proposed purchase. A suitable Framework Agreement shall be appropriate for the
specific requirement and procured in compliance with the UK Regulations, and the
terms and conditions applicable shall meet the minimum requirements of the
Council.

Provisions contained in the UK Regulations which govern Framework Agreements
must be complied with when concluding a Framework Agreement or awarding a
contract based on a Framework Agreement.

In all cases where a Contract is awarded under these CSOs, an economic operator can
only be appointed who, as a minimum:

a) meets the Council’s insurance requirements for the Contract (in respect of
public liability, product, professional indemnity and/or employer's liabitity
as appropriate, based on an assessment of risk for the Contract); and

b) is registered for tax and holds a valid certificate { where appropriate).
Publication of Notices

In accordance with either these CSOs or UK Regulations, in all cases a public notice
will be required. The notice shall be placed on the Council’s web site and on
Contracts Finder.

The notice shall additionally be placed in at least one local newspaper, one trade
journal and/or approved website stating the nature and purposes of the Contract,
inviting tenders and stating the last day when tenders shall be accepted.

Where the value of the Contract is £25,000 or greater the information regarding the
Contract award is required to be placed on Contracts Finder.

Where the value of the Confract exceeds the relevant EU Threshold, the Contract
notice and Contract award notice shall also be placed in the OJEU in accordance with
the UK Regulations.

Contracts of £50,000 or Less

Where the estimated value of the Contract, calculated in accordance with C501, is
less than £50,000 and there is a suitable Framework Agreement approved by the
Council or appropriate committee under C503, that Framework Agreement shall be
used.

Where no suitable Framework Agreement is available, and the estimated value of the
Contract, calculated in accordance with CSO1, is less than £500, then one written
quotation should be obtained.

Where no suitable Framework Agreement is available, aCnd the estimated value of
the Contract, calculated in accordance with C501, is £500.01 or greater and less than
£50,000 three written quotations should be obtained against the same written request
for quotation should be obtained.

ClP23



5.4

55

5.6

CS06

6.1

6.2

6.3

6.4

6.5

In the selection of the economic operator, the need to seek best value for money and
be able to demonstrate that they have achieved this should be borne in mind.

The requirement for written quotations in C504.1 or 4.2 shall not apply where the
services comprise:

551 seeking the advice of counsel;
55.2 theservices of counsel byway of representation;
55.3 the services of an expert witlness;

5.5.4 the engagement of temporary or locum staff but the Proper Officer shall
obtain quotations wherever possible.

Contracts having a value of £50,000 or less shall be evidenced in writing which may
be the Council’s Purchase Order form.

Requirement for Tenders with a Value above £50,000 but below EU Threshold

Where the estimated value of the Contract, calculated in accordance with CSO1, is
£50,000 or greater but less than the relevant EU Threshold, and there is a suitable
Framework Agreement approved by the Council or appropriate committee, under
CS03, that Framework Agreement shall be used.

Where no suitable Framework Agreement is available, tenders shall be invited using
a procedure comparable/similar to the open procedure under the Public Contract
Regulations.

The procedure requires the publication of a notice in accordance with C504. The
public notice shall specify (i) a time period within which interested parties may
express an interest in tendering and (ii} the method by which such interest shall be
expressed. At the end of this period, an invitation to tender shall be sent to all parties
who have expressed an interest, specifying a reasonable period for tenders to be
returned.

In all cases, every invitation to tender shall include the following:

A statement that the tendering process will be conducted within the Council’s
corporate [electronic] tendering system;

. [Full instructions on how to submit their tender to this system];

Advice that tenders, once received in the system, will be anonymous until the
time specified for their opening;

Advice as to the deadline for submission of tenders to this system.

The invitation to tender shall state:
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the evaluation criteria (including sub-criteria and sub-sub-criteria (where
used));

weightings and scoring criteria that will be applied in the award of the
Contract.

These criteria must be capable of objective assessment, include price and any other
relevant factors, and be weighted by relative importance. The invitation to tender
shall also include the terms and conditions that will apply to the Contract.

Tendering Procedures for Contracts above EU Thresholds

The EU Public Procurement Directives sets the financial threshold above which
prescribed tendering procedures must be followed. The EU Thresholds are reviewed
every two years,

Where the estimated value of the Contract is above the relevant EU Threshold, the
procedures set out in the EU Public Procurement Directives must be followed. In
most cases, the open procedure, restricted procedure or competitive procedure with
negotiation will be used, but in certain specialist cases, the negotated procedure
without prior publication, competitive dialogue procedure or innovation parinership
procedure shall apply.

Form of Invitation to Tender and Submission of Tender

The invitations to tender shall state that no tender will be considered unless
contained in a plain sealed envelope and endorsed ‘Tender” followed by the subject
to which it relates. Every such envelope shall bear no name or mark indicating the
sender. In cases where in accordance with CSO1.5 it has been decided that electronic
means of communication may or shall be used, tender forms may be accepted by
email or other form of electronic communication provided all appropriate safeguards
ensuring probity and anonymity have been put into place and have been complied
with by the economic operator.

Every tender shall be addressed to the Proper Officer of the Council and the tender
shall remain in the custody of the Proper Officer until the time appointed for its
opening,.

Opening of Tenders

All tenders for a contract shall be opened at the same time and in the presence of the
following persons:

9.1.1 in respect of tenders invited by the Proper Officer in accordance with
C502.1 above, the Proper or such officer as he or she shall have
designated for the purpose;

9.1.2 in respect of tenders in accordance with CSQ2.2 above, the Chairman
or other member of the appropriate committee together with the
Proper Officer or such officer as he or she shall have designated for
the purpose.
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The Proper Officer shall prepare and maintain a register of tenders received and shall
record in that register the name of the economic operator and the total amount of the
tender.

All persons required by CSO11.1 above to be present at the opening of tenders shall
immediately thereafter sign against the relevant particulars in the register of such
tenders having been opened by them or in their presence and shall initial each of the
tender documents.

CSQO10Evaluation of Tenders and Award of Contracts

101

10.2

10.3

104

10.5

10.6

10.7

The Proper Officer shall ensure that the tenders received are evaluated in accordance
with the evaluation criteria that have been adopted for the Contract, and stated in the
Invitation to Tender. These criteria must be capable of objective assessment, include
price and other relevant factors, and be weighted by relative importance.

The Proper Officer shall produce a written report evaluating each tender received
against the evaluation criteria. The report shall identify the tenderer who has
submitted the most economically advantageous tender i.e. the tender that achieves
the highest score in the evaluation, and recommend the award of the Contract to that
tenderer. This report shall be submitted to the person authorised to award the
Contract under C50 2.

Where the value of a Contract is above the relevant EU Threshold, the Contract shall
be awarded in accordance with the UK Regulations and in particular the
requirements relating to a “standstill” period prior to the Contract being entered
into.

All Contracts, including an arrangement subject to a purchase order, must be made
in writing under English Law, and must clearly and carefully specify the supplies,
services or works to be provided, the agreed programme for delivery and the price
and terms for payment together with all other terms and conditions.

Subject to CS010.5 and CS010.6 every Contract exceeding £50,000 in value not
required or intended to be made under seal shall be signed on behalf of the Council
by two officers of the Council being the Proper Officer and the Finance Officer or
other office as nominated and approved by Council.

Every Contract which is a lease finance agreement shall be signed by both the Proper
Officer and the Finance Officer.

Every Contract required or intended to be made under seal shall be sealed on behalf
of the Council by the Proper Officer in the presence of a member of the Council.

