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HOUGHTON REGIS TOWN COUNCIL
Peel Street, Houghton Regis, Bedfordshire LUS5 SEY

Town Mayor: Cllr Martin S Kennedy Tel: 01582 708540

Town Clerk: Clare Evans E-mail: info@houghtonregis.org.uk
31 May 2019
To: Members of the Corporate Services Committee
Cllrs: D Jones (Chairman), D Abbott, Ms C Copleston, M Kennedy, Mrs S
Therne, K Wattingham and T Welch.
(Copies to other Councillors for information)
Notice of Meeting

You are hereby summoned to a Meeting of the Corporate Services Committee to be held at
the Council Offices, Peel Street on Monday 10th June 2019 at 7.00pm.

THIS MEETING MAY BE
o Mous RECORDED *
Clare Evans
Town Clerk
Agenda

1. ELECTION OF VICE-CHAIR!
2.  APOLOGIES & SUBSTITUTIONS
3. QUESTIONS FROM THE PUBLIC

In accordance with approved Standing Orders 1(¢)-1(1) Members of the public may make
representations, ask questions and give evidence at a meeting which they are entitled to
attend in respect of the business on the agenda.

The total period of time designated for public participation at a meeting shall not exceed
15 minutes and an individual member of the public shall not speak for more than 3
minutes unless directed by the chairman of the meeting.

4. DECLARATIONS OF INTEREST & REQUESTS FOR DISPENSATIONS

Under the Localism Act 2011 (sections 26-37 and Schedule 4) and in accordance with
the Council’s Code of Conduct, Members are required to declare any interests which are
not currently entered in the member’s register of interests or if he/she has not notified the
Monitoring Officer of any such interest,

Members are invited to submit any requests for Dispensations for consideration.

! As the Chair has sent his apologies this item is brought forward for consideration.

*Phones and other equipment may be used to film, audio record, tweet or blog from this
meeting by an individual Council member or a member of the public. No part of the meeting
room is exempt from public filming unless the meeting resolves to go info exempt session
The use of images or recordings arising from this is not under the Council’s control,
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5.

MINUTES
Pages 7-12
a) To approve the Minutes of the meeting held on 4® March 2019.

Recommendation: To approve the Minutes of the meeting held on 4 March
2019 and for these to be signed by the Chairman.

TO RECEIVE THE MINUTES OF THE FOLLOWING MEETINGS
Pages 13-18
Personnel Sub-Committee: 215 January 2019.

Recommendation: To receive the Minutes of the Personnel Sub-Committee
meetings of the 215 January 2019,

COMMITTEE FUNCTIONS & TERMS OF REFERENCE

Pages 19-20

In accordance with Standing Order 4.,j.iii. Council is required to review its delegation
arrangements to committees and sub committees.

These arrangements are set out in the Committec Functions & Terms of Reference. This
document sets out the system of delegation to the Committees, Sub Committees and
Working Groups of the Council.

Recommendation: To note the information.
BUDGET REVIEW & INCOME AND EXPENDITURE REPORT
Pages 21-30

Members will find attached a report on the Corporate Services Committee budget for
2019/20 supported by the relevant extract from the approved budget for 2019/20 and
income and expenditure report.

As members can see from the budget report there is no budget provision for any future
projects. However, the following has been initiated:

e An approach has been made to Central Bedfordshire Council regarding the
potential availability of 106 funding. A substantive response awaited.

e Officers have also investigated grant sources, although projects need to meet the
grant criteria and often have to be match funded. This remains a work in
progress.

o The council has also sought to vary an existing s106 so that it can be utilised in a
more flexible way. This remains ongoing due to delays caused by other parties to
the agreement.

Recommendations: 1. To note the virement within cost centre 190 of £100 from
190-4017 to 190-4038
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10.

11,

12.

2. To approve the virement of £660 from 190-4026 to 302-
4034 (Website)

3. To approve the works to the office as recommended in the
Condition Survey regarding electrical testing and repair,
lighting renewals and boiler renewal.

4. To note at this stage the predicted deficits in 190-4001
(£5,820) and 191-4005 (£4,007).

BANK AND CASH RECONCILIATION STATEMENTS

Pages 31-36

Members are requested to receive the monthly bank and cash reconciliation statements
from February 2019 to March 2019.

Recommendations: 1. To approve the monthly Bank and Cash Reconciliation
statements from February 2019 to March 2019;
2. For these along with the original bank statements to be

signed by the Chair of Corporate Services Committee and
the Council’s RFO.

LIST OF CHEQUE PAYMENTS

Pages 37-57

Members will find a list of cheque payments for the period February 2019 to April 2019.
Recommendation: To receive and note the list of cheque payments made in the

period February, March and April 2019 approved for
payment by the Town Clerk and two bank signatories.

INVESTMENT REPORT

Pages 59-66

In accordance with Committee Functions, Financial Regulations and Banking
Arrangements, Investment Strategy & Investment Arrangements.

The Corporate Services Commitiee are {o oversee and manage the financial obligations
of the Council, including:

To receive quarterly reports on investments containing a forecast of capital expenditure,
investment opportunities and a recommendation for further investment including where,
length and amount,

Recommendation: To note the information.
PUBLIC WORKS LOAN BOARD REPAYMENTS ANNUAL REPORT
Pages 68-74

In accordance with the Committee Functions & Terms of Reference and Financial
Regulations, Members are presented with an annual report to provide detail on the
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13.

14.

15.

16.

council’s loans including current value, repayments and early settlement options as they
stand at 15 April 2019.

Recommendation: To note the information.
REVIEW OF VISION — CORPORATE SERVICES COMMITTEE
Pages 76

Members will find attached an extract from the Houghton Regis: Our 2020 Vision as it
relates to this committee which updates Members on the current status of the agreed

Outcomes.

Recommendation: To note the report.

POLICY DOCUMENT REVIEW

Pages 78-80

Members are being requested to consider the attached Policy Document Review.
Recommendation: To note the report.

CHAIRMANSHIP GUIDANCE POLICY

Pages 82-96

Town Council is required to review every 4 years the Chairmanship Guidance Policy.
Members will find attached a copy of the approved Policy updated to reflect the revised
Standing Order references, which were reviewed at the Town Council meeting held on

the 25% March 2019. It is suggested that it remains suitable and fit for purpose.

Members of this Committee are asked to consider the Chairmanship Guidance Policy
and make a recommendation to Town Council for its approval.

Recommendation: To recommend to Town Council that the Chairmanship
Policy be approved.

COMPLAINTS PROCEDURE
Pages 98-102
Town Council is required to review its Complaints Procedure annually.

Members will find attached a copy of the approved document updated, with track
changes, to reflect guidance from NALC, issued December 2018.

Recommendation: To recommend to Town Council that the Complaints
Procedure be approved.




Cormporate Services Committee 5 10 June 2019

17. FREEDOM OF INFORMATION & MODEL SCHEME OF PUBLICATION

18.

19.

20,

Pages 104-118

The Town Council is required to review annually the Freedom of Information Act
(2000) Policy and the Model Publication Scheme. Members will find attached a copy of
the approved document. Some amendments have been made, shown as track changes, to
reflect changes in legislation, It is suggested that it remains suitable and fit for purpose.

Members of this Committee are asked to consider the Freedom of Information Act
(2000} Policy and Model Publication Scheme and make a recommendation to Town
Council for approval.

Recommendation: To recommend te Town Council that the Freedom of
Information Act (2000} Policy and the Model Publication
Scheme be approved.

HUMAN RESOURCES PROVISION

At the Personnel Sub-Committee held on the 15™ April 2019. Members considered a

report detailing quotations that had been sought to provide this provision and agreed to

continue with HR Solutions as the Town Councils HR provider.

Recommendation: To recommend that HR Solutions be employed as the Town
Councils HR provider, from 22" August 2019,

VOLUNTEERING POLICY
Pages 120-133

Members will find attached a report and draft policy in regard to the engagement of
volunteers.

Recommendation: To recommend to Town Council that the Volunteering Policy
be approved.

COUNCILLORS EMAIL ADDRESSES
Pages 134-151

Members will find attached a report in support of the provision and use of Town Council
email address for all Members.

Recommendation:  To recommend to Town Council that it be mandatory for all
elected Town Councillors to use an official Town Council

email address for all Town Council official correspondence,

0~0~0~0-0-0-6-0~0-0-0~-0-0-0-0-0
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HOUGHTON REGIS TOWN COUNCIL
Corporate Services Committee
4™ March 2019 at 7.30pm.

Present: Councillors: D Abbott Chairman
J Carroll
Ms J Hillyard
C Slough Substitution
A Swain
K Wattingham
T Welch

Officers: Debbie Marsh ifCO’iporate Services Manager

Louise Senior - 'Head of Democratic Services
Public: 0

Apologies: Councillor: M Kennedy

APOLOGIES & SUBSTITUTIONS

Apologies “were received :: oI, Councillor-

substituted).

Kennedy (Councillor C Slough

QUESTIONS FROM THE PUBLIC

None.

DECLARATIONS OF INTEREST & REQUESTS FOR DISPENSATIONS

]  approve the Minutes of the meeting held on 26" November 2018.

Matters arising from

An update was:irequested, under Minute number 9691, Disciplinary and Grievance
policy, Members were advised that the policy had had minor amendments made to it,
as agreed at the meeting held on the 26™ November 2018 and was now due to go to
Town Council for ratification.

A query was raised regarding the photocopier contract and whether the issues had
been resolved. Members were advised that there was no update to report.

Resolved: To approve the Minutes of the meeting held on 26™ November 2018
and for these to be signed by the Chairman.

TO RECEIVE THE MINUTES OF THE FOLLOWING MEETINGS
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9819

9820

In favour: 6

Personnel Sub-Committee: 15% October 2018.

Resolved:  To receive the Minutes of the Personnel Sub-Committee meetings
of 15™ October 2018.

BUDGET REVIEW

Members received the income and expenditure report, with significant variances
highlighted, for Corporate Services Committee to date.

Members discussed the Mayor and Deputy Mayor’s travel:allowance to be included
within the mayoral allowances. It was suggested that shou]d this be agreed, this may
impact on the number of events the Mayor could h was generally felt that this
was not supported. Members discussed that some-training events were held in
Biggleswade, which was some distance away. It was suggésted that events / functions
held within Houghton Regis should not be ¢laimed for. It was discussed that there
should be a policy depicting the roles and responsibilities of the Mayor and Deputy
Mayor, it was suggested that the new:council admmistrauon may :Wlsh to consider
drawing up a policy to this effect.

Resolved: 1. To note the report; :
2. From 2019/20.to require that travel costs relating to training
be allocated t t'he trammg hudget

Ab__s_t ntion: 1

tatements from November 2018 to January 2019;

2. For these along with the original bank statements to be signed
by the Chair of Corporate Services Committee and the
Council’s RFO.

LIST OF CHEQUE PAYMENTS

Members received a list of cheque payments for the period November 2018 to January
2019.

Members voted to approve the recommendation:

In favour: 6
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9821

9822

9823

9824

Abstention: 1
Resolved: To note the information.
INVESTMENT REPORT

In accordance with Committee Functions, Financial Regulation 8 and Banking
Arrangements, Investment Strategy & Investment Arrangements,

The Corporate Services Committee were to oversee and manage the financial
obligations of the Council, including: :

Members voted to approve the recomme i
In favour: 6
Abstention: 1

Resolved: To note the in rma

RENEWAL OF BACS AND CHAPS PAYMENTS

To approve the use of BACS method of payment.
= To approve the use of Direct Debit and Standing Order method
of payment.

REVIEW OF VISION — CORPORATE SERVICES COMMITTEE

Members received an extract from the Houghton Regis: Our 2020 Vision as it related
to this committee which updated Members on the status of the agreed outcomes.

Resolved: To note the report.

REPORT ON MAYORAL ROBES
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Members received a report and draft policy on the wearing of ceremonial robes.

Members were concerned that the wording within the policy could be deemed as
discriminatory and requested that clarification on this matter be sought. It was
questioned whether the Town Clerk or Town Council should have the authority to
offer dispensation for the wearing of the robes. It was suggested that if the issue was
of a personal nature, it may not be appropriate to take this matter to full council for
open discussion. It was suggested that the wearing of the robes could form part of the
Mayoral policy as mentioned at minute number 9818,

An amendment to the policy was proposed by alter”..::':'?:'i:he word ‘required’ to

‘expected’:

Proposed by: Cllr Swain Seconded by: MsJ Hlllyard

This was put to vote:

9825

9826

At the pre"/m_i;l:s_, Corporate Services meeting held on the 26" November 2018,
-Members of this Committee were asked to consider amendments to the Capability

made with the use of the word ‘shall’ in their place. In addition to this member’s felt
that clarity was obtained for section 13.6. Members received a copy of the policy
along with tracked changes.