CSO11Waiver of Contract Standing Orders and Modifications of Contracts

111

Any of the requirements of these CSOs may be waived in an individual case, by the
person authorised as follows:

11.1.1 Where the estimated value of the Contract is less than £50,000, the Manager
within whose area of responsibility the Contract falls;
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11.1.2 Where the estimated value of the Contract is £50,000 or greater but less than
£100,000, the Town Clerk;

11.1.3 Where the estimated value of the Contract is £100,000 or greater, the Council
or an appropriate committee with delegated responsibility for the relevant
service area.

A request for the issue of a waiver must be made in writing to the person authorised
under CS5011.1, with full reasons as to why the waiver is required, and evidence that
the issue of a waiver will not prevent best value from being obtained. The decision in
response to the request must also be in writing. No action shall be taken to enter into
the Contract until such request has been submitted and the decision made.

The Council is subject to legal requirements to ensure fair competition for Contracts
of a value exceeding the EU Thresholds, and subject to obligations under the EU
Treaty to ensure that all Contracts (regardless of value) are awarded having regard to
the need to avoid any action that is discriminatory, improper or which distorts
competition.

It is understood that a waiver may be utilised where it can be demonstrated that the
ability to act quickly to engage a single supplier would make economic sense and fit
with service requirements, in circumstances where there is no more effective way to
secure the capacity.

Any proposed modifications to existing contracts which have not been provided for
in the initial procurement documents in clear, precise and unequivocal review
clauses shall be approved by the Town Clerk where the value of the modification is
less than £5,000 and by the relevant committee with delegated responsibility for the
relevant service area where the value of the modification is £5,000 or greater prior to
agreement of such modification.

Review date: April 2019

Minute number FO863 refers

APPENDIX 1

The Public Works Contracts Regulations 2015 or the most recently approved set of

regulations in force.
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1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8

GENERAL

These financial regulations govern the conduct of financial management by
the council and may only be amended or varied by resolution of the council.
Financial regulations are one of the council's three governing policy
documents providing procedural guidance for members and officers.
Financial regulations must be read in conjunction with the council’s standing
orders and any separate financial regulations relating to contracts.

The council is responsible in law for ensuring that its financial management
is adequate and effective and that the council has a sound system of
internal control which facilitates the effective exercise of the council's
functions, including arrangements for the management of risk.

The council's accounting control systems must include measures:
o for the timely production of accounts;
o to prevent and detect inaccuracy and fraud; and
o identifying the duties of officers.

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

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

Members of Council are expected to follow the instructions within these
Regulations and not to entice employees to breach them. Failure to follow
instructions within these Regulations brings the office of Councillor into
disrepute.

The Responsible Financial Officer (RFQO) holds a statutory office to be
appointed by the council. The Town Clerk has been appointed as RFO and
these regulations will apply accordingly.

The RFO;

o acts under the policy direction of the council,

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

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

o ensures the accounting control systems are observed,;

o ensures the accounting records of the council are maintained up to
date and in accordance with proper practices;

o assists the council to secure economy, efficiency and effectiveness
in the use of its resources and

o produces financial management information as required by the
council.



1.9

1.10

The accounting records determined by the RFO shall be sufficient to show
and explain the council's transactions and to enable the RFO to ensure
that any income and expenditure account and statement of balances, any
additional information, as the case may be, or management information
prepared for the council from time to time comply with the Accounts and
Audit Regulations.

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

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

o a record of the assets and liabilities of the council, and

o wherever relevant, a record of the council’s income and expenditure
in relation to claims made, or to be made, for any contribution, grant
or subsidy.

The accounting control systems determined by the RFO shall include:

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

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

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

o procedures to ensure that uncollectable amounts, including any bad
debts are not submitted to the council for approval to be written off
except with the approval of the RFO and that the approvals are
shown in the accounting records, and

o measures to ensure that risk is properly managed.

The council is not empowered by these Regulations or otherwise to

delegate certain specified decisions. In particular any decision regarding:
o setting the final budget or the precept (Council Tax Requirement):

approving accounting statements;

approving an annual governance statement;

borrowing;

writing off bad debts;

declaring eligibility for the power of well-being; and

addressing recommendations in any report from the internal or

external auditors,

C 00 0 00

shall be a matter for the full Council only.

In addition the Council must:
o determine and keep under regular review the bank mandate
o approve any grant or a single commitment;
o in respect of the annual salary for any employee have regard to
recommendations about annual salaries of employees made by the
relevant Committee in accordance with its terms of reference.
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In these financial regulations, references to the Accounts and Audit
Regulations or ‘the regulations’ shall mean the regulations issued under
the provisions of section 27 of the Audit Commission Act 1998 and then in
force unless otherwise specified.

In these financial regulations the term ‘proper practice’ or ‘proper practices’
shall refer to guidance issued in Governance and Accountability for Local
Councils — a Practitioners’ Guide (England} which is published jointly by
National Association of Local Councils (NALC} and Society of Local
Council Clerks (SLCC) from time to time.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

All accounting procedures and financial records of the council shall be
determined by the RFO in accordance with the Accounts and Audit
Regulations, appropriate Guidance and proper practices.

On a regular basis, at least once in each quarter, and at each financial year
end, the Chairman of the Finance and General Purposes Committee shall
verify bank reconciliations for all accounts produced by the Finance Officer.
The member shall sign the reconciliations and the original bank statements
(or similar document) as evidence of verification. This activity shall on
conclusion be reported, including any exceptions, to and noted by the
Finance & General Purposes Committee.

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

The council shall ensure that there is adequate and effective system of
internal audit of its accounting records, and of its system of intemal control in
accordance with proper practices. Any officer or member of the council shall
make available such documents and records as appear to the council to be
necessary for the purpose of the audit and shall, as directed by the council,
supply the RFQ, internal auditor, or external auditor with such information
and explanation as the council considers necessary for that purpose.

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

The internal auditor shall:
o be competent and independent of the financial operations of the
council;
o report to the Council in writing, or in person, on a regular basis with a
minimum of two written reports during each financial year, one of them
coming at the end of the financial year;
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o to demonstrate competence, objectivity and independence, be free
from any actual or perceived confiicts of interest, including those
arising from family relationships, and

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

Internal or external auditors may not under any circumstances:
o perform any operational duties for the council;
o initiate or approve accounting transactions;
o direct the activities of any council employee, except to the extent that
such employees have been appropriately assigned to assist the
internal auditor.

For the awoidance of doubt, in relation to internal audit the terms
‘independent’ and ‘independence’ shall have the same meaning as is
described in proper practices.

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

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

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

Each committee shall review in September each year its proposed revenue
and capital receipts and payments for the forthcoming financial year. In
addition, each Committee may consider potential proposed income and
expenditure for an additional two financial years, if desired.

The Finance Officer shall during October each year use the information
provided by each committee, along with officer forecasts for other routine
expenditure and asset maintenance requirements to produce a detailed draft
budget estimate for the following financial year.

A Finance Working Party, comprising the Town Mayor, Chairman of the
Finance & General Purposes Committee, Chairman of the Grounds
Committee, Chairman of the Public Halls Committee, Chairman of the Town
Development Committee plus the Town Clerk & RFO shall meet each year,
by no later than the end of November to review the detailed estimates of all
receipts and payments including the use of reserves and all sources of
funding for the following financial year and produce a recommended budget
and precept requirement for consideration by the Finance & General
Purposes Committee.

The Finance & General Purposes Committee shall consider the
recommendations from the Finance Working Party by no later than its
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December meeting each year and produce a recommended budget that
Council shall consider. The annual budget proposals in relation to the
council’s three year forecast of revenue and capital receipts and payments
shall include recommendations for the use of reserves and sources of funding
and update the forecast accordingly.