A minor amendment to 13.6 of the policy was suggested, replacing the word “or’ with
“failing that.

Resolved: To recommend to Town Council that the Capability Policy be
approved subject to the agreed amendment,

13!
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9827

9828

9830

LOCAL GOVT PENSION SCHEME: STATEMENT OF LOCAL
DISCRESTION

Town Council was required to annually review the Local Government Pension

Scheme:
Review of Statement of Local Discretions. Members received a copy of the

. approved document. There had been no amendments to the Regulations, therefore it

was suggested that it remained suitable and fit for purpose.

Members of this Committee were asked to consider the Local Government Pension
Scheme: Review of Statement of Local Discretions and make a recommendation to
Town Council for its approval.

Resolved: To recommend to Town Councll “that the Local Government
Pension Scheme: Review of Statement:of :Local Discretions be
approved.

HEALTH AND SAFETY AT WO

policy.

Members of this Committee:y
Policy and make a recommen

_'had raised concerns, in the past,
‘Evacuation. Concerns had been raised at prev1ous
m the Small Meeting room was, on occasion,

“insurance for the Town Council was due for renewal on I** June 2019. In
accordance with Standing Orders quotations had been sought. All quotes had been
prepared on a likefor like basis and all provided adequate and suitable cover for the
propetty, a -and activities of the Town Council.

Resolved: To appoint company 1, as the Town Councils insurance provider,
for a period of three years.

INTERIM AUDIT REPORT — INTERIM REVIEW

Members received an interim internal audit for consideration, Members noted that
there were no significant issues of concern regarding the internal audit review
however two minor issues for consideration were included in section 3,

0
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9831

Members suggested with moderm day living, an electronic payment system for users
to utilise would offer a more efficient service, with cheques not being extensively
used and cash brought to the Town Council offices as the only alternative for residents
to make payments. Members were advised that this was being investigated.

Resolved: To note the report.
S106 FUNDING
At the last meeting of the Corporate Services Committee, members requested further

information in regard to the expiry dates for older s106 agreements. Members were
provided the information, below, via email dated 3rd December 2018.

CB/14/03047/OUT /o Old Red Lion £1,120,40115,09.27
CB/14/03056/OUT land at Bedford Rd £3,261,191 —08.06.28
SB/08/00388/FULL Land at Sandrmgham_ Drive £80,653 Teimaining, - 31.12.20
SB/07/01448/0UT Land at Houghton Quarry £251,727 remaining, - 02.11.21
CB/10/02465/FULL 5,7, & 8, The: Quadrant Leaﬁelds £2,932 remammg,
030470 o T e
CB/12/02786/FULL 6a The Quadrant £1064 | ammg, 04.04. 23

o (B/12/04455/FULL 8 Cemetery Rd £3 590_ emannng, -13.09.28
CB/02618/FULL 10A Duﬁs able Rd £1,607 remammg -15.12.26

L ]
o CB/ 15/’00297/OUT I—IRN2 £30, 641 403
o CB/ 12/0361 OUT HRN] 6 977 084

Bi:::thation; of April 2015 leglsla‘uon changed. S106 monies were levied in

dccordance with the 1egal tests set out in the CIL Regulations 2010, of which there
. were three. ThlS means that HRN 1 is under the old legislation and HRN2 was under
-_--ithe new legislation;: —

Members were a j__1sed that this information was also available on the Central
Bedfmdshne Cou_zr §

The Cha1r took a moment to thank councillors for all their hard work and efforts for
the Corporate Services Committee.

Resolved: To note the report.
The Chairman declared the meeting closed at 9.16pm
Dated this 10th day of June 2019

Chairman

12
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HOUGHTON REGIS TOWN COUNCIL

Personnel Sub-Committee
215 January 2019 at 5.00pm.

Present: Councillors: Ms J Hillyard Chairman (arrived 5.23pm)
D Abbott
M Kennedy Substitute
K Wattingham (arrived 5.15pm)
Officers: Clare Evans Town Clerk
Louise Senior Head of Democratic Services
Public: 0
Apologies: Councillor: D Dixon-Wilkinson

Members were advised that the Chair of this committee was running late therefore an
interim Vice-Chair was required. Cllr Wattingham agreed to undertake this role.

APOLOGIES AND SUBSTITUTIONS

Apologies were received from Councillor D Dixon-Wilkinson substituted by
Councillor M Kennedy.

QUESTIONS FROM THE PUBLIC

None.

SPECIFIC DECLARATIONS OF INTEREST & REQUESTS FOR
DISPENSATIONS

None,
MINUTES

The Committee received the minutes of the Personnel Sub-Commitiee meeting held
on 15" October 2018 for consideration.

Matters arising: a query was raised regarding if there had been any movement on the
appointment of a Grounds Team Apprentice. Members were advised that this had
been included in the draft budget for the next financial year.

Resolved: That the minutes of the Personnel Sub-Committee meeting held
on 15" QOctober 2018 be approved as a correct record and signed
accordingly.

STAFF CAPACITY ISSULES

At the previous meeting of the Personnel Sub-Committee held on the 15" October
2018, Members received a report detailing arising staff capacity issues.

\3
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Members were advised that all members of the office team were experiencing an
increased workload.

It was suggested by the meeting that the following areas be looked at to ensure staff
were not overloaded and had capacity to achieve tasks requested:

o Combating Crime Working Group projects

e Events

¢ Community Services

This report considered these areas in more detail and presented to members quotes
for a staff capacity review to be completed.

Membets were advised that this report was looked at over several years, and members
were reminded that there was a large degree of work behind the scenes that members
were unaware of. For example, regardless of how many cars attend the car show, the
same amount of preparatory work needed to be completed behind the scenes,
members were also advised that several events i.e. Pride of Houghton, had expanded
exponentially since it began.

Members queried how the concern for the capacity of staff had been raised from staff.
Members were advised that although no formal meeting had been held, general
conversations of concern had been held in the office amongst various staff members.

Members had suggested an online payment system would help alleviate some work,
it was highlighted that this would be a change of workload rather than a reduction.
The example given was that payments and invoices would still need to be processed,
would still arrive at the same desk and in the same quantity, but would be processed
in a different way.

Members queried if the workload was heavier at specific times of the year, and were
advised that it was difficult to pinpoint, but many curve balls had been thrown at
officers throughout the year, all nceding additional work and on occasion
extraordinary meetings.

Members queried that since their start of office, three members of staff had been
appointed and as such, inquired where this additional capacity had gone. It was
suggested that the capacity review be deferred until the new term of office as the new
council may wish to alter the work of the council. It was further suggested that the
review be completed now, and then be presented to the new council in the new term,

Members were advised that each staff member held different job responsibilities with
little crossover, therefore it was difficult to understand the intricacies of each
individual role.

It was clarified to members that the request for the capacity review had come from
members at the [ast meeting and not from staff,

Resolved: 1. To discuss arising issues;
2. To approve the staff capacity review to:
o To review and consider the job evaluation report

I
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PE72

PE73

¢ To review and consider relevant Personnel agendas, reports
and minutes

o To review job descriptions and staff structure

e To review annotated versions (to show allocation of projects
/ tasks) of council’s minutes over the last 12 months

e Toreview the number of council and civic events and council
meetings

e Tointerview staff to assess their workloads

» To provide a report with recommendations on the outcome
of the review

3. To use code 190-4059 to fund the review.

INTERIM APPOINTMENT OF APPOINTED PERSON

As part of the Committees Functions one member of the Sub-Committee was to be
appointed, preferably the Chair, to act as contact for the clerk for day to day matters,
to provide support, handle leave requests, absence from work and to feed matters to
Committee where any decsions/action was needed and to undertake the Clerks
appraisal. The Sub-Committee resolved to appoint Councillor Ms J Hillyard as the
appointed person at its meeting held on the 16 July 2018.

At the Town Council meeting held on the 8" October 2018 the following was
resolved; For the Chairs of Personnel and Corporate Services lo immediately take
steps to instruct a suitable independent person to undergo a full investigation into the
events that led to Houghton Regis Town Council making an out-of-court settlement
fo What About Youth Limited.

In order to avoid any conflict of interest, whilst this investigation was undertaken, it
was proposed that an interim appointed person be appointed from those remaining i.e.

Councillor Dixon-Wilkinson or Councillor K Wattingham. Councillor D Abbott as
Chair of Corporate Services cannot be included, as per Councils resolution above.

Cllr Dixon-Wilkinson was proposed as the intertim appointed person.
Nominated by Cllr Kennedy Seconded by: Cllr Wattingham

Votes for: 2
Votes against: 0
Abstentions: 2

Accordingly, Cllr Dixon-Wilkinson was appointed as the Town Clerk’s appointed
person for an interim period.

Resolved: To appoint, for an interim period, Cllr Dixon-Wilkinson as
the Town Clerk’s appointed person.

STAFFING MATTERS

Members received a report on Staffing Matters.

(1)
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Members were advised of the change in salary payment by the Houghton Regis Town
Council payroll provider, resulting in the possibility of some staff facing financial
difficulties for the transition period. Bedford Borough Council have offered a 50%
advance payment which could then be paid back over a period of up to six months.

Members were advised that Houghton Regis Town Council would also need to obtain
their own PAYE tax reference,

The value of outsourcing payroll was discussed, it was agreed that the service
received was invaluable and as such agreed to continue to use the services of Bedford
Borough Council for the payroll administration for Houghton Regis Town Council.

Resolved: 1. To note the change in the salary payment date:

2. To support HRTC staff by offering up to 50% salary
advance repayable in monthly instalments up to a
maximum of a six-month period. To advise staff that should
they leave the council’s employment prior to the end of the
repayment period they will be required to pay back any
outstanding monies;

3. To note the requirement for HRTC to hoeld its own PAYE
tax reference and to request that this be actioned.

STAFF SICKNESS

Members received a rolling twelve-month record of sickness absence for all members
of staff.

Resolved: To note the information.
FREEDOM OF INFORMATION REQUESTS

For the period October to December one Freedom of Information request had been
received. It was confirmed that this request had been responded to within the statutory
timeframe.

Resolved: To note the information.
HUMAN RESOURCES PROVISION

Members were advised via e-mail on the progress of the update report on the Town
Councils Human Resources provision prior to the meeting.

EXCLUSION OF PRESS AND PUBLIC

Receive notification of the Town Clerk’s annual leave and matters relating to
overtime working and sickness.

Members voted on the exclusion of the press and public:

Proposed by: Cllr Kennedy Seconded by: Cllr Wattingham

1
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Votes for: 3

Resolved: In accordance with Section 1(2) of the Public Bodies {Admission to
Meetings) Act 1960, the public and press be excluded from the
meeting during the consideration of the item set out below on the
grounds that publicity would be prejudicial to the general interest
by reason of the confidential nature of the business to be transacted.

TOWN CLERK’S ANNUAL LEAVE, OVERTIME WORKING AND
SICKNESS

Annual leave

The Clerk requested to take 3 days leave from 1st February to 31st March. As of the
315 March 2019 the Clerk would have 3.5 days annual leave outstanding, these would
be carried over into 2019/20.

The Clerk requested to take 7 days leave from 1st April 2019 to 30th June 2019.
Specific dates would be advised to the Clerks appointed person and would be
circulated 1-2 weeks prior, prior to the commencement of leave, via the Members

Newsletter.

Resolved: To approve the Town Clerks annual leave request.

Overtime
The Clerk attended 15 meetings or events outside of the normal working day within
the period 1st October to 31st December 2018 (compared with 8 meetings in the

previous quarter).

Members discussed the calling of several extraordinary meetings had impacted on the
overtime hours of the Town Clerk.

Sickness

The clerk was required to inform their appointed person of any sick leave. When sick
leave had been taken this has been done, Due to the sensitive nature of sick leave it
was suggested that the remit of the appointed person be slightly extended to require
them to follow up with the clerk on the reason for the sick leave and, if work related,
to follow this up in line with internal processes. If agreed no further reports on the
clerk’s sickness would be made to this committee. Should members feel that this was
not suitable it was requested that it be formally agreed that any report on sickness
would only be considered in private session.

Members raised concerns that this was a lot of pressure on one person if an illness
arose due to stress, however members were advised that the Corporate Services
Manager and Head of Democratic Services were on hand to advise and support the
appointed person if the Town Clerk’s illness was due to work related stress.

Resolved: To confirm that the clerk continues to report any sick leave to their
appointed person and to require the appointed person to follow up

\71
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with the clerk on the reason for the sick leave and, if work related,
to follow this up in line with internal processes.