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

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

BUDGETARY CONTROL AND AUTHORITY TO SPEND

Expenditure on revenue items may be authorised up to the amounts
included for that class of expenditure in the approved budget. This authority
is to be determined by the terms of reference for each committee. Contracts
may not be disaggregated to avoid controls imposed by these regulations.

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

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

The salary budgets are to be reviewed at least annually in September or
October for the following financial year by the Staff Panel and such review
shall be evidenced by a hard copy schedule signed by the Town Clerk &
RFO and the Chairman of the Finance & General Purposes Committee
and/or the minutes of the Staff Panel meeting.

In cases of risk to the delivery of council services and protection of the
Council's assets, the Town Clerk may authorise revenue expenditure on
behalf of the council which in the Town Clerk’s judgement it is necessary to
carry out. Such expenditure includes repair, replacement or other work,
whether or not there is any budgetary provision for the expenditure, subject
to a limit of £2,000. The Town Clerk shall report such action to the relevant
Chairman as soon as possible and to the Finance & General Purposes
Committee as soon as practicable thereafter. In the event that the
emergency expenditure required is in excess of £2,000, this may be
approved by the Town Clerk with the approval of the Town Mayor, Chairman
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of Finance & General Purposes Committee and Chairman of the relevant
committee.

Authority is delegated to the Town Clerk and RFO to authorise and commit
expenditure on matters conducive to the smooth running of the Council's
services. This includes utility and fuel costs, stationery, cleaning materials,
planned maintenance of facilities, staff training/development, legal advice,
regular functions/services and statutory payments but is not intended to be
exhaustive.

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

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

The RFO shall regularly provide the Finance & General Purposes
Committee with a statement of receipts and payments to date under each
heading of the budgets, comparing actual expenditure to the appropriate
date against that planned as shown in the budget. These statements are to
be prepared at least at the end of each financial quarter and ideally to every
meeting of the committee and shall show explanations of material variances
from the budget.

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

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

The council's banking arrangements, including the bank mandate, shall be
made by the RFO and approved by the council; banking arrangements may
not be delegated to a committee. They shall be regularly reviewed for safety
and efficiency. The council may seek credit references in respect of
members or employees who act as signatories.

The RFO shall approve a prepared schedule of payments requiring approval,
forming part of the Agenda for the Council Meeting and present the schedule
to Council. The Council shall review the schedule for compliance and,
approve the payments by a resolution of the Council. The schedule shall be
disclosed as an attachment to the minutes of the meeting at which payment
was approved. Personal payments (including salaries, wages, expenses
and any payment made in relation to the termination of a contract of
employment) may be summarised to remove public access to any personal
information.

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

The Finance Officer shall examine invoices for arithmetical accuracy and
analyse them to the appropriate expenditure heading. The RFQ shall take all
steps to pay all invoices submitted and which are in order within the terms
specified on the account or contract.

The Clerk and RFO shall have delegated authority to authorise the payment

of items in the following circumstances:

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

(b) An expenditure item authorised under 5.6 below (continuing
contracts and obligations} provided that a list of such payments
shall be submitted to the next appropriate meeting of Council;

{c) Fund transfers within the councils banking arrangements,
provided that a list of such payments shall be submitted to the next
appropriate meeting of Council.

(d) Payments for work that has been completed to the full satisfaction
of the officer managing the project in accordance with any terms
and conditions that may apply for the relevant account or contract.

For each financial year the Finance Officer shall draw up a list of due
payments which arise on a regular basis as the result of a continuing
contract, statutory duty, or obligation {(such as but not exclusively, Salaries,
PAYE and NI, Superannuation Fund, regular maintenance contracts and
other similar payments provided also that a list of all such payments, when
made shalfl be submitted to the next appropriate meeting of Council on the
schedule of payments.

In respect of grants a Grants Panel comprising three councillors is appointed
by Council at its Annual Meeting. It shall consider and recommend approval
of community grant applications to Council within any limits set by Council
and in accordance with any Policy statement approved by Council. All
grants provided to Perennial Clients are to be considered and approved as
part of the Council's budget setting process. Any client to be added to or
removed from the Perennial Client list must be approved by resolution of
Council following a recommendation from the Finance & General Purposes
Committee.

In respect of Capital Grants that may be approved by the Council as part of
its budget setting process, all applications are to be considered by the
Finance & General Purposes Committee annually in October. The grant
shall not be payable until at least 1° March of the following year and all
successful applicants will need to provide evidence of expenditure prior to
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the grant payment being approved. This evidence can be by way of
receipted invoice, approved contract, order of goods or some other form that
is satisfactory to the Town Clerk.

Members are bound by the Code of Conduct as adopted by the Council and
shall not be present in the room when a decision to authorise or instruct
payment is made in respect of a matter in which they have a disclosable
pecuniary interest, unless a dispensation has been granted.

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

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

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

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

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

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

Cheques or orders for payment drawn on the bank account in accordance
with the schedule as presented to Council shall be signed by two members
of council and countersigned by the Clerk or (in the Clerk's absence) the
Finance Officer. If a member who is also a bank signatory has declared a
disclosable pecuniary interest in the matter in respect of which the payment
is being, alternative councillors shall be required to sign the cheque for that
payment.

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

If thought appropriate by the council, payment for utility supplies (energy,
telephone and water), any National Non-Domestic Rates and other regular
on-going contracts may be made by variable Direct Debit provided that the
instructions are signed by two members plus the Town Clerk or Finance
Officer and any payments are reported to Council as made. The approval of
the use of a variable Direct Debit shall be renewed by resolution of the
council at least every two years.

If thought appropriate by the council, payment for certain items may be made
by Banker's Standing Order provided that the instructions are signed, or

9



6.8

6.9

6.10

6.11

6.11

6.12

6.13

otherwise evidenced by two members plus the Town Clerk or Finance
Officer and any payments are reported to Council as made. The approval of
the use of a Bankers Standing Order shall be renewed by resolution of the
council at least every two years.

The normal method of making payments will be by electronic bank payments
provided that the instructions for each payment are signed, or otherwise
evidenced, by two members plus the Town Clerk or Finance Officer and any
payments are reported to Council as made. Should it hecome necessary to
make any payment by cheque then these will be actioned monthly. The
approval of the use of BACS or CHAPS shall be renewed by resolution of
the council at least every two years.

The process to be followed for the making of electronic bank payments is:

o The payments to be made will be processed through internet
banking with a future payment date of at least a week, and preferably 10
days;

» This list will be printed out from internet banking and placed with
the invoices or ‘orders for payment’ or similar paperwork to support the
payment;

» This list will be examined by 2 councillors prior to the date when
internet banking is scheduled to make the payments;

e The 2 councillors will sign the internet banking schedule to
confirm they have examined the payments and are satisfied that the
payments can and should be made;

e In the event that councillors are not content that any of the
payments should he made, there is still time for them to be removed from
internet banking before the scheduled due date.

Payment of staff salaries is to be made by internet banking transfer with a
'schedule’ or 'order for payment' being signed by two members plus the
Town Clerk or Finance Officer. All internet banking transfers are to be
entered into the computer system in the presence of the Chairman of the
Finance & General Purposes Committee or the Town Mayor. If neither of
these members are available for any reason an alternative councillor must
be present to confirm the payments.

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

Regular back-up copies of the records on any computer shall be made and
shall be stored securely away from the computer in question.

The Council, and any members using computers for the council's financial
business, shall ensure that anti-virus, anti-spyware and firewall, software
with automatic updates, together with a high level of security, is used.

Where internet banking arrangements are made with any bank, the Town
Clerk and RFO shall be appointed as the Service Administrator.

10



6.14

6.156

6.16

7

7.1

7.2

7.3

Arrangements shall also be made to ensure that a councillor is involved in
authorising payments before they are made.

Access to any internet banking accounts will be directly to the access page
(which may be saved under “favourites”), and not through a search engine.
or e-mail link Remembered or saved passwords facilities must not be used
on any computer used for council banking work. Breach of this Regulation
will be treated as a very serious matter under these regulations.

Changes to account details for suppliers, which are used for internet banking
may only be changed on written hard copy notification by the supplier and
supported by hard copy authority for the change signed by two of the Town
Clerk & RFQ, Chairman of the Finance & General Purposes Committee and
the Town Mayor. A programme of regular checks of standing data with
suppliers will be followed.

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

a) The RFO shall maintain as petty cash a float of £315 for the
purpose of defraying operational and other expenses. Vouchers
for payments made from petty cash shall be kept to substantiate
the payment.

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

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

PAYMENT OF SALARIES

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

Payment of salaries and payment of deductions from salary such as may be
required to be made for tax, national insurance and pension contributions, or
similar statutory or discretionary deductions may be made in accordance
with the payroll records and on the appropriate dates stipulated in
employment contracts, provided that each payment is reported to the next
available council meeting, as set out in these regulations above. All
payments are to0 be made in accordance with regulation 6.9 above and be
duly authorised as specified in that regulation.

No changes shall be made to any employee’s pay, emoluments, or terms
and conditions of employment without the prior consent of the relevant
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7.4

7.5

8.1

8.2

8.3

8.4

8.5

8.6

8.7

committee with the exception of contractual spinal column point pay
increases.

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

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

b) by the internal auditor;

c) by the external auditor;

d) by any person authorised under Audit Commission Act 1998.

The total of such payments in each calendar month shall be reported with all
other payments as may be required under these Financial Regulations, to
ensure that only payments due for the period have actually been paid.

LOANS AND INVESTMENTS

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

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

All loans and investments shall be negotiated in the name of the Council and
shall be for a set period in accordance with council policy.

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

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

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

Payments in respect of short term or long term investments, including
transfers between bank accounts held in the same hank, or branch, shall be
made in accordance with Regulation 5 (Authorisation of payments) and
Regulation 6 (Instructions for payments).
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9.1

9.2

9.3

9.4

9.5

9.6

9.7

0.8

2.9

10

10.1

10.2

10.3

INCOME

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

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

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

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

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

The origin of each receipt shall be entered on the paying-in slip.

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

The Finance Officer shall promptly complete any VAT Return that is
required. Any repayment claim due in accordance with VAT Act 1994 section
33 shall be made quarterly.

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

ORDERS FOR WORK, GOODS AND SERVICES

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

Order books shall be controlled by the RFO.
All members and Officers are responsible for obtaining value for money at all
times. An officer issuing an official order shall ensure as far as reasonable

and practicable that the best available terms are obtained in respect of each
transaction, usually by obtaining three or more quotations or estimates from
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10.4

10.5

11

appropriate suppliers, subject to any de minimus provisions in Regulation 11

(i} below.

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

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

CONTRACTS

Procedures as to contracts are laid down as follows:

(@)

(i)

(ii)
(i)

(vi)

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

for the supply of gas, electricity, water, sewerage and telephone
services;

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

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

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

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

for goods or materials proposed to be purchased which are
proprietary articles and/or are only sold at a fixed price.

(b) Where it is intended to enter into a contract exceeding £50,000 in value
for the supply of goods or materials or for the execution of works or
specialist services other than such goods, materials, works or specialist
services as are excepted as set out in paragraph (a) the Clerk shall invite
tenders from at least four firms having previously advertised the nature
and purpose of the proposed contract in accordance with the Contract
Standing Orders.

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

(d) Such invitation to tender shall state the general nature of the intended
contract and the Clerk shall obtain the necessary technical assistance to
prepare a specification in appropriate cases. The invitation shall in
addition state that tenders must be addressed to the Clerk in the ordinary
course of post. Each tendering firm shall be supplied with a specifically
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12.

121

12.2

12.3

marked envelope in which the tender is to be sealed and remain sealed
until the prescribed date for opening tenders for that contract.

(f) 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 who
will normally be the Chairman or member of the relevant Committee.

(9) If less than three tenders are received for contracts above £50,000 or if
all the tenders are identical the council may make such arrangements as
it thinks fit for procuring the goods or materials or executing the works.

(h) All tenders received and opened are to be assessed and analysed before
being reported to the next meeting of Council or the appropriate
Committee.

(i) Any invitation to tender issued under this regulation shall contain a
statement to the effect of Standing Order 21, and shall refer to the terms
of the Bribery Act 2010.

() When it is to enter into a contract less than £50,000 in value for the
supply of goods or materials or for the execution of works or specialist
services other than such goods, materials, works or specialist services as
are excepted as set out in paragraph (a) the Clerk or RFO shall obtain 3
quotations (priced descriptions of the proposed supply); where the value
1 below £5,000 and above £2,000 the Clerk or RFO shall strive to abtain
3 estimates. Otherwise, Regulation 10 (3) above shall apply.

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

{) Should it occur that 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, provided that the specification does not
change, no person shall be permitted to submit a later tender, estimate or
quote who was present when the original decision making process was
being undertaken.

(m)The European Union Procurement Directive shall apply and the terms of
the Public Contracts Regulations including thresholds shall be followed.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER
CONSTRUCTION WORKS

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

Where contracts provide for payment by instalments the RFO shall maintain
a record of all such payments. In any case where it is estimated that the total
cost of work carried out under a contract, excluding agreed variations, will
exceed the contract sum by 5% or more a report shall be submitted to the
council.

Any variation to a contract or addition to or omission from a contract must be
approved by the Council and confirmed by the Clerk to the contractor in
writing, the Council being informed where the final cost is likely to exceed the
financial provision.
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13.1

13.2

13.3

13.4

14

14.1

14.2

14.3

14.4

14.5

STORES AND EQUIPMENT

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

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

Stocks shall be kept at the minimum levels consistent with operational
requirements.
The RFO shall be responsible for periodic checks of stocks and stores at
least annually.

ASSETS, PROPERTIES AND ESTATES

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

No tangible moveable 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, save where the estimated
value of any one item of tangible movable property does not exceed £250.

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

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

Subject only to the limit set in Reg 14.2 above, no tangible moveable
property shall be purchased or acquired without the authority of the full
Council. In each case a Report in writing shall be provided to council with a
full business case
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14.6

15

156.1

15.2

15.3

15.4

16

16.1

17

171

17.2

17.3

17.4

17.5

The Finance Officer shall ensure that an appropriate and accurate Register
of Assets and Investments is kept up to date. The continued existence of
tangible assets shown in the Register shall be verified and valued at least
once during the term of the Council.

INSURANCE

Following the annual risk assessment (per Financial Regulation 17), the
Town Clerk shall effect all insurances and negotiate all claims on the
council's insurers.

The Town Clerk shall keep a record of all insurances effected by the council
and the propenty and risks covered thereby and annually review it.

The Town Clerk shall be notified of any loss liability or damage or of any
event likely to lead to a claim, and shall report these to Council at the next
available meeting.