The Chairman declared the meeting closed at 6.19pm
Dated this 15 day of April 2019

Chairman

1%
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Corporate Services Committee
Functions

e To consider any matters referred to it by the Council or other Committees.

e To respond on behalf of the Council to initiatives from other organisations
relating to matters under the Committee's jurisdiction.

¢ To exercise management of health and safety issues in respect of all the services
of this Commitiee.

e To consider and determine any new conitracts and any renewals of existing
contracts under the jurisdiction of this committee.

e Review of arrangements, including any charters, with other local authorities and
review of contributions made to expenditure incurred by other local authorities.

e Review of the Council’s and/or employees” memberships of other bodies.

e To manage and maintain the Council Offices including office equipment and
furniture.

e Reviewing the Council’s procedures for handling requests made under the
Freedom of Information Act 2000 and the Data Protection Act 2018 (DPA 2018)

s and to take action to comply.

o To receive information relating to the number of Freedom of Information requests
received by the Clerk

o Reviewing policies of the Council as required by the Policy Document Review
Schedule

¢ To oversee and manage the financial obligations of the Council, including:

» To receive quarterly reports on investments containing a forecast of capital
expenditure, investment opportunities and a recommendation for further
investment including where, length and amount

> To receive bank and cash reconciliation statements,

» To receive and annual report (based on the previous financial year) on loans
taken out, repayments made and outstanding liability

3 To confirm the use of ditect debits, standing orders, BACS, CHAPS

e Review and confirmation of arrangements for insurance cover in respect of all
insured risks.

e To recommend to Council the writing off of irrecoverable amounts.

e To assemble and submit to the Town Council estimates of income and
expenditure for cach financial year in respect of all the services of this Committee
no later than 30™ November each year.

e To monitor periodically the income and expenditure of the Committee.

e To consider and determine any proposed expenditure or reduction in income for
which no provision has been made in the approved budget.

e To set the level of charges for facilities in respect of all the services of this
Committee,

e Monitor and review risk management issues

o To exercise overall responsibility for staffing issues, excluding the appointment
of the Town Clerk, who shall be appointed by the Town Council

s To determine staff conditions of service including salary scales, working hours,
employee assessments and evaluations efc

o To determine all matters relating to staff including staffing resources and
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structures

e To consider, determine and approve staff and Member training requirements

¢ To recetve information relating to the number of freedom of information requests
received by the Town Clerk.

Terms of Reference

» The Corporate Services Committee shall function and operate in accordance
with the Council’s approved Standing Orders.

o The Corporate Services Committee shall consist of seven Councillors. The
quorum shall be half of its members (four).

e To appoint sub-committees or working groups as necessary including setting
out membership and terms of reference.
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CORPORATE SERVICES COMMITTEE Agenda Item 8

Date: 10 June 2019

Title: Budget Report

Purpose of the Report: To provide members with the Corporate Services Budget for
2019/20 with commentary and the Income & Expenditure

report to date.

Contact Officer: Clare Evans, Town Clerk

1. RECOMMENDATIONS

1. To note the virement within cost centre 190 of £100 from 190-4017 to 190-

4038

To approve the virement of £660 from 190-4026 to 302-4034 (Website)

3. To approve the works to the office as recommended in the Condition
Survey regarding electrical testing and repair, lighting renewals and boiler
renewal.

4, To note at this stage the predicted deficits in 190-4001 (£5,820) and 191-
4005 (£4,007).

Lo

2.  BACKGROUND

In accordance with the committee functions a review of the income and expenditure of
the committee should be undertaken periodically. Accordingly, a report will be
presented to each committee meeting detailing the budget and income and expenditure
for the specific committee.

The budget report provides information on:

The cost centre (3 digits) and title i.e. 101 Corporate Management
The budget code (4 digits) and title i.e. 1076 Precept received!
The agreed budget (as set in February 2019)

Virements (agreed transfers between cost centres and codes)?
Revised budget (taking into account any virements)

U

1 Please note income codes start with 1XXX and expenditure codes start with 4XXX
2 The council has authorised officers to complete virements within the same cost centre. Commitiee
approval has to be secured to complete virements between cost centres

2\




6. Detail on itemised income / expenditure (how if is envisaged that the budget
will be spent)

7. Predicted income / expenditure (in some instances it is predicted that more or
less budget will be required or more or less income will be secured)

8. Predicted surplus / deficit (taking into account the difference between the
agreed budget and the predicted income / expenditure). This shows if there is
unallocated budget available or a predicted deficit

9. Points for the committee to consider (these form the officer’s recommendation
to address any deficit)

10. Committee date for consideration

The income and expenditure report is provided for reference.
3. ISSUES FOR CONSIDERATION

The council’s budget for 2019/20 is particularly tight and there are some concerns that
there are areas of budget deficit alongside a heavy use of ear marked reserves® to fund
revenue expenditure. It is important for the council to stringently monitor budgets to
address any deficits.

Largely due to a significant transfer into ear marked reserves from general reserves* in

2018/19 to help fund replacement council offices, the level of general reserves are at
the minimum threshold. As such general reserves provide no scope to support the
annual budget.

At this early stage in the financial year there is little to report on income and
expenditure. However regular reporting and stringent monitoring will support the
council financially during the year.

The recommendations in this report seek to address some preliminary issues.
4. COUNCIL VISION

The proposed action supports the Objectives of Council’s Vision;
5. A strong efficient and proactive Town Couneil.

5.  IMPLICATIONS

Corporate Implications
e There are no corporate implications

Legal Implications
e There are no legal implications

Financial Implications
o The financial implications are detailed within the report.

8 Ear marked reserves are capital budgets for identified projects, often abbreviated to EMR
4 General reserves are unallocated funds. It is recommended that this fund should equate to around 3

months of net revenue expenditure

Page 2 of 3

22




Risk Implications
e The council must ensure that expenditure and income targets are met.

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate
unlawful discrimination, harassment and victimisation and foster good relations in
respect of nine protected characteristics; age, disability, gender reassignment, marriage

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual
orientation.

This project / issue does not discriminate.

Press Contact
There are no press implications.

6. CONCLUSION AND NEXT STEPS

Proactive monitoring of the budget will set the council in good stead going forwards
and will help to ensure that expenditure and income targets are met.

7. APPENDICES

Appendix A: Budget Repott
Appendix B: Income & Expenditure Report

Page 3 of 3
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App D

17/05/2019 Houghton Regis Town Council Page 1
14:03 Detafled Income & Expenditure by Budget Heading 30/04/2019
Month No: 1 Cost Centre Report

Actual Year Cursent Variance Committed Funds % Spent

To Bate Annual Bud  Annual Total Expenditure  Avajtable

101 Corporate Management
1076 Precept received 0 861,816 861,916 0.0%
1096 Interest & Dividends Received 35,000 34,000 {1,000) 102.8%
Corporate Management :- [ncome 35,000 895,916 860,916 T 39%
4051 BANK & LOAN CHARGES 0 60 60 60 0.0%
4056 AUDIT FEES {2,750) 2,750 5,500 5,500 (100.0%)
4057 ACCOUNTANCY & SOFTWARE (279) 1,700 1,979 4,979 {16.4%)
4059 OTHER PROFESSIONAL FEES 221 0 (221) (221) 0.0%
4081 CCLA Management Fees (985) 4,000 4,985 4,985 {24.6%)
Cormporate Management :- Indirect Expenditure (3,792) 8,510 12,302 0 12,302 (44.6%)
Movement tof{from) Gen Reserve 38,792
102 Democratic Rep'n & Mgmt
4b07 CONFERENCE COSTS 0 1,000 1,000 1,000 0.0%
4008 TRAINING/COURSES 0 1,400 1,400 25 1,375 1.8%
4009 TRAVEL 0 350 350 350 0.0%
4020 MISC. ESTABLISH.COST 5 400 395 395 1.3%
4024 SUBSCRIPTIONS (210) 2,800 3,010 3010  (7.5%)
4104 HOSPITALITY ALLNCE 0 200 200 200 0.0%
4131 ELECTION COSTS ] 15,000 15,000 15,000 0.0%
4892 Trs from Earmarked Reserve 0 (2,889) (2,889) (2,889) 0.0%
DPemocratic Rep'n & Mgmt - Indirect Expenditure (205} 18,261 18,466 25 18441  (1.0%})
Movement tof{from) Gen Reserve — 204
190 Central Services
1082 INC-LETTINGS 0 150 150 0.0%
1091 Income Miscellansous 100 100 0.0%
Central Services :- Income 0 250 250 T 0.0%
4007 CONFERENCE COSTS 0 800 800 800 0.0%
4008 TRAINING/COURSES 0 2,000 2,000 2,000 0.0%
4009 TRAVEL 0 350 350 350 0.0%
4011 RATES 0 7,200 7,200 7,200 0.0%
4012 WATER RATES 162 350 168 198  43.4%
4014 ELECTRICITY 0 1,400 1,400 1,400 0.0%
4015 GAS 1,300 1,300 1,300 0.0%
4017 HEALTH & SAFETY 0 400 400 460 0.0%
4020 MISC. ESTABLISH.COST 10 150 140 69 72 52.3%
4021 COMMUNICATIONS COSTS 0 2,500 2,500 2,500 0.0%

Continued over page

29



Page 2

T105/2019 Houghton Regis Town Council
4:03 Detailed Income & Expenditure by Budget Heading 30/04/2019
flonth No: 1 Cost Centre Report
Actual Year Current Variance Gommitted Funds % Spent
To Date Annual Bud  Annual Total Expenditure  Avaiiable
4022 POSTAGE 217 2,800 2,084 2,584 7.7%
4023 STATIONERY 0 1,200 1,200 1,200 0.0%
4025 INSURANCE 0 18,000 18,000 18,000 0.0%
4026 COMPUTER COSTS 2,111 4,000 1,889 1,889 52.8%
4027 PHOTOCOPIER CHARGES (177) 1,700 1,877 1,877  {10.4%}
4036 PROPERTY MAINTENANCE 0 5,000 5,000 5,000 0.0%
4038 MAINTENANCE CONTRACTS 219 500 281 281 43.8%
4042 Equipment Repairs &Maintenance 0 1,000 4,000 1,000 0.0%
4059 OTHER PROFESSIONAL FEES {9,983) 16,000 19,983 6,250 13,733 {37.3%)
4892 Trs from Earmarked Reserve 0 (22,816) {22,8186) {22,816) 0.0%
Central Services :- Indirect Expenditure {7,452) 37,834 45,286 8,319 38,963  (3.0%)
Movement to/{from) Gen Reserve 7,452
191 Personnel/Staff Costs
4001 STAFF SALARIES 30,984 388,682 357,688 357,688 8.0%
4002 EMPLOYERS N.I 2,775 39,900 37,125 37,125 7.0%
4003 EMPLOYERS SUPERANN. 6,947 94,900 87,953 87,953 7.3%
4005 STAFF OVERTIME 0 6,493 6,493 6,493 0.0%
4059 OTHER PROFESSIONAL FEES 170 6,000 5,830 5,830 2.8%
4892 Tis from Earmarked Reserve 0 {30,000) (30,600) (30,000} 0.0%
Personnel/Staff Costs :- Indirect Expenditure 40,886 505,975 465,089 0 465,089 8.1%
Movement to/{from) Gen Reserve (40,886)
199 P&R Capital and Projects
4026 COMPUTER COSTS 2,006 2,000 2,000 0.0%
4992 Trs from Earmarked Reserve (2,000) (2,000} (2,000) 0.0%
P&R Capital and Projects :- Indirect Expenditure 0 (¢ 0 0 0
Movement to/(from} Gen Reserve 0
Grand Totals:- Income 35,000 896,166 861,166 3.9%
Expenditure 29,437 570,580 541,143 6,344 534,800 6.3%
Net Income over Expenditure 5,663 325,586 320,023
Movement to/(from) Gen Reserve 5,563
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Date: 01/03/2019

Houghton Regis Town Council

Page 1

Time: 12:12 Bank Reconciliation Statement as at 01/03/2019 User: SWS
for Cashbook 1 - NATWEST CURRENT/RESERVE

Bank Statement Account Name (s) Statement Date Page No Balances

NatWest Current Account 2810272019 1449 1,814.00

Liquidity Manager Account 28/02/2019 1174 34,351.16

36,165.16
Unpresented Cheques (Minus) Amount
211172017 bitirmes01 MCS Contract Cleaning Limited 112.48
22/03/2018 P/C CHQ628 Dep Mayor ticket chq loan 20.00
271042018 DJ/CP0O5026 Amazon / RT Technology 2.99
08/05/2018 010331 BBB Group Ltd 720.00
17/10/2018 101492 HS8C Security 180.00
19/11/2018 010387 South Beds Dial A Ride 2,251.00
30/11/2018 101560 The Safer Luton Partnership 100.00
20/02/2019 101591 Aitchison Raffety Property Con 2,340.00
20/02/2019 1015892 AMF Services (Bedford) Lid 689.39
20/02/2019 101593 ASI Environmental 216.00
20/02/2019 101594 Bediordshire Pension Fund 49.38
20/02/2019 101596 B R Boatwright 540.00
20/02/2019 101595 Blain's Trailers & Tyres Ltd 90.80
20/02/2019 101598 Branch Line Training 624.00
20/02/2019 101600 Biffa Waste Services Ltd 1,152.86
20/02/2018 101601 Earth Anchors 585.54
20/02/2018 101602 Fire Facilities Management 588.00
20/02/2018 101603 Geo Browns Implements Ltd 120.19
20/02/2019 101604 Gibbs & Dandy PLC 95.98
20/02/2018 101605 John Curl 14.87
20/02/2019 101606 Kensworth Sawmilis Ltd 53.28
20/02/2012 101607 PHS Group 93.60
20/02/2019 101608 Rialtas Business Solutions Lid 944.40
20/02/2019 101609 Roger Kilby 120.00
20/02/2019 101611 Brady Corp Lid 87.78
20/02/2019 101613 SLCC 252.00
20/02/2019 101614 Right Fuelcard Company Ltd 664.29

12,708.63

23,456.53

Receipts not Banked/Cleared (Plus}

17/05/2018 5.00

5.00

23,461.53

Balance per Cash Book is :- 23,461.53

0.00

Difference Excluding Adjustments is :-

Adjustments to Reconciliation

11/01/2019

0.00
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Date: 01/03/2019 Houghton Regis Town Council Page 1

Time: 11:24 Bank Reconciliatlon Statement as at 01/03/2019 User: SWS
for Cashbook 2 - NATWEST online saving 41172051
Bank Statement Account Name (s) Statement Date Page No Balances
Business Reserve Account 28/02f2019 43 265.77
265.77
Unpresented Cheques (Minus} Amount
(.00
0.00
265.77
Receipts not Banked/Cleared (Plus)
0.00
0.00
265,77
Balance per Cash Book is i~ 265.77
Difference is :- 0.00
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Date: 15/05/2019 Houghton Regis Town Council Page 1
Time: 13:37 Bank Reconciliation Statement as at 31/03/2019 User: SWS
for Cashbook 1 - NATWEST CURRENT/RESERVE
Bank Statement Account Name (s} Statement Date Page No Balances
NatWest Current Account 31/03/2019 1461 1,381.00
Liquidity Manager Account 31/03/2019 1175 45,770.80

47,151.80
Unpresented Cheques {Minus) Amount
21/11/2017  bftirmesOi MCS Contract Cleaning Limited 112.48
08/05/2018 010331 BBB Group td 720.00
17/10/2018 101492 HSC Security 180.00
19/11/2018 010387 South Beds Dial A Ride 2,251.00
30/11/2018 101560 The Safer Luton Partnership 100.00
15/03/2019 101615 A A A Security 1,267.32
16/03/2012 101616 AMF Services (Bedford) Ltd 57.00
15/03/2012 101629 The Safer Luton Partnership 1,180.00
31/03/2019 P/CMARCH19 Peity Cash 69.76

5,937.56

41,214.24

Receipts not Banked/Cleared (Ptus)

0.00

0.00

41,214.24

Balance per Cash Book is :- 41,214.24

Difference is :- 0.00
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Date: 15/05/2019 Houghton Regis Town Council Page 1
Time: 13:38 Bank Reconciliation Statement as at 31/03/2019 User: SWS
for Cashbook 2 - NATWEST online saving 41172051
Bank Statement Account Name (s) Statement Date 7 Page No Balances
Business Reserve Account 28/02/2019 43 265.81

265.81
Unpresented Cheques (Minus) Amount
0.00

0.00

265.81

Receipts not Banked/Cleared (Plus)

0.00

0.00

265.81

Balance per Cash Book is :- 265.81

Difference is :- .00

o




oLJ

20/02/2019

Houghton Regis Town Council

10:33 List of Purchase Ledger Payments

Page 1905

User: SWS

Linked to Cashbook 1

Entered Month 11

by user SWS
Supptier and Invoice Details Invoice Date Invoice No Ledger Amount Due Discount Amount Paid Balance
AlTO1 Aitchison Raffety Property Consultants
POB322-Bpremises valuation/913 16/02/2019 HBS003190 1 2,340.00 0.00 2,340.00 0.00
Authorised: 9116 & 9235
0.00 2,340.00
Above paid on 20/02/2019 by Cheque 101591
AMFO1 AMF Services (Bedford) Ltd
Kubota LK15DXU service-9122 07/02/2019 20632 1 689.39 0.06 689.39 G.00
Authorised: MinTC9257Budget
0.00 689.39
Above paid on 20/02/2019 by Cheque 101592
ASI01 ASI| Environmental
Office asbestos survey12.3/908 24/01/2019  G-0035H 1 216.00 0.00 216.00 0.00
0.00 216.00
Above paid on 20/02/2019 by Cheque 101593
BEDO2 Bedfordshire Pension Fund
Dec 2018 G. Twiss pension/3081 2310172018 736546 1 45.38 0.00 49.38 0.00
Authorised: MinTC9257Budget
0.00 49,38
Above paid on 20/02/2018 by Cheque 101584
BOAO1 B R Beatwright
P05219-C/Close green wasfe-910 31/01/2018 1344 1 540,00 0.00 540.00 0.00
Authorised: MinTC89257Budget
0.00 540.00
Above paid on 20/02/2019 by Cheque 101596
BQM Trade UK
Office w/c floor renovation/89 08/01/2019 0941772047 1 161.92 0.00 161.92 0.00
Authorised: MinTC9257Budget
Office mainfenance/8004 08/01/2019 0842101545 1 19.98 0.00 19.98 0.00

Authorised: MinTC8257Budget

Confinued over page
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20/02/2019

10:33

Houghton Regis Town Council Page 1906

List of Purchase Ledger Payments

User: SWS

Linked to Cashbook 1

Suppiier and Invoice Details

V/Gmn bollards repai’9047
Authorised: MinTC9257Budget

Grounds consumables/3090
Authorised: MinTC9257Budget

Grounds consumable items/8098
Authorised: MinTC9257Budget

Reverse due to wrong supplier

Invoice Date fnvoice No

18/01/2019 0944548431

23/01/2019 0945979851

29/01/2019 0747477713

0170272019  G/N19.98

Entered Month 11

by user SWS

ledger Amount Due Discount Amount Paid Balance

1 69.56 0.00 69.55 0.00

1 16.00 0.00 16.00 0.0G

1 11.95 0.00 11,95 0.60

1 -19.98 0.00 -19.98 0.00
0.00 259.53

Above paid on 20/02/2019 by Cheque 101597

BLAD1 Blain's Trailers & Tyres Ltd

P0OB329 - RTV puncture-9120
Authorised: MinTC9257Budget

08/02/2019 57305

1 80.60 0.00 90.60 0.00

0.00 90.60

Above paid on 20/02/2019 by Cheque 101595

BRADM Branch Line Training
POS5320-NPORS -14.2.19/9126

01/02/2018 709

1 624.00 0.00 624.00 0.00

0.00 624.00

Above paid on 20/02/2019 by Cheque 101598

BROG1 Brown & White

Opticians- CE & TE/9086
Authorised: Comnp3215

22/01/2019 0003

1 44.62 0.00 44.62 0.00

0.00 44,62

Above paid on 20/02/2019 by Cheque 101599

DUNoO2 Biffa Waste Services Ltd

Skip exchange & surcharges Jan
Authorised: MinTC9257Budget

256/01/2019 614C72392

1 1,152.86 0.00 1,152.86 0.00

0.00 1,152.88

Above paid on 20/02/2019 by Cheque 101600

Continued over page
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20/02/2019 Houghton Regis Town Council Page 1907
User: SWS

10:33 List of Purchase Ledger Payments

Linked to Cashbook 1 Entered Month 11

by user SWS
Supplier and Involce Detaiis Invoice Date Inveice No Ledger Amount Due  Discount Amount Paid Balance
EARO1 Earth Anchors
PO5311-Red dog refuse bags-910 18/01/2019 EA31786 1 585.54 0.00 585.54 0.00
0.00 585.54
Above paid on 20/02/2019 by Cheque 101601
FIR02 Fire Facilities Management
Ffalarm & Edights- 25.1.19/80 28/01/2019 70656 1 132.00 0.00 132.00 0.00
Authorised: MinTC9257Budget ‘
M/C efights repair re 6.2/91 07/02/2019 70922 1 456.00 .00 456.00 0.00
Autherised: MinTC9257Budget
0.00 588.00

Above paid on 20/02/2019 by Cheque 101602

GBI Geo Browns Implements Ltd
Grnds m/c pairts/9116 12/02/2019 122686 1 120.19 0.00 120.19 0.00
0.00 120.19
Above paid on 20/02/2019 by Cheque 101603
GI1B01 Gibbs & Bandy PLC
PO5314- Sand-V/G bollards/3095 18/01/2013 3401/01680210 1 47.99 0.00 47.99 0.00
PO5314&15-V/Grn bolfard sand/d 23/01/2019 3401/61681110 i 47.99 0.00 47.99 0.00
0.00 95.98
Above paid on 20/02/2019 by Cheque 101604
JCURLO1 John Curl
F/RangerL TOSRU repair-8140 08/02/2019 245361 1 14.87 0.00 14.87 0.00
Authorised: MinTCB257Budget
0.00 14.87
Above paid on 20/02/2018 by Cheque 101605
KENO1 Kensworth Sawmills Ltd
PO5311-cemetery grave boards/9 29/01/2019 37834 1 53.28 0.00 53.28 0.00

0.00 53.28

Above paid on 20/02/2019 by Cheque 101666

Continued over page
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20/02/2019 Houghton Regis Town Council Page 1908

10:33 List of Purchase Ledger Payments User: SWS

Linked to Cashbhook 1 Entered Month 11

by user SWS
Supplier and Invoice Details Invoice Date Invoice No Ledger Amount Due Discount Amount Pzid Balance
PHS01 PHS Group
Sanitation items -9124 12/02/2019 66473561 1 93.60 0.00 93.60 0.00
Authorised: MinTC8257Budget :
0.00 93.60

Above paid en 20/02/2019 by Cheque 101607

RBSO1 Rialtas Business Solutions Ltd

Omega sfware lic:Mar19-Feb20-9 10/02/2018 SMi9839 1 944.40 0.00 844 .40 0.00
Autherised: MinTC8257Budgat

0.00 944.40

Above paid on 20/02/2019 by Cheque 101608

ROGO1 Roger Kiihy
M/C bollard surcharges/8117 04/02/2019 1424 1 120.00 0.00 120.00 0.600
0.00 120.00
Above paid on 20/02/2019 by Cheque 101609
RTMO1 R T Machinery Ltd
PO52899-81318 quad sT06EL9669/9 25/01/2019  12677¢ 1 5,763.00 6.00 5,763.00 0.00

Authorised: E&LIB6Y

0.00 5,763.00

Above paid on 20/02/2019 by Cheque 101610

SAFM Brady Corp Ltd
PO5327-Grnds consumable itern/9 06/02/2019 9302913459 1 87.78 0.00 87.78 0.00
0.00 87.78
Above paid on 20/02/2019 by Cheque 101611
SCRO2 Trade UK Account
Bedding Landscape bark/8956 13/12/2018 (0936843076 1 36.80 0.00 36.80 6.00
Authorised: Min9257Budget
Office maintenance ifem/3006 11/01/2019 0942712900 1 6.58 0.00 6.58 0.00

Authorised: MinTC8257Budget

Office maintenance items/9007 11/01/2019 904231700 1 2.29 0.00 2.29 0.00

Authorised: MinTC9257Budget

Continued over page
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20/02/2019