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

CHARITIES

Where the council is sole managing trustee of a charitable body the Clerk
and RFO shall ensure that separate financial records are made in such form
as shall be appropriate, in accordance with Charity Law and legislation, or
as determined by the Charity Commission. The Town Clerk shall arrange for
any Audit or Independent Examination as may be required by Charity Law
or any Governing Document.

TOWN MAYOR'S CHARITY ACCOUNT

During the Town Mayor's period of office, he/she may raise funds for
charities or causes that are for the benefit of people locally or
nationally/internationally.

The Town Mayor is responsible for the choice of beneficiaries as well as the
activities that are undertaken to raise and/or distribute the funds.

The Town Mayor may use the budget allowance provided each year to cover
the costs incuired in undertaking the role of Town Mayor to defray the
expenses incurred during fundraising activities should he/she so desire.

All cheques or orders for payment raised from the account are to be
authorised by the Town Mayor and signed by two councillors in accordance
with the bank mandate.

Whilst the Town Mayor remains responsible for the activities raising funds,
the control of all invoices, payments and associated documentation rests
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17.6

7.7

18

18.1

18.2

19

19.1

19.2

with the Finance Officer who will operate control systems in line with those
used for regular council expenditure and maintain appropriate financial
records for audit purposes.

The balance of the Town Mayor's Charity Account should be reported
regularly by the Responsible Finance Officer to the Finance & General
Purposes Committee.

Bank reconciliations are to be presented by the Finance Officer to the
Finance & General Purposes Committee with the regular bank accounts on
a monthly basis.

RISK MANAGEMENT

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

When considering any new activity, the Clerk or appropriate Officer shall
prepare a draft risk assessment including risk management proposals for
consideration and adoption by the Council.

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

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

The council may, by resolution of the council duly notified prior to the
relevant meeting of council, suspend any part of these Financial Regulations
provided that reasons for the suspension are recorded and that an
assessment of the risks arising has been drawn up and presented in
advance to all members of council.
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Council Address: The Town Hall, Heath Road, Petersfield, GU31 4EA
Email Address: clerk@petersfield-tc.gov.uk
Telephone numbers: 01730 264182

Data Security Breach Reporting Form

A data security breach can happen for a number of reasons: Loss or theft of data or equipment on
which data is Stored, Inappropriate access controls allowing unauthorised use, Equipment failure,
Human error, Unforeseen circumstances such as a fire or flood, Hacking attack, ‘Blagging’
offences where information is obtained by deceiving the organisation who holds it. Use this form to
report such breaches.

Example: Reportable Theft or loss of an unencrypted laptop computer or other unencrypted
portable electronic/digital media holding names, addresses, dates of birth and National Insurance
Numbers of individuals. A manual paper-based filing system (or unencrypted digital media)
holding the personal data relating to named individuals and their financial records etc. More
information can be found using the below link:

https://ico.org.uk/media/for-
organisations/documents/1562/guidance on_data_security_breach_management.pdf

Breach Containment and Recovery
Article 2(2) of the Notification Regulation states:

The provider shall notify the personal data breach to the competent national authority no later than
24 hours after the detection of the personal data breach, where feasible. The provider shall include
in its notification to the competent national authority the information set out in Annex I. The
Privacy and Electronic Communications (EC Directive) Regulations 2003 (PECR) provide rules
about sending marketing and advertising by electronic means, such as by telephone, fax, email, text
and picture or video message, or by using an automated calling system. PECR also include other
rules relating to cookies, telephone directories, traffic data, location data and security breaches.
Detection of a personal data breach shall be deemed to have taken place when the provider has
acquired sufficient awareness that a security incident has occurred that led to personal data being
compromised, in order to make a meaningful notification as required under this Regulation.

| Date and time of Notification of Breach |

14 January 2019 Finance & General Purposes F0599 (Review Date January 2021)



Notification of Breach to whom
Name

Contact Details

Details of Breach

Nature and content of Data Involved

Number of individuals affected:

Name of person investigating breach

Name

Job Title
Contact details
Email

Phone number
Address

Information Commissioner informed
Time and method of contact

https://report.ico.org.uk/security-breach/

Police Informed if relevant
Time and method of contact
Name of person contacted

Contact details

Individuals contacted

How many individuals contacted?

Method of contact used to contact?

14 January 2019 Finance & General Purposes F0599 (Review Date January 2021)




Does the breach affect individuals in other EU
member states?

What are the potential consequences and adverse
effects on those individuals?

Confirm that details of the nature of the risk to the
individuals affected: any measures they can take to
safeguard against it; and the likely cost to them of
taking those measures is relayed to the individuals
involved.

Staff briefed

Assessment of ongoing risk

Containment Actions: technical and organisational
security measures have you applied (or were to be
applied) to the affected personal data

Recovery Plan

Evaluation and response

14 January 2019 Finance & General Purposes F0599 (Review Date January 2021)
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FINANCE AND
INVESTMENT POLICY

Approved by Finance & General Purposes Committee: March 2020
Minute No. F0894 refers
Policy Review Date: March 2021
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1.1

1.2

21

22

23

31

3.2

3.3

1 INTRODUCTION

The purpose of this policy is to set out the policies for the management of
cash and investments held by the Town Council which are not required for
day to day operational purposes.

The policy has been produced with reference to and complies with the
guidance issued by the Secretary of State on Local Government Investments
(31 edition) under Section 15(1) of the Local Government Act 2003.

OBJECTIVES

The general policy objective for this Council is prudent investment of its

balances. The Council’s investment priorities are:-

(i) the security of its reserves;

{(ii)  the liquidity of its general investments;

(iif)  the desire to generate a good yield from the investment of its Capital
Reserves to generate sufficient income to substantially support its
capital expenditure budget on a year by year basis;.

(iv) in addition to requiring a good yield to support its Capital
Expenditure plans, the overall value of the investment should grow in
line with inflation as a minimum requirement in order to maintain the
capital value of the original investment..

The Council will aim to achieve a reasonable return on its investments
commensurate with appropriate levels of security and liquidity.

Adequate liquidity is required to ensure that day to day activities can be
funded and at the same time, it is desirable to ensure that an appropriate
return on cash deposits is achieved. This document sets out the general
principles and policies to be adopted in the management of the Council’s cash
and investments.

FINANCIAL POLICIES

When considering financial plans and preparing the annual budget, the
Council will aim to:

Maintain a working bank account balance of approximately 1 - 3 months net
anticipated expenditure.

Surplus monies will be placed within suitable bank accounts or funds that are
accessible immediately or with a specified period of notice in order to
generate a suitable level of interest return.

Maintain a General Revenue Reserve, not earmarked for specific purposes, to
cushion the impact of unexpected events or emergencies or to smooth out
cashflow when undertaking works prior to the receipt of approved grants or
Developers Contributions; and maintained at between 3-6 months of gross
revenue expenditure.
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3.4

4.0

4.1

4.2

4.3

4.4

4.5

4.6

Maintain Earmarked Reserves, for both capital and revenue expenditure, to
meet known or predicted liabilities, identified individually in the Council’s
budgets.

INVESTMENT POLICIES
All investments will be Specified Investments which means that:-

(i) All investments will be made in sterling and any payments or
repayments will also be made in sterling, with UIK registered
institutions only;

(ii) All investments will be short term investments which will not exceed
a maximum of 12 months;

(iiiy  All investments will be made with a body or investment scheme
which has been awarded a high credit rating by a Credit Rating
Agency and is defined as ‘A’ ‘High Credit Quality” referring to the
Long Term grade issued in relation to an institution;

(iv)  All investments will be made in UK banks and building societies, or
other UK regulated institutions or funds

(v) A Credit Rating Agency will be taken as meaning one of the
following:-

e Standard and Poor’s
* Moody’s Investors Services Limited
» Fitch Ratings Limited

The Council’s interpretation of 4.1(ii) is that no moenies can be placed on term
deposit that has a maturity date in excess of 12 months. All investments held
must be realisable within this maximum period.