10:33

Houghton Regis Town Councii

List of Purchase Ledger Payments

Page 1909

User. SWS

Linked to Cashbook 1

Entered Month 11

by user SWS
Supplier and Invoice Details Invoice Date Invoice No Ledger Amount Due Discount Amount Paid Balance
Grounds consumable item/9043 16/01/2018 0943553563 1 2.38 0.00 2.39 0.60
Authorised: MinTC9257Budget
Safely boois/9046 16/01/2019 0943948479 1 29.99 0.60 29.99 0.00
Authorised: MinTC8257Budgst
Landscaping ffems 01/01/201¢ CNS936943076 1 -36.80 0.00 -36.80 0.60
Authorised: MinTC9257Budget
Grounds small tools/9089 21/014/2019 0945081383 1 51.26 0.00 51.26 0.00
Authorised: MinTC9257Budget
Grnds small tools-9103 29/01/2019 0947477721 1 11.99 0.00 11.99 0.00
Authorised: TC9257Budget
Office supplies 01/02/2019 0942101545 1 19.98 0.00 19.98 0.00
0.00 124.48
Above paid on 20/02/2019 by Cheque 101512
sLco1 SLce
SLCC Practitioners Conf14.2/91 31/01/2019 127890 1 252.00 0.00 252.00 0.60
Authorised; TC9257Budget
0.00 252,00
Above paid on 20/02/2019 by Cheque 101613
TOTO Right Fuelcard Company Lid
Fusei x 3 Jan 2019/9093 20/01/2019 2504991 1 270.85 0.00 270.89 0.00
Authorised: MinTC9257Budget
Fuel in January 2019/096 27/01/2019 2510692 1 148.50 0.60 148.50 0.0C
Authorised: MinTC9257Budget '
Fuel - Jan 2018 /9112 03/02/2019 2522049 1 115,91 0.00 115.91 0.00
Authorised: MinTC9257Budget
Fuelx871.490rs-5.2.19/9123 10/02/2018 2528072 1 128.99 0.00 128.99 0.00
Authorised: MinTC9257Budget
0.00 664,29

Above paid on 20/02/2019 by Cheque 101614

Total Purchase Ledger Payments

0.00 15,613.79

WA
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15/03/2019 Houghton Regis Town Council

\EM ‘AL,-) Page 1921

11:35 List of Purchase L.edger Payments User: SWS

Linked to Cashbook 1

Entered Month 12

by user SWS
Supplier and Invoice Details Invoice Date Invoice No Ledger Amount Due Discount Amount Paid Balance
AAAD1 A A A Security
P05292-0Office Dual Com 206/02/2019  INV79377 1 394.68 0.00 304.68 0.00
Authorised: MinTC9257Budget
M/CPav alarm 2019 mai&mon-9213 01/03/2019 79616 i 539.34 0.00 539.34 0.00
Authorised: MinTC9799Budget
W/S alarm 2019 mai&monitor-921 01/03/2019 79617 1 333.30 0.00 333.30 0.00

Authorised: MinTC9789Budget

0.00 1,267.32

Above paid on 15/03/2019 by Cheque 101615

ANFO1 AMF Services (Bedford) Ltd

B/Grn honda mower repait/9244 01/03/2019 20701

Authorised: MinTC9257budget

1 57.00 0.00 57.00 0.00

0.00 6§7.00

Above paid on 15/03/201% by Cheque 101616

BEAQ1 Beauty By Ladies
POB370-TCA RND-face paint/9274 14/03/2019 14032019 1 50.00 0.00 50.60 0.00
0.00 50.00
Above paid on 15/03/201% by Cheque 101617
BEDO2 Bedfardshire Pension Fund

Jan 2019-G. Twiss pension/9190 20/02/2019 736788

Authorised: MinTC9257Budget

1 49.38 0.00 49.38 0.00

0.00 49.38

Above paid on 15/03/2019 by Cheque 101618

BQO1 Trade UK

Office supplies/9113 07/02/2019 950190551

Authorised: MinTC9257Budget

Fence repair/3114 08/02/2019 0950497894

Authorised: MinTC9257Budget

1 28.57 0.00 26.67 0.00
1 10.47 0.00 19.47 0.00
0.00 46.04

Above paid on 15/03/2019 by Cheque 101619

Continued over page
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15/03/2019 Houghton Regis Town Council Page 1922
11:35 N~ List of Purchase Ledger Payments User: SWS
Linked to Cashhook 1 Entered Month 12
by user SWS
Supptier and Invoice Details Inveice Date Invoice No Ledger AmountDue  Discount Amount Paid Balance
BRO®O1 Brown & White
Lye test-L.8 & C.Eng/a245 11/03/2019 00004 1 44.62 0.00 44.62 0.60
Authorised: MinTC9257Budget
M.Oliver eye test/g246 13/03/2019 00005 1 22.31 0.00 22.31 0.00
Autherised: MinTC9257Budget
0.00 66.93
Above paid on 15/03/2019 by Cheque 101620
GBIo1 Geo Browns Implements Ltd
POS5331-mower cutterbar/9199 26/02/2019 124367 1 114.25 6.00 114.25 0.00
Vehicle beacon repair/9200 20/02/2019 123585 1 60.44 0.00 60.44 0.00
Authorised: MinTC9257Budget
0.00 174,69
Above paid on 15/03/2019 by Cheque 101621
HERO1 Hertfordshire County Council
P0O5324 - stationery ifems 01/03/2019 H021206298 1 301.35 0.00 301.35 0.00
Authorised: MinTC9257Budget
.00 301.38
Above paid on 15/03/2019 by Cheque 101622
MIKERUFF Mike Ruff Music
PO5301-Pancake entertainer/927 05/03/2019 MR/M9/675 1 90.00 0.00 80.00 0.00
0.00 90.00
Above paid en 15/03/2019 by Cheque 101623
RIG01 Rigby Taylor
POB359 B/Gm treatment-9211 01/03/2019 RSIN0288677 1 1,165.80 0.00 1,165.80 0.00
PO5285-Marking fluid/9247 07/03/2018 RSIN0290331 1 410.40 0.00 410.40 0.00
0.00 1,676.20
Above paid on 15/03/2019 by Cheque 101624
RTMO1 R T Machinery Lt
Shibaura service/9187 26/02/2019 127189 1 190.04 0.00 190.04 0.00
Authorised: MinTC9257Budget
0.00 190.04

Above paid on 15/03/2019 by Cheque 101625

Continued over page
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Houghton Regis Town Council Z(A.L ® Page 1923

List of Purchase Ledger Payments User. SWS

Linked to Cashbook 1

Entered Month 12

by user SWS
Supplier and Invoice Details Invoice Date invoice No Ledger Amount Due  Discount Amount Paid Balance
SCR02 Trade UK Account
Grounds consumable item/3110 04/02/2019 949151742 1 24.85 0.00 24.85 0.00
0.00 24.85

Above paid on 15/03/2019 by Cheque 101626

SHA0M Sharp Business Systems UK Plc

Sharp find p/copier charges/92
Authorised: MinTC9257Budget

11/03/2019 8070150886 1 250.06 0.00 250.06 0.00

0.00 250.06

Above paid on 15/03/2019 by Cheque 101627

SPAD1 Spaldings Limited
PG5303-Pressure regulator/9195

13/02/2018 SI-2407154 1 27.48 0.00 27.48 0.00

0.00 27.48

Above paid on 15/03/2019 by Cheque 101628

THESAFER01 The Safer Luton Partnership

Co evenls 2019 1st aid -9209
Authorised: MinTC9793Budget

POS355-E/Egg hunt 1st aid-9210
Authorised: MinTC9799

PO5340-Pancake 1st aid-9212

04/03/2018  SLP/HRTC/5624 1 1,030.00 0.00 1,630.00 0.00
04/03/2019 SLP/HRTC/5623 1 70.00 0.00 70.00 0.00
04/03/2019 SLP/HRTC/5625 1 80.00 0.00 80.00 0.00

0.00 1,180.00

Above paid on 15/03/2018 by Cheque 101628

TOTO1 Right Fuelcard Company Ltd

Petrolx83.171irs-11.2/9201
Authorised: MinTC9257Budget

February'19 fuel cards x 6/921
Authorised: MinTC9257Budget

LTO9RLIIx66,690trs 15.2.19/9216
Authorised: MinTC9257Budget

17/02/2019 2534165 1 89.04 0.00 89.04 0.00

03/03/201% 2551225 1 7.20 0.00 7.20 0.00

01/03/2019 2539907 1 107.04 0.00 107.04 0.00
0.00 203.28

Ahove paid on 15/03/2019 by Cheque 101630

Continued over page
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Houghton Regis Town Council Page 1924
List of Purchase Ledger Payments User: SWS

Linked to Cashbook 1

Entered Month 12

by user SWS
Supplier and Invoice Details Invoice Date Invoice No Ledger AmountDue  Discount Amount Paid Balance
TRAD2 TravisBead Ltd
PO5394-Maps & NhPlan v13 & 14/ 12/03/2012 TBLTD567 1 348.00 0.00 348.00 0.00
Authorised: Ming704
0.00 348.00

Above paid on 15/03/2019 by Cheque 101631

TTTO1 T T Trophies

PO5333-Pancake Race trophies

/4@%

11/02/2018  O/NO5333 1 154.74 0.00 154.74 0.00

0.00 154.74

Above paid on 15/03/2019 by Cheque 101632

Total Purchase Ledger Payments 0.00 6,057.36
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CORPORATE SERVICES COMMITTEE Agenda Item 11

Date: 10 June 2019

Title: Investment Report

Purpose of the To provide to members a report on investments to date
Report:

Contact Officer: Debbie Marsh, Corporate Services Manager

1. RECOMMENDATION

To note the report.

BACKGROUND

In accordance with Committee Functions, Financial Regulations and Banking
Arrangements, Investment Strategy & Investment Arrangements Policy,

Committee Functions require the Corporate Services Committee to receive quarterly
reports on investments containing a forecast of capital expenditure, investment
opportunities and a recommendation for further investment including where, length
and amount.

INVESTMENT PROCESS

Commencement of the short-term investment: Public Sector Deposit Fund and the
long-term investment; LAMIT Authorities Property Fund were both during Financial
Year 2014 - 2015. In accordance with Minutes AC1113 and AC1121, two officers
administrate both these accounts for supervision and audit trail purposes. Both these
investments have no fixed period of terms, but both are treated on an annual roll-on
basis at their anniversaries’ review.

LONG TERM INVESTMENT — LAMIT PROPERTY FUND ACCOUNT

Commencement of the LAMIT Property Fund was October 2014. This fund is
designed to achieve long term capital growth and a rising income from investments in
the commercial property sector. Dividends are paid quarterly less advice of
Management expenses but without deduction of tax. Current gross dividend yield
rate as at 31% March 2019 was 4.26%. This account has non-activity as it generates
favourable economic benefits with the council’s maximum surplus funds that can be
held in this type of investment. This long-term investment has proved extremely
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favourable and as of yet, officers cannot source a better or similar account.
SHORT-TERM INVESTMENT — PUBLIC SECTOR DEPOSIT ACCOUNT

Commencement of the Public Sector Deposit Fund was September 2014, This is a
pooled, qualified money market fund created by and for the public sector which has a
low level or risks. Shares are bought and the dividend is paid at the end of each
month less Management Fee but without deduction of tax. The declared yield rate as
at 16™ May 2016 was 0.7564%. This is in line of the Bank Rate of 0.75%.
Accessibility of funds is almost immediate making this a highly liquid Current Asset
investment, Activity is a fluctuation of withdrawals when required to meet the
council’s expenditure for the period and deposits of investing surplus funds (namely
Precept) in accordance with the Trustee Investment Act 1961 S.11 and
recommendations from internal and external auditors. This short-term investment has
proved extremely favourable and as of yet officers cannot source a better or similar
account.

COUNCIL VISION

The proposed action supports the Objectives of Council’s Vision;
5. A strong efficient and proactive Town Council.

IMPLICATIONS

Corporate Implications
This report is supported by the following council policies:

¢ Financial Regulations
e Risk Management Strategy
e Banking Arrangements, Investment Strategy & Investment Arrangements

Legal Implications
¢ There are no legal implications

Financial Implications
+ There are no financial implications of this report.

Risk Implications
* There are no risk implications of this report.

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity,
eliminate unlawful discrimination, harassment and victimisation and foster good
relations in respect of nine protected characteristics; age, disability, gender

reassignment, marriage and civil partnership, pregnancy and maternity, race, religion
or belief, sex and sexual orientation.

This report does not discriminate.

Press Contact

Page 2 of 3
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e There are no press implications.

CONCLUSION AND NEXT STEPS

To continue the reinvestment and be presented with other investment opportunities at
the next committee.