Credit Ratings will be monitored and reported to the Finance & General
Purposes Committee at six-monthly intervals; if the rating falls during this
period the Responsible Finance Officer, in consultation with the Town Mayor
and Chairman of the Finance & General Purposes Committee, will decide on
any appropriate action.

Investments should not be made with bodies, institutions, or funds that
support or exploit, either directly or indirectly the inappropriate welfare and
treatment of people or animals/wildlife. The Council may from time to time
produce a list of specific investments or investment sectors that it wishes to
avoid. The Council will satisfy itself that funds are only invested in an ethical
manner commensurate with the use of public monies

The Council’s approach to investment risk can be defined as ‘Lower-Medium’
risk. Advice will be sought from a suitably qualified and experienced
persons or bodies with a proven track record prior to investment decisions
being made who must be regulated by the Financial Conduct Authority.

Investment decisions in respect of the investment of Capital Reserves is to be
made with a medium term view of the market in mind of at least 5 years
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4.7

5.1

6.1

6.2

whilst complying with the Statutory Guidance issued in regard to the length
of any individual investment.

The Department of Communities and Local Government maintain that
borrowing of monies purely to invest or to lend in order to make a return is
inappropriate and the Town Council will not engage in such activity.

EXTERNAL BORROWING

All borrowing requires the approval of the Council. Borrowing to fund
capital expenditure may need the prior approval of the Department of
Communities and Local Government. The process to be followed and the
criteria to be applied are detailed in the Guide to Parish and Town Council
Borrowing in England jointly published by the Department and the National
Association of Local Councils.

REVIEW AND AMENDMENT OF THE POLICY

The Responsible Finance Officer will review this policy annually for approval
by the Council prior to the end of the financial year.

The Responsible Finance Officer may recommend variations of the policy for

approval by the Council in accordance with published guidance from the
Secretary of State from time to time.
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LE29

POLICY FOR THE
PROVISION OF GRANT AID

Date of review: July 2017
(amended November 2020 to include Exceptional Grants)
Minute number: F1186
Date of next review: March 2021

1.0 General

1)

2)

3)

4)

1.1

12

13

1.4

Petersfield Town Council makes grants to organisations each year. The sum
involved is set by the Council during its usual budget process. The grants are to
assist local organisations and clubs with projects or costs. All organisations or clubs
receiving these grants must fulfil the Council's Grant Service criteria (see below)

Grants are divided into 3 categories, termed Perennial, Community and Capital.

Perennial Grants: These are a special category of grants given annually to a set of
organisations which are judged to contribute to the whole community and which
are not usually capable of covering their full running costs; these grants may be
used as part of these.

Capital Grants: These are grants in excess of £3,000 that are awarded to community
groups, organisations or clubs that are seeking to undertake capital projects of
varying descriptions.

The Council sets its grants budget during the autumn prior to the financial year
in which it will be spent.

Grants may be made under any of a range of powers held by the Town Council,
including Section 137 of the Local Government Act (1972).

Applications for grants will fall into 1 of 3 categories; community, capital or
perennial.

All applicants will need to support their application by submitting a copy of
their constitution (or rules) plus audited accounts for the previous year(s).



1.5

1.6

1.7

CLP29

Applicants whose organisation works with young people under the age of 18
will also be expected to submit a copy of their Child Protection Policy.

Grants made under Section 137 will be recorded separately, as a requirement of
audit, and there is a limit of funds that can be allocated under this heading in
any financial year. The Secretary of State may review this limit from time to
time,

Section 137 can only be used when there is no other existing legal power of
expenditure and when members consider that the expenditure would be of
benefit to all or part of the town, commensurate with the level of expenditure
incurred.

20 Community Grants

21

2.2

2.3

24

2.5

2.6

2.7

2.8

These are awarded on a year fo year basis to assist organisations or clubs
with special projects or one off costs which cannot be met by their normal
income. These grants are not intended to assist with the actual running costs
and the Council expects to receive a report from the organisation on the
effectiveness of the awarded grant.

Grants shall not be awarded to an individual.

The Council is under no obligation to enter into ongoing commitments from
year to year for the provision of grants.

All grant applications will be considered on their own merit and any award
made is purely at the discretion of the Town Council.

Copies of any estimates should be attached to the application where
applicable.

The Council will not normally expect matched funding or funding from
other sources to be obtained by applicants. However, when the residency of
members of an organisation is spread over a number of different
communities, groups are encouraged to apply for funding to the relevant
parish councils at the same time. All applicants are required to disclose any
funding applications made to other organisations. Failure to do so may lead
to any grant award being withdrawn.

Successful applicants will be expected to report back to the Council on the
effectiveness of the project funded by the grant. In the event that a successful
applicant fails to provide a report, the Council may use this information in
the consideration of any future grant request.

Failure to provide the financial information specified in the application
and/or under point 1.4 of this policy may mean that the application may not
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be considered.

Applications received from organisations that hold unallocated reserves in
excess of one year’s operational requirements will not be eligible for a grant.

A Grants Panel of three Councillors, appointed by Council, will consider and
report on all applications.

Grant applications will be considered twice each year. Applicants need to
ensure their fully completed applications are submitted prior to 1t June or

1#t January with all supporting documentation. Applications received beyond
these cut-off dates will be considered at the next meeting of the Grants Panel,

The Grants Panel will recommend to Council the level of any grant to be
awarded at their meetings to be held in July and February. The level of grant
allocated will not normally exceed £1,500.

Council will normally pay grants to all successful applicants either during
the month following their approval or at the Annual Town Meeting, usually
held in April.

Community Grants ~Exceptional Circumstances

214

215

2.16

2.17

2.18

219

Such Grants applied for under exceptional and unprecedented circumstances
are eligible for consideration to assist organisations or clubs operating within
Petersfield for the benefit of the community that have been severely affected
by such an exceptional circumstance. Grants will be considered to assist
with actual running costs of the organisation and it will be expected that the
organisation shall demonstrate through its application the extent of the
financial impact suffered as a result of the exceptional circumstance.

Grants shall not be awarded to an individual.

All grant applications will be considered on their own metit and any award
made is purely at the discretion of the Town Council.

Successful applicants will be expected to report back to the Council on the
effectiveness of the grant. In the event that a successful applicant fails to
provide a report, the Council may use this information in the consideration
of any future grant request.

Failure to provide the financial information specified in the application
and/or under point 1.4 of this policy may mean that the application may not
be considered.

The Grants Panel will recommend to Council the level of any grant to be
awarded at their meeting following receipt and consideration of the
application. The level of grant allocated will not normally exceed £1,000.



31

3.2

33

34

3.5

3.6

3.7

CLP29

Perennial Grants

The Finance & General Purposes Committee will consider annually all
requests for inclusion as a Perennial Grant organisation. Successful
applicants will be deemed by the Council to be contributing to the whole
community and be organisations that are judged to be generally unable to
cover their full running costs.

Organisations receiving Perennial Grants will be subject to annual review
and will be expected to report back to the Council annually on the
effectiveness of the awarded grant.

Perennial Grant clients may exceptionally apply for an additional grant
towards a new project provided it can be demonstrated that this new venture
can be sustained within the organisation’s ongoing running costs in future
years.