APPENDICES

Appendix A: Graphs
Appendix B: Chronological activities

Page 3of 3
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SHORT TERM INVESTMENT: THE PUBLIC SECTOR DEPOSIT ACCOUNT

FINANCIAL YEAR: 2018-2019
Monthiy dividends of the peried: April 2018 to March 2019

APPENDIX A

Dividend

Invested |net

Balance |amount
Month {£) (E}
Aprifl8 788K 346
May'18 788K 357
June'18  §788K 338
July'izg 788K 376
Aug'18 753K 428
Sept'is 753K 392
Oct'18 753K 477
Nov'ig 753K 448
Dec'ls 818K 490
Jan'l3 803K 544
feb'19 768K 476
Mar'19  [B63K 445
Grand Total 5,117

FINANCIAL YEAR 2018-20

Monthly dividends of the period: April 2019

600
500 DRt
S N
Wil '/\ ad
400 e S
’._.-——'0-—-.___(
300
—4—Dividend net amount {£)

200
100

78K | 78BK 1 788K | 788K [ 753K | 753K | 753K | 753k | 818k | 803k | 768k | 663k

April' 18| May'18 {June'18| July'18 | Aug'l8 | Sept'18 | Oct'18 | Now'18 | Dec'18 | Jan'19 | Feb'13 ivar'1s

Period: April 2018- March 2019
Dividend mthly gross amount (£)

Dividend
Invested [net
balance |amount
Month {€) {£)
April't9 (978 514;
Grand Total 514

FINANCIAL YEAR: 2018 - 2019
Quarterly dividends of the financiat year: Aprii 2018 to March 2012

600
500
400
309
200
100

Invested Balance

Period: April 2019
Dividend mthly gross amount (£)

514

Aprifl9
Month

LONG TERM INVESTMENT: THE PROPERTY FUND

e Dividend nzt amount {£]

Dividend
Invasted [net
Balance |amount
Period (£} (£)
April-
lune'tg  |600K 7,005
July-
Sept'18  |6GOK 6,763
October-
December
'18 600K 7,085
anuary-
March '19 [ 600K 7,070
Grand
Total 27,923

Period: April 2018 - March 2019

Dividend net amount (£}

7,200

7,300

£ _7 005,

——f 7,070

7,000

6,900

N

N\

6,800

\9/6,753

EOOK

Aprit-lune'18

GOOK
July-Sept'18

600k

October-December '18

600k

lanuary-March '13

«g—Dividend net amount (£)
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Corporate Services Committee
10% June 2019

Appendix B

Below are two charts listing the significant chronological activities of the council's short-term investment during
FY2018 — 2019 and FY2019-2020 and the long-term investment during FY2018 - 2019 only.Short Term [nvestment

- The Public Sector Deposit Fund

Date Opening Details Amount Total Closing Other details
Balance Shares Balance

01.04.18 | £858,000 858,000 | £858,000

05.04.18 | £858,000 Withdrawal | -£35,000 823,000 | £823,000 Transfer to current account to top
up funds for  expenditure
purchases

11.04.18 | £823,000 Withdrawal | -£35,000 788,000 | £788,000 Transfer to current account to top
up funds for  expenditure
purchases

04.09.18 | £788,000 Withdrawal | -£35,000 753,000 | £753,000 Transfer to current account to top
up funds for - expenditure
purchases

18.12.18 | £753,000 Deposit £ 5,000 758,000 | £758,000 Purchased an additional 5,000
shares in accordance  with
Trustee Investment Act 1961
S.11

19.12.18 | £758,000 Deposit £20,000 778,000 | £778,000 Purchased an additional 20,000
shares in accordance with
Trustee Investment Act 1961
S.11

21.12.18 | £778,000 Deposit £20,000 798,000 | £798,000 Purchased an additional 20,000
shares in  accordance with
Trustee Investment Act 1961
S.11

24.12.18 | £798,000 Deposit £20,000 818,000 | £818,000 Purchased an additional 20,000
shares in accordance  with
Trustee Investment Act 1961
S.11

07.01.19 | £818,000 Deposit £20,000 838,000 | £838,000 Purchased an additional 20,000
shares in accordance with
Trustee Investment Act 1961
S.11

31.01.19 | £838,000 Withdrawal | -£35,000 803,000 1 £803,000 Transfer to current account to top
up funds for  expenditure
purchases

14.02.19 | £803,000 Withdrawal | -£35,000 768,000 | £768,000 Transfer to current account to top
up funds for  expenditure
purchases

01.03.19 | £768,000 Withdrawal | -£35,000 733,000 | £733,000 Transfer to current account to top
up funds for  expenditure
purchases

13.03.19 | £733,000 Withdrawal | -£35,000 698,000 | £698,000 Transfer to current account to top
up funds for  expenditure
purchases

26.03.19 | £698,000 Withdrawal | -£35,000 663,000 | £663,000 Transfer to current account to top
up funds for  expenditure
purchases

Date Opening Details Amount Total Closing Other details

Balance Shares Balance
Page1of3
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Corporate Services Committee
10" June 2019

Appendix B

01.04.19

£663,000

Withdrawal

-£35,000

628,000

£628,000

Transfer to current account to top
up funds for  expenditure
purchases

02.04.19

£593,000

Withdrawal

-£35,000

593,000

£593,000

Transfer to current account to top
up funds for  expenditure
purchases

10.04.19

£593,000

Deposit

£35,000

628,000

£628,000

Purchased an additional 35,000
shares inh accordance  with
Trustee Investment Act 1961
S.11

11.04.19

£628,000

Deposit

£35,000

663,000

£663,000

Purchased an additional 35,000
shares in accordance with
Trustee Investment Act 1961
S. 11

12.04.19

£663,000

Deposit

£35,000

698,000

£698,000

Purchased an additional 35,000
shares in accordance with
Trustee |nvestment Act 1961
S.11

15.04.19

£698,000

Deposit

£35,000

733,000

£733,000

Purchased an additional 35,000
shares in accordance with
Trustee Investment Act 1961
S.11

16.04.19

£733,000

Deposit

£35,000

768,000

£768,000

Purchased an additional 35,000
shares in accordance with
Trustee Investment Act 1961
S.11

17.04.19

£768,000

Deposit

£35,000

803,000

£803,000

Purchased an additional 35,000
shares in accordance  with
Trustee Investment Act 1961
S.11

18.04.19

£803,000

Deposit

£35,000

838,000

£838,000

Purchased an additional 35,000
shares in accordance with
Trustee Investment Act 1961
S.11

23.04.19

£838,000

Deposit

£35,000

873,000

£873,000

Purchased an additional 35,000
shares in accordance with
Trustee Investment Act 1961
S.11

24.04.19

£873,000

Deposit

£35,000

908,000

£908,000

Purchased an additional 35,000
shares in accordance  with
Trustee Investment Act 1981
S

25.04.19

£908,000

Deposit

£35,000

943,000

£943,000

Purchased an additional 35,000
shares in accordance with
Trustee Investment Act 1961
S.11

26.04.19

£943,000

Deposit

£35,000

978,000

£978,000

Purchased an additional 35,000
shares in accordance  with
Trustee Investment Act 1961
S.11

Page 2 0f 3
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Corporate Services Committee

Appendix B

10" June 2019
Date Opening Details Amount Total Closing Other detaifs
Balance Shares Balance
20.05.19 | £978,000 Withdrawal | £50,000 928,000 | £928,000 Transfer to current account to top
up funds for  expenditure
purchases
Long-term Investment — LAMIT Property Fund
Date Opening | Details Amount Shares | Bid market | Bid market value | Other details
Balance total value per one unit

01.04.18 | £600,000 213,503 | £634,808.47 | 297.33 pence

30.06.18 | £600,000 213,503 | £638,160.47 | 298.90 pence Favourable  0.528%
increase of previous
bid market total value

30.09.18 | £600,000 213,503 | £638,309.92 | 298.97 pence Favourable  0.234%
increase of previous
bid market total value

11.10.18 | £600,000 213,503 | £638,310.00 | 298.97 pence Favourable 0.00001%
increase of previous
bid market total value

31.12.18 | £600,000 213,503 | £648,515.36 | 303.75 pence Favourable 1.59880%
increase of previous
bid market total value

Page 3 of 3
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CORPORATE SERVICES COMMITTEE Agenda Item 12

Date: 10™ June 2019

Title: PUBLIC WORKS LOAN BOARD REPAYMENTS
ANNUAL REPORT

Purpose of the To receive the Public Works Loan Repayments Annual

Report: Report.

Contact Officer: Clare Evans, Town Clerk

1. RECOMMENDATION

To note the Public Works Loan Board Repayments Annual Report.

BACKGROUND

In accordance with the Committee Functions & Terms of Reference and Financial
Regulations 8.1 — 8.3, Members are presented with an annual report to provide detail
on the council’s loans including current value, repayments and early settlement
options as they stand at 1% April 2019.

PUBLIC WORKS LOANS

The Council currently has three loans through the Public Works Loan Board (PWLB).
The following summarises the initial value of the loan, the purpose of the loan and the
terms of the loan:

e Loan No. 496047
Value of the loan: £170,000
Purpose of the loan: Moore Crescent Pavilion at Moore Crescent
Recreation Ground
Terms of the loan: annual rate of interest of 4.00%
Period of the loan: 24 years, final repayment due March 2033
Received: October 2009

Other detail:
This project was funded through the securing of 2 loans;
Commencement of works May 2009, completion April 2010.

L8




¢ [Loan No. 496518
Value of the loan: £190,125
Purpose of the loan: Moore Crescent Pavilion at Moore Crescent
Recreation Ground
Terms of the foan: annual rate of interest of 4.46%
Period of the loan: 24 years, final repayment due March 2033
Received: February 2010

Other detail:
Second loan to fund the provision of Moore Crescent Pavilion

e Loan No. 496734
Value of the loan: £64,500
Purpose of the loan: Play Areas at Village Green and Tithe Farm
Recreation Grounds
Terms of the loan: annual rate of interest of 3.11%
Period of the loan: 10 years, final repayment due September 2019
Received: March 2010
Other detail:
Applied to help costs for the provision of play areas at the Village Green
and Tithe Farm Recreation Grounds. These projects were in collaboration
with Central Bedford Council’s “Play Builder” scheme who provided a

50/50 funding match with Houghton Regis Town Council.
Commencement of works was end 2009 and completed by April 2010.

4, Previous Loan

The council paid the final repayment of Loan No. 495419 in Financial Year 2018-
2019 (1.4.19). The loan was for £55,000 with an annual interest rate of 2.78%.
Commencement was March 2010 comprising of two bi-annual repayments per year
over a period of 10 years. The purpose of the loan was to help towards funding of the
provision of the skate Park at Tithe Farm Recreation Ground. Other contributors
were a local youth group HYVE with £30,000 funding Streeet Cred Grant from Beds
County Council and HRTC with £20,000 funding from reserves.

5.  Early Settlement Payments

An investigation was carried out in 2017 on making early settlements, whereby
findings were as follows:

e Unable to prematurely repay if there is one year or less remaining on the loan
to maturity.

e Estimates of the settlement figure is variable with rates changing twice daily.

¢ Consideration would have to be given for funding an early resettlement

The council would only be able to make an early settlement on loans reference
496047 and 496518, The outstanding principal on these loans as a combined figure is

AN
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£271,308.95. the early settlement figure is £340,666.87.
5. COUNCIL VISION

This report supports the Objective 5 of Council’s Vision, namely;
5. A strong efficient and proactive Town Council.

6. IMPLICATIONS

Corporate Implications
This review is supported by the following council policies:

Standing Orders

Financial Regulations

Internal Audit, Planning & Review

Practitioners Guide of the Governance and Accountability of Smaller
authorities

Legal Implications
The review supports Line 10 in Section 2 of the Annual Governance and

Accountability Return for External Audit.

Financial Implications
There are no financial implications of this report.

Risk Implications
Failure to -adequately monitor the finances of the council and identify and mitigate
any emerging financial issues would damage the council’s reputation.

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity,
climinate unlawful discrimination, harassment and victimisation and foster good
relations in respect of nine protected characteristics; age, disability, gender
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion
or belief, sex and sexual orientation.

This report does not discriminate.

Press Contact
There are no press implications arising from this report.

7. CONCLUSION AND NEXT STEPS

In accordance with council policy and national practices, Members are requested to
note the report.

8. APPENDICES

Appendix A: Payment Schedule Report

1o
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Project BOWLS/COMMUNITY PAVILION
Location MOORE CRESCENT {Duration of works: September'09- Aprl'10}
1st Loan
Loan Number 496047
Principal £170,000
Admin Fee £59.50
L.oan actual 169,540.50
Date loan received 19.10.08
Bank ref. B/3685
Repayment details Haif yearly annuity
Pericd for repaymeni 24 years
Annual rate of interest 4.00%
Amount of half yearly annuity £5,842.31
Dates for Repayment 31st March
30th Seplember
Appertaining Minutes Circ. Env Min 4621 dated 13.09.04 Circ. Town Co Min 6000 dated 29,09.08 & Env Min 6087 daled 12.01.09 & 6332 dated 28.16.09
Cpened Apr-11
Naminal code 4053-299 (Bal - Principai}
Payment Schedule Date|Folio Interest Principal Tofal Balance
170,000.00Years
1.00 31.03.10|B/5704 3,018.08 2,142.31 5,160.38 167,867.69
2.00 30.09,10]B/S726 3,357.156 2,185.16 5,542,31 165,672.53 1
3.00 31.03.111BiS751 3,313.45 2,228.86 5,542.31 163,443.67
4,00 30.09.141B/S777 3,268.87 2,273.44 554231 161,170.24 2
5.00 02.04.12/B/5805 3,223.40 2,318.91 5,542.31 158,851.33
6.00 01,10.12{B/S833 3,177.03 2,365.28 5,542.31 156,486.05 3
7.00 02.04.13{B/S862 3,120.72 2,412.59 5,542.31 154,073.46
8.00 30.09.13|BiS8g0 3,081.47 2,460.84 5.542.1 151,612.62 4
9.0 31.03.14|B/5920 3,032.25 2,510.06 5,842.31 149,102.56
10,06 30.09.14(8/5952 2,982.08 2,560.26 5,542.31 146,542.30 5
11.0¢ 31.03.15]|B/S 2,830.85 261146 5,542.31 143,930.84
12.00 30.09.15|B/S 2,878.62 2,663.69 5,542.31 141,267.15 B
13.00 31.03.16/B/S 2,825.34 2,716.97 5,542.31 138,550.18
14.00 30,08,16|B/S 2,771.0C 277131 5542,31 135,778.87 7
15.00 31.03.17 2,715.58 2,826.73 5,642.31 132,962.14
16.00 30.09.17 2,659.04 2,883,27 5,642.31 130,088.87 8
17.00 03,04.18 2,601.38 2,640.93 £,542.31 127,127.94
18,00 01.10.18 2,542.56 2,990.75 5,542.31 124,128.19 9
19.00| 31.03.19 2,482.56 3,059.75 5,5642.31; 121,068.44
20.00 30.08.18 2,421.37 312094 5,542.31 117,947.60 10
21,00 31.03.20 2,358.95 3,183.36 5542.31 114,764.14
22.00 31.09.20 2,295.28 3,247.03 '5,542.31 111,517, 11 11
23.00 31.03.21 2,230.34 3,311.97 5,542.31 408,205.15
24,00 31.69.21 2,164.10 3,378.21 5,542.31 104,826.94 12
25.00 31.03.22 2,096.54 3,445.77 554231 101,381,417
26.00 30,0922 2,027.62 3,514.69 5,542,31 97,866.48 13
27,00 31.03.23 1,957.33 3.584.98 5,542.31 94,281.50
28.00 30.09.23 1,685.63 3,656.68 5,542.31 $0,624.82 14
29.00 31.03.24 1,812.50 3,729.681 5,542.31 86,885.01
390,00 30.09.24 1,737.90 3,804.41 5,542.31 83,080.60 15
31.00 31.03.25 1,661.81 3,880.60 5,542.31 79,210.10
32.00 30.09.25 1,584.20 3,858.11 5,542.31 75,251.99 16
33.00 31.03.26 1,506.04 4,037.27 5,542.31 71,214.72
34.00 30.09.28 1,424.29 4,118.02 5,642,31 67,096.71 17
35.00 31.03.27 1,341.83 4,200,38 5,542.31 62,896.33
36.00 30.09.27 1,257.93 4,284.38 5,542.31 58,611.95 18
37.00 31.03.28 117224 4,370.07 5,542,31 54,241.88
38.00 30.09.28 1,084.84 445747 5,542.39 49,784.40 19
39.00 31.63.29 995.69 4,546.62 5,542,31 45.237.78
40.00 30.09.29 904.76 4,637.65 5.542.31 40,600.23 20
41.00 31.03.30 812.00 4,730.31 5,542.31 35,869.92
42.00 30.09.30 717.40 4,824.91 554231 31,045.01 21
43.0C 31.03.31 620.90 4,921.41 5,542.31 25,123.60
44,00 30.08.31 52247 5019.84 5,842.31 21,103.78 22
45.00 31.03.32 422.08 5,120.23 5,542.31 15,983.53
46.00 30.09.32 319.687 §,222.64 5,542.31 10,760.89 23
47.00 31.03.33 215,22 5,327.08 5,542.31 5433.80
48,00 30,09.33 $08.68 5,433.80 5,542.31 Q.00 24
TOTAL 95,649.12 170,0900.00 265,648.06
alance outstanding after instaliment of the 31,319 Interest Principal Total (Intergst + Principal)
i 39,658.71 121,088.45 160,726.99]
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2ct BOWLS/COMMUNITY PAVILION
ten MOORE CRESCENT {Duration of works: Seplember09- Aprit'1C)
2nd Loan
| Number 496518
clpal £180,125
in Fee £66.85
1actual £190,058
- loan recejved 05.62.10
rref. Bi3688
wment detajls Half yearly annuity
id for repayment 24 years
1al rate of interest 4.46%
unt of half yearly annuity £6,402.06
s for Repayment 34%st March
30th Seplembar
inal code 4053-209
rtaining Minutes Cire. Env Min 4621 dated 13.09.04 Circ. Town Ce Min 6000 dated 29.09.08 & Env Min 6087 dated 12.01,09 & 6332 dated 28.10.09
1ed Apr-11 (Bal - Principai)
1ent Schedule Date| Folio Interest Principal Tolal Balance Years
190,125.00
1.00 31.03.10] BIST04 1,257.96 2,252.27 3,510.23 187,872.73
2.00 30.05.1G|B/5726 4,188.56 2,302.50 6,402.08 185,670.23 i
3.00 31.03.11|B/5751 4,138.22 2,353.84 6,402.08 183,216.39
4.00 30.08.11;B/S777 4,085.73 2,406.33 6,492.08 180,8710.05 2
5.00 02.04.12{B/3805 4,032.06 2,460.00 6,492.08 178,350.06
6.00 01.10.12|B/5833 3,977.21 2.514.85 6,492.08 175,835.20 3
7.00 02.04.13|B/S862 3,921.13 2,570.93 5.492.08 173,284.27
8.00 30.09.131B/5880 3,863.79 2,628.27 6,492.06 170,636.00 4
9.00 31.03.141B/5920 3,805.18 2,586.88 6,492.06 167,949.13
10.00 30.08.14|B/5952 3,745.27 2,746,79 6,492.06 165,202.33 5
11.00 31.03.15{B/S 3,684.01 2.808.05 6,492.06 162,394.28
12.00 30.09.15)B8/8 3,621.39 2,870.67 6,492,086 159,523.82 g
13.0C 31.03.161B/S 3,557.38 2,834.68 6,492.08 156,588.93
14.00 3G.08.16|B8/8 3,491.93 3,000.13 6,492,068 153,588.80 7
15.00 31.03.17 3,425.03 3,067.03 5,492.08 150,521.78
16.00 30.09.17 3,356.64 313542 6,482,086 147,386.35 a
17.00 03.04.18 3,288.72 3,205.34 6,492.06 144,181.01
18,00 01.10.18 3,215.24 3,276.82 6,482,068 140,904.18 9
19.00 31.03.19 3,142.16| 3,349.90 6,492.06 137,554.29
20.00 30.09.19 3,067.46 3,424.60 6,492.08 134,129.69 10
21.00 31.03.20 2.591.08 3.600.97 6,492.08 130,628.72
22.00 31.09.2G 2,913.02 3,679.04 6,492.08 127,049.68 11
23.00 31.03.21 2,833.21 3,668.85 6,492.06 123,390.83
24.00 31.08.21 2,751.62 3,740.44 6,452.06 119,650.38 12
25,00 31.03.22 2,668,20 3,823.86 6,492.06 115,828,53
26.00 30.09.22 2,582,93 3,809.13 6,492,06 111,917.40 13
27.00 31.03.23 2495.78 3,996.30 5,492.05 107,621.10
28.00 30.09.23 2,406.64 4,085.42 5.492.06 103,835.68 14,
29.00 31.03.24 2,315,654 4,176.52 6,492.06 99,659.15
30.00 30,09.24 2,222.40 4,269.66 6,492,06 95,389.49 15
31.00 31.03.25 212749 4,364.87 6,492,056 91,024.62
32.00 30,08.25 2,020.85 4,462.21 6,482.08 86,562.41 16
33.00 31.03.26 1,630.34 4.561.72 6,492,056 82,000.69
34,00 30.08.26 1.828.62 4,663.44 6,492,068 77.337.24 17
35.00 31.03.27 1,724.62 4,767.44 6,402.08 72,569.80
36.00 30,08.27 1,618.31 4,873.75 6,482,068 67,686.05 18
37.00 31.03.28 1,509.62 4,982 44 6,492.06 62,713.64
38.00 30.08.28 1,398.51 5,083.55 6,492.08 57,620.06 19
36.00 31.03.29 1,284.92 520713 6,492.05 52,412.93
40.00 30.09,29 1,168.81 5,323.25 6,442.06 47,088.58 20
41.80 31.03.30 1,050.10 5.441.86 6,492.06 41,647.72
42.00 30.08.36 928.74 5,863.32 6,492.08 36,084.40 21
43.00 31.03.34 804.68 5,687.38 6,492.06 30,397.03
44.00 30.09.31 677.85 5,814.21 6,492.08 24,582.82 22
4500 31.00.52 £48.20 5,943.86 6,492.06 16.638.96
46.00 30,0532 415.65 6,076.41 6,492,056 12,562.55 23
47.00 31.03.33 260.14 6,211.92 6,482.08 6,350.63
43.00 30.09.33 141.62 5,350.63 5,482.08 0.00 24
TOTAL 118,512.24 190,125.00 308,637.05
Batance outstanding after installment of the 31,319 inferest Principal Total {Interest + Principal)
50,715.64) 137,554.28 188,269.74
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Project PLAY AREAS
Locatien Village Green & Tithe Farm (Duration ef works: December'08- April'1)
Loan Number 496734
Princlpal £64,500
Admin Fes £25
Loan actual £64,475
Date loan received 42.03.10
Bank ref, BIS702,
Repaymant details Half yearly annuity|
Perjod for repayment 10 years
Annual sate of interest 311%
Amount of half yeady annufly £3,777.25
Dates for Repayment 31st March
30th Sapiember|
Nominal code 4049-299
Apperlaining Minutes Circ. Towa Co Min 6000 dated 25.09.05 & Env Min 8087 dated 12.01.08 & 6332 daled 28,10,09
Opened Circ. Febnsary 2010
(Bal - Principal)
Payment Schedule Date [Falio Interest Peincipal Total Balancs Year
4500.00:
1 29.03.10 | Chy 8220 104.42 2,774.27 287869 §1,725.73
2 30.09.10 § 8/5728 850.84 281741 3777.25 58,908.32 1
3 31.03,11 | BIST51 916.02 2,861.23 3,771.25 56,047.05
4 C.08. BISTYT 871.53 2,905.72 3,171.25 53,141.37 2
5 2.04.12 | BIS805 826,35 2,850.90 3,777.25 50,180.47
] 1.10.12 | B/SE33 780.46 2,886,79 3,777.25 47,193.68 3
7 02.04.13 | BISE62 733.86 ,043.39 I77.25 44,150,29
3 30.09.13 | BrSESD 686.54 ,020.71 I77.25 41,059.58 4
g 31.03,14 | BISS20 638.48 ,138.77 77725 37,920.81
10 30.09.14 | B/5852 589.67 3,187.58 (7125 34,733.23 5]
i 31.03.15 | Bfg 540,10 3,237.15 3,777.25 31.496.08
12 30.09.15 | BIS 488.76 325749 3.777.25 28,208.59 §
3 31.03.46 | B/ 438.64 3,338.6 371125 24,869.08
A 30.05.16 | BIS 366,73 3,380.52 3.777.25 1.478.4 7
H 31,028,147 - 334.01 3.443.24 3777.25 A
] 30.09, - 280.46 3,486.7¢ 371125 4,539.4 8
7 03.04. - 226,09 3,561.16 3,777.25 0,888.2
18 01.10. - 176.87 3,606,38 3,777.25 7,3681.89 g
19 31.03.19 | - 114.79 | 3,662.46 | 3,777.25 3,719.43
26 30.08.19 - 57,84 3,719.43 3,777.26 |- 200 i0
TOTAL 10,146.45 64,500,00 74,548.45
Balance ing after instaliment of tha 31.3.19 interest Principal Total {Interest + Principal)
I 57.34 3,719.43 3777.26 |
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PREFACE

This is intended as a guide for those presiding at meetings of Local Councils and as a
source to which to refer when there is a procedural difficulty during a meeting.

If the words “Local Councils” are used, it means Parish and Town Councils in
England and Community and Town Councils in Wales.

Tt is, of course, recognised that local councillors can be male or female. Therefore,
wherever the masculine gender is used this should be interpreted as also meaning the
feminine gender, where appropriate.