The financial information to be provided by Perennial Community Grant
Organisations are as follows:

T Audited accounts and balance sheet for the previous year
[ Current constitution

[1 Budget for the current financial year
‘1 Cash flow projection for the current year

71 Written request indicating level of grant and purpose of funds

All financial information is to be received by 31st October each year so that
requests can be considered by the Finance and General Purposes Committee
in December to enable inclusion in the budget for the forthcoming financial
year and recommended to Council.

Grants will be paid at a time determined by the Council following approval
of the application.

Perennial Clients are organisations that are non-profit making and reflect at
least two of the following criteria:

3 Meet community needs

T Meet the service criteria

C Deliver front line services (see below)
C Atiract other sources of funding

They currently include:

C Citizens Advice Bureau

 Petersfield Open Air Swimming Pool
0 Winton House Centre
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~ Petersfield Museum
d Petersfield Cricket Club

Capital Grants

4.1 The Finance & General Purposes Committee will consider annually in
October all requests for capital grants. The grants will be for a minimum of
£3,000 and available for community groups, organisations or clubs that are
seeking to undertake capital projects of varying descriptions. The
Committee reserves the right not to make any awards of Capital Grants for
whatever reasons may be deemed appropriate.

4.2 Application forms must be completed and submitted, with all
documentation before the end of September.

4.3 All applications will need to include a current certificate for public liability
insurance to demonstrate adequate cover is held.

44 Applications must be for capital or infrastructure expenditure and include
written quotations dated within the previous 12 months.

4.5 The Council would welcome applicants having approached other grant
making bodies or Councils to support the capital project.

4.6 All applications should be accompanied by signed accounts for the two
previous financial years, a business plan, a cashflow forecast, an
organisational chart and minutes demonstrating that the expenditure has
been approved by the organisations governing body/committee. The
business plan should be for a minimum of 2 years for grants up to £10,000
and for 5 years for grants in excess of £10,000.

4.7 The Council will accept no liability for any ongoing maintenance costs of the
asset funded or project undertaken.

4.8 In evaluating each application, the Council will expect the applicant to
demonstrate a significant impact to the community from the capital project
being proposed, both in the short and long term.

4.9 The Council reserves the right under certain circumstances to impose a legal
charge over the asset being financed where an application is in excess of
£10,0600. Legal fees in such circumstances would be payable by the applicant.
The charge would be called in should the organisation cease to exist or cease
to provide the facilities for which the funding was originally sought within a
prescribed period

410 Any grant is repayable in full if proof of the expenditure is not submitted
within 6 months (or other period if agreed by Council) of the grant being
paid.
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Any recipient wishing to dispose of an asset funded or part-funded by a
grant within 2 years of its purchase must advise the Council prior to making
this decision.

All applicants must complete an evaluation of the project within 12 months
of receiving the grant.

Funding will only be awarded for projects being undertaken in and having
an effect upon the area under Petersfield Town Council’s jurisdiction. The
project must be shown to be of specific benefit to the people of Petersfield
and/or its businesses,

Grant recipients should acknowledge the financial support received from the
Council towards the project within all press releases and publicity. The
Council will provide logos for use to indicate its support.

Any grant awarded will not be payable until at least 1t April of the year
following receipt of the application.

Grant Aid Service Criteria

Funding of all grant aid, whether from Community, Capital or Perennial
Community Grants, will be judged according to the service criteria and
priorities. Service criteria are summarised as follows:-

0 Opportunities for young people

0 Opportunities for those that are disadvantaged and/or people with disabilities
00 Creation of new activities/clubs

(1 Sports coaching and sports administrator development

(] Raising awareness

M Opportunities to improve sporting facilities in the town

Arts

[ Assist to provide varied programmes

[1 Introduction of new experience forms

L] Research to identify needs

U Development of youth programmes

|1 Programmes within play schemes and out of school childcare
[l Projects that involve all sectors of the community

Community
[1 Involvement of young people

|1 Involvement of senior citizens
L1 Involvement of disabled people
[1 Projects that involve all sectors of the community
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Community Safety

[1 Crimes against property

- Reducing juvenile nuisance and youth crime

Li Reducing the fear of crime

0 Supporting vulnerable sections of the community

Policy updated November 2020 with inclusion of section on Community Grants- exceptional circusmstances
Minute nuniber F1186 refers



POLICY FOR THE
PROVISION OF GRANT AID

Date of review: July 2017
(amended November 2020 to include Exceptional Grants)
Minute number: F1186
Date of next review: March 2021

1.0 General

1)

2)

3)

4)

j A

1.2

13

14

Petersfield Town Council makes grants to organisations each year. The sum
involved is set by the Council during its usual budget process. The grants are to
assist local organisations and clubs with projects or costs. All organisations or clubs
receiving these grants must fulfil the Council's Grant Service criteria (see below)

Grants are divided into 3 categories, termed Perennial, Community and Capital.

Perennial Grants: These are a special category of grants given annually to a set of
organisations which are judged to contribute to the whole community and which
are not usually capable of covering their full running costs; these grants may be
used as part of these.

Capital Grants: These are grants in excess of £3,000 that are awarded to community
groups, organisations or clubs that are seeking to undertake capital projects of
varying descriptions.

The Council sets its grants budget during the autumn prior to the financial year
in which it will be spent.

Grants may be made under any of a range of powers held by the Town Council,
including Section 137 of the Local Government Act (1972).

Applications for grants will fall into 1 of 3 categories; community, capital or
perennial.

All applicants will need to support their application by submitting a copy of
their constitution (or rules) plus audited accounts for the previous year(s).
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Applicants whose organisation works with young people under the age of 18
will also be expected to submit a copy of their Child Protection Policy.

Grants made under Section 137 will be recorded separately, as a requirement of
audit, and there is a limit of funds that can be allocated under this heading in
any financial year. The Secretary of State may review this limit from time to
time.

Section 137 can only be used when there is no other existing legal power of
expenditure and when members consider that the expenditure would be of
benefit to all or part of the town, commensurate with the level of expenditure
incurred.

2.0 Community Grants

21

2.2

2.3

24

2.5

2.6

2.7

2.8

These are awarded on a year to year basis to assist organisations or clubs
with special projects or one off costs which cannot be met by their normal
income. These grants are not intended to assist with the actual running costs
and the Council expects to receive a report from the organisation on the
effectiveness of the awarded grant.

Grants shall not be awarded to an individual.

The Council is under no obligation to enter into ongoing commitments from
year to year for the provision of grants,

All grant applications will be considered on their own merit and any award
made is purely at the discretion of the Town Council.

Copies of any estimates should be attached to the application where
applicable.

The Council will not normally expect matched funding or funding from
other sources to be obtained by applicants. However, when the residency of
members of an organisation is spread over a number of different
communities, groups are encouraged to apply for funding to the relevant
parish councils at the same time. All applicants are required to disclose any
funding applications made to other organisations. Failure to do so may lead
to any grant award being withdrawn.

Successful applicants will be expected to report back to the Council on the
effectiveness of the project funded by the grant. In the event that a successful
applicant fails to provide a report, the Council may use this information in
the consideration of any future grant request.

Failure to provide the financial information specified in the application
and/or under point 1.4 of this policy may mean that the application may not



2.9

2.10

211

212

2.13

CLP29

be considered.

Applications received from organisations that hold unallocated reserves in
excess of one year’s operational requirements will not be eligible for a grant.

A Grants Panel of three Councillors, appointed by Council, will consider and
report on all applications.

Grant applications will be considered twice each year. Applicants need to
ensure their fully completed applications are submitted prior to 1st June or

1¢t January with all supporting documentation. Applications received beyond
these cut-off dates will be considered at the next meeting of the Grants Panel.

The Grants Panel will recommend to Council the level of any grant to be
awarded at their meetings to be held in July and February. The level of grant
allocated will not normally exceed £1,500.

Council will normally pay grants to all successful applicants either during
the month following their approval or at the Annual Town Meeting, usually
held in April.

Community Grants ~-Exceptional Circumstances

2.14

215

2.16

217

2.18

2.19

Such Grants applied for under exceptional and unprecedented circumstances
are eligible for consideration to assist organisations or clubs operating within
Petersfield for the benefit of the community that have been severely affected
by such an exceptional circumstance. Grants will be considered to assist
with actual running costs of the organisation and it will be expected that the
organisation shall demonstrate through its application the extent of the
financial impact suffered as a result of the exceptional circumstance.

Grants shall not be awarded to an individual.

All grant applications will be considered on their own merit and any award
made is purely at the discretion of the Town Council.

Successful applicants will be expected to report back to the Council on the
effectiveness of the grant. In the event that a successful applicant fails to
provide a report, the Council may use this information in the consideration
of any future grant request.

Failure to provide the financial information specified in the application
and/or under point 1.4 of this policy may mean that the application may not
be considered.

The Grants Panel will recommend to Council the level of any grant to be
awarded at their meeting following receipt and consideration of the
application. The level of grant allocated will not normally exceed £1,000.
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Perennial Grants

The Finance & General Purposes Committee will consider annually all
requests for inclusion as a Perennial Grant organisation. Successful
applicants will be deemed by the Council to be contributing to the whole
community and be organisations that are judged to be generally unable to
cover their full running costs.

Organisations receiving Perennial Grants will be subject to annual review
and will be expected to report back to the Council annually on the
effectiveness of the awarded grant.

Perennial Grant clients may exceptionally apply for an additional grant
towards a new project provided it can be demonstrated that this new venture
can be sustained within the organisation’s ongoing running costs in future
years.

The financial information to be provided by Perennial Community Grant
Organisations are as follows:

0 Audited accounts and balance sheet for the previous year

7] Current constitution

[ Budget for the current financial year

[~ Cash flow projection for the current year

[1 Written request indicating level of grant and purpose of funds

All financial information is to be received by 31st October each year so that
requests can be considered by the Finance and General Purposes Committee
in December to enable inclusion in the budget for the forthcoming financial
year and recommended to Council.

Grants will be paid at a time determined by the Council following approval
of the application.

Perennial Clients are organisations that are non-profit making and reflect at
least two of the following criteria:

0 Meet community needs

[. Meet the service criteria

C Deliver front line services (see below)
71 Attract other sources of funding

They currently include:
J Citizens Advice Bureau

C Petersfield Open Air Swimming Pool
C Winton House Centre
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[.1 Petersfield Museum
[ Petersfield Cricket Club

Capital Grants

The Finance & General Purposes Committee will consider annually in
October all requests for capital grants. The grants will be for a minimum of
£3,000 and available for community groups, organisations or clubs that are
seeking to undertake capital projects of varying descriptions. The
Committee reserves the right not to make any awards of Capital Grants for
whatever reasons may be deemed appropriate.

Application forms must be completed and submitted, with all
documentation before the end of September.

All applications will need to include a current certificate for public liability
insurance to demonstrate adequate cover is held.

Applications must be for capital or infrastructure expenditure and include
written quotations dated within the previous 12 months.

The Council would welcome applicants having approached other grant
making bodies or Councils to support the capital project.

All applications should be accompanied by signed accounts for the two
previous financial years, a business plan, a cashflow forecast, an
organisational chart and minutes demonstrating that the expenditure has
been approved by the organisations governing body/committee. The
business plan should be for a minimum of 2 years for grants up to £10,000
and for 5 years for grants in excess of £10,000.

The Council will accept no liability for any ongoing maintenance costs of the
asset funded or project undertaken.

In evaluating each application, the Council will expect the applicant to
demonstrate a significant impact to the community from the capital project
being proposed, both in the short and long term.

The Council reserves the right under certain circumstances to impose a legal
charge over the asset being financed where an application is in excess of
£10,000. Legal fees in such circumstances would be payable by the applicant.
The charge would be called in should the organisation cease to exist or cease
to provide the facilities for which the funding was originally sought within a
prescribed period

Any grant is repayable in full if proof of the expenditure is not submitted
within 6 months (or other period if agreed by Council) of the grant being
paid.
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Any recipient wishing to dispose of an asset funded or part-funded by a
grant within 2 years of its purchase must advise the Council prior to making
this decision.

All applicants must complete an evaluation of the project within 12 months
of receiving the grant.

Funding will only be awarded for projects being undertaken in and having
an effect upon the area under Petersfield Town Council’s jurisdiction. The
project must be shown to be of specific benefit to the people of Petersfield
and/or its businesses.

Grant recipients should acknowledge the financial support received from the
Council towards the project within all press releases and publicity. The
Council will provide logos for use to indicate its support.

Any grant awarded will not be payable until at least 15t April of the year
following receipt of the application.

Grant Aid Service Criteria

Funding of all grant aid, whether from Community, Capital or Perennial
Community Grants, will be judged according to the service criteria and
priorities. Service criteria are summarised as follows:-

O Opportunities for young people

[] Opportunities for those that are disadvantaged and/or people with disabilities
71 Creation of new activities/ clubs

-? Sports coaching and sports administrator development

.1 Raising awareness

[1 Opportunities to improve sporting facilities in the town

Arts

[1 Assist to provide varied programmes

L] Introduction of new experience forms

0 Research to identify needs

0 Development of youth programmes

0 Programmes within play schemes and out of school childcare
0 Projects that involve all sectors of the community

Community
1 Involvement of young people

_ Involvement of senior citizens

~ Involvement of disabled people
-_ Projects that involve all sectors of the community
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Community Safety

[1 Crimes against property

[ Reducing juvenile nuisance and youth crime

(] Reducing the fear of crime

0 Supporting vulnerable sections of the community

Policy updated November 2020 with inclusion of section or Community Grants- exceptional circumslances
Minute number F1196 refers



Petersfield Town Council NEW

Bank - Cash and Investment Reconciliation as at 28 February 2021

Confirmed Bank & Investment Balances

Bank Statement Balances

28/02/2021
28/0212021
28/02/2021
2810212021
2810212021
2810272021
28/02/2021
28/0212021
28102/2021
2810212021
28/0212021

Other Cash & Bank Balances

Unpresented Payments

All Cash & Bank Accounts

~N M A WN =

Lloyds Current Account
Lloyds Savings Account
Cambridge & Counties

Public Sector Deposit Fund
Lloyds Ticketsource

Moviola Cinema Float

Petty Cash Tin Float
Reception Till Float

Town Mayor's Charity -Current
Town Mayor's Charity-Savings
Lloyds Credit Card

Current Bank Afc
Cambridge & Counties Bank A/c
Public Sector Fund A/c
Ticketsource Afc
Petty Cash
Town Mayor's Charity A/c
Lloyds Credit Card
Other Cash & Bank Balances
Total Cash & Bank Balances

23,000.00
191,954 .21
1,587,742.03
64,480.45
2268
110.00
170.00
35.00
16.75
210.05
-42.99

1,869,698.18

0.00

1,869,698.18

42.99

1,869,655.19

216,954 .21
1.587,742.03
64,480.45
22.68
315.00
226.80
-42.99

0.00

1,869,698.18