The Chairman of a Town Council is entitled to use the title “Town Mayor”. The title
confers no additional powers on the chairman, and, in partwular has no implications
for his conduct in meetings.

Notes: : i

% The word “Chairman” includes “Town Mayor” and mean
actually presiding at a meeting .

% The word “Vice-Chairman” includes “Deputy wi-Mayor”

% Where appropriate use of the word "he” is to include the meaning “she”

& The word “Council” inclides. “committee,” “where any finction has been
delegated, e B

the person

1. BASIC PRINCIPLES
1.1
instructions which th’é can’ unde_rs_tzmd

ot the nly, function. of the Council to frame instructions

1.2 _g,It 1S the primat
can act even a decision to take no action is such an

“"upon, which peopl
instruction. '

1.3 The Council’s instructions are conveyed by resolutions and it is the purpose of
the Council’sgroceedings to reach, without unreasonable delay, an inielligible
and lawful decision for the right reasons. The whole duty of a Chairman is to

ensure that this purpose is achieved and to this end he must:-

(a) protect the Council against outside interference;

(b) ensure that everything to be discussed is lawful,

(c) ensure that the Council is invited to deal with clear issues;

(d) ensure that as far as possible information is complete;

(¢) permit every point of view to have a fair hearing;

(f) ensure that opinions expressed are relevant to the matter in hand;

(g) ensure that business is transacted with reasonable speed;

(h) ensure as far as possible that proceedings are friendly and free from
personalities;

(i) co-operate with the officers and councillors.
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2,  THE AUTHORITY OF THE CHAIR
Origin
2.1 The office of Chairman of a local authority is created by statute, which has

conferred upon the occupant of the chair a second or casting vote on all
occasions but one. The scope of his authority, however, depends upon ancient
customs which are perfectly logical and arise from the necessities of the case.

Nature and Limitations

2.2

2.3

4,

Whether or not the Council has passed any standing orders, the Chairman’s
procedural authority is derived from the Council as a whole and an individual
councillor must obey his rulings because they are the rulings of the Council
itself. It follows from this, however, that the Chaitman cannot overrule the
Council and that a councillor who is dissatisfied: by the C airman’s ruling may
invite the Council to disagree with it, Such appeals against the chair ought to be
very rare.

remember that, while the Chait
confers no rights (other than the ca
possessed by other members.

either the Clerk or
1tem the fo]loi_' ]

o Isthere an member who may have a pecuniary mterest‘?

OUTSIDE INTERFERENCE

Public-Disturbaneces Disorderly or Disruptive Behaviour

g1
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neeessary:— 1t 15 not cssentialte—eallthe pelieebut-may—beneeessar=_The

standing orders of a council povern the actions that can be taken when
disorderly conduct or behaviour disrupts the debate at a mecting or obstructs the
proceedings in a meeting, This includes a situation where someone is behaving
offensively or using inappropriate language.

4.2 Disruptive individuals, whether they are councillors of members of the public,
are_at risk of being asked to leave the meeting. The Chairman may request
anyone who is disruptive to stop. He should explain the consequences if they do
not behave appropriately.,

4.3 The Chairman should never argue or allow argument with an interrupter, If an
individual disregards the Chairman’s request to modify-his conduct, aimed at
restoring order to the debate or to the meeting itself; any councillor (including
the Chairman) may move a (procedural) motion that the offending person(s) are

“not further heard” or excluded from the meetmg If the ieeting then passes a
resolution that requires a person to be sﬂent or leave the meeting but this is

ignored, further steps can be taken.

£ may __be temporarily suspended 78
mprove their behaviour or to
ng _If after a suspension of the

44 If permitted by standing orders, the me )
pive the offending person(s) an opportunits
persuade them to be silent or:to Ieave the me

meecting, dlsruptlve behavmm

f3"'dzscu5510ns or vole
dlspensatlon e—sh

been granted a dlspensatlon a councillor or non-councillor w1th voting rights
shall withdraw fiom a meeting when it is considering a matter in which he has a
disclosable pédiiniary interest. IHe may return to the meeting after it has
considered the matter in which he had the interest.

4.6 If the mterest has not been recorded he must adv1se the—ﬁ&eeﬁng—&&d—‘ea:ke—ﬁe

%Che—m{efest—m&st—b&adwsed«%e-the momtormg ofﬁcer Wlthln 28 days of the

interest becoming apparent.

Rulings on notices
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4.7 The Chairman must be satisfied that the meeting is lawful. He does not need to
have personal knowledge that the proper notices and summonses have been
issued, but if complaints are made he must give a ruling based upon the
essential justice of the matter. A meeting is not necessarily illegal because
someone has not received a notice to which he is entitled, but where an
irregularity appears to be intentional or important the mecting should be
adjourned until it has been corrected.

Chuorum

4.8 No business can be transacted if no quorum is present. This rule applies not
only to cases of physical absence but to cases of disqualification by interest. A
situation may, therefore, sometimes arise where the Couneil cannot act because
it is impossible to obtain a disinterested quorum. In:8uch a case the Chairman
should adjourn the matter until it can be next dealt:with..Those members with a
pecuniary interest should consider making an apphcatlon for dlspensahon to the
Council where appropriate. :

Ultra Vires Proposals

4.9 The Chairman should satisfy himself that any proposal involving expenditure is
lawful and should rule any-unlawful proposa amendment out of order.
Where there is any doubt, advice should be sought well before the meeting and
in time to delete i, if necessary, from the genda. '

5. A CLEARISSUE

5.1

otions should be affirmative in form; it is never necessary to move
vresolution be rejected;

(b) Where the;_ljer':‘i"s more than one solution to a problem each solution must be
separately-put to the vote.

The Affirmative Form

5.2 The most exact method of putting a question to the vote is by the use of the
following formula:-

“The resolution is as follows: -
(e.g.) That the Clerk’s salary be raised to £5,000 a year,’

The motion is that this resolution be agreed to.”

2
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(Note: A resolution is a proposal of the action intended to be taken: for example
“That the Council buy a mower”. A motion is the procedural formula by which
the Council disposes of business: for example “The motion is that the resolution
be amended by “ or “The motion is that the Council do now adjourn”.)

Separating the Issues

5.3

5.4

5.5

6.1

In attempting to reach a decision a Council may from time to time be faced with
alternative solutions. Some alternatives may be mutually exclusive; others may
be matters of detail subsidiary to the principal issue.

Where the alternatives are mutually exclusive it may:be desirable in the first
instance to discuss the resolutions embodying them. gether until the general
trend of opinion is apparent and then to put one of them in the form of an
amendment to the other; for instance, if a Councﬂ considers that it can afford
cither a swimming pool or a new playing’ field but not both, a decision to
provide the one in practice excludes the other. Therefore, the: ‘resolution on
behalf of each should be discussed together and the issue at this stage may be
informally stated thus:- . : .

“If the Council is to spend 1
playing field?”

oney would 1t prefer a swimming pool or a

In more formal language the 1ssue 1s put to-
and amendment -

'_'e_'__y__c_)_te: by substantive resolution

“The resolutmn is that the swunmlng pool be provided. To this the

following arnendmen"

been moved -

leave ow‘.:th : words: imming pool * and substitute the words ‘new playing

amendment does not end the matter: it merely decides what shall
ext :;:,Thus in the example, if the amendment is carried, all further
discussion of the swimming pool becomes out of order, but the Council has yet
to decide whether the major operation shall be carried out at all. This is done by
puiting the resolution as amended to the vote.

METHOD OF VOTING

The rules on the manner in which decisions are taken are peremptory and admit
of no exceptions. Every decision must be reached by a majority of those voting,
Appointments to employments must be decided in the same way as other
questions.

Q0
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7.

7.1

8.1

8.2

General Rule

9.1

COMPLETENESS OF INFORMATION

Sensible decisions cannot be reached without reasonably complete information,
which it is usuvally the duty of the clerk to supply. The Chairman should before
the meeting consider whether enough information is available or likely to be
made available, and at the meeting he should make a point of asking a member
with special knowledge to give his opinion. If it appears at the meeting that
information is still insufficient he should move to adjourn consideration until
mote is known, and sometimes it may be desirable to frame questions and to
instruct the clerk to obtain the answers by a specified date,

IMPARTIALITY

When differences of opinion develop in discussion it is the duty of the Chairman
to give a fair hearing to all points of view 1ncludmg his own, if he has one. It is
not his duty as Chairman to suppress neither his own convictions nor his
privilege to impose his opinions. Experience has shown that the safest and least
controversial course is for the Chairman to call upon speakers for: and against a
proposal to speak alternately and himself to avmd speakmg first or Iast

Some people are better at putting a case than others and the Chairman ought to
allow reasonable 1at1tude to the Iess eloquent For. thls reason mechanical rules
times a member may speak are undé.s.i.rébie and the Chairman should have
some latitude m applymg them; espemally m a Council with a small
membership. - :

RELEVANCE

A speech must be dlrected to the point under discussion and nothing else. This
rule is-gasy to state, but not always easy to apply fairly, because the relevance of
what is being said may be understood by the speaker before it is grasped by the
listener; whilst. the-tule should not be made a cover for “barracking from the
chair” it is probably true that if Chairmen enforced it more strictly, business
would be much more quickly and efficiently conducted than is often the case,
and many unnecessary arguments and even some quarrels would be avoided.
Bad feeling originates in irrelevancies more often than in any other way. On the
other hand, it is sometimes advantageous to allow irrelevance in order to “clear
the air”. Too harsh suppression can breed ill will and a sense of grievance.

Personalities

9.2

‘The Chairman should do his best to prevent observations in discussion; the
custom whereby the speeches are in a form addressed to the Chairman, should
only be observed because it forces members to employ an impersonal mode of
expression. If a member makes an offensive personal observation, the Chairman

A\
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should immediately intervene to seek immediate apology to an offended
mermber.

Methods of Enforcement

9.3 Where a speech is obviously irrelevant the Chairman should stop the speaker
and invite him to return to the point or sit down. Where the irrelevance is not
quite so obvious the Chairman may often find it convenient to ask the speaker to
explain how his remarks relate to the issue.

Revival of Decided Issues

94 The Chairman should not allow a matter that has been demded to be reopened at
the same meeting. An attempt to “hark back™ to a previous agenda item should
be firmly ruled out of order as irrelevant to the matier.now under discussion,
even if the member who raises it was not presen When the item was considered.

Minutes

9.5 One of the commonest irrelevances is the _racuce of attempting to 'dlscuss the
merits of what is contained in the minutes, on a:motion for their signature as a
correct record. On such a motion the only issue:is whether the words of the
minutes accurately record the events at the meeting of whlch they are a record.

Other Problems

9.6 Letters received-by th M'Councﬂ sho ,d not be read out verbatim: this provokes
irrelevant disc ding and is liable to lead to misunderstanding by the
public. On the very rare occasions that the exact text is needed by every
councillor the clerk:should:issue copies. Normally it is sufficient to report the
main issue 1n the letter: for example “Mrs Smith of has written asking the
Council to get the pile of tubbish removed from outside 48 Lane”.

10. REASONABLE DESPATCH

Intervals

10.1 It is important that business should be transacted with reasonable speed. Long
meetings bore members and reduce the level of atientiveness. Long intervals
between meetings lead to missed opportunities. A Local Council cannot expect
to be consulted regularly by other bodies if it does not respond promptly. The
Chairman ought to call special meetings in necessary cases. The right of Local
Councils to be notified of planning applications makes this especially important.

Obstruction at Meelings

10.2 Deliberate obstruction is rare, but must be firmly dealt with when it occurs, It is
difficul{ to be directly obstructive for long without being irrelevant, and

10

AQ




Chairmanship 27" Qetober 2003
Houghton Regis Town Council

therefore deliberate obstruction sometimes takes the form of raising a succession
of points of order. In dealing with this type of obstruction it is well to remember
that a point is not necessarily a point of order because the person who makes it
labels it as such. (For points of order see paragraph 11.1 below.)

Repetition

10.3 If it is evident that nothing new can be said on either side in a particular

References

discussion, a Chairman is justified in putting the matter to the vote even though
there are still members wishing to speak. Usually, however, the state of affairs
is not so clear and in such cases the Chairman should ask leave of the Council to
put the matter to the vote.

10.4 All deliberative bodies have a natural tendency-fo refer questions to someone

11.

Points of Order

else (e.g. an officer or a committee) for consideration orireport. These are
frequently unnecessary because they are. often used only When a Councﬂ is
unwilling to make a final decision. : s

SOME PROCEDURAL POI1

11.1 Points of Order relate to procedure only and-:take precedence over all other

business; it is the*duty of the Chairman to deal with them. If a point relates to
the substance of a matter under discussion it is not a point of order and should
be ruled out of “order by the Cha.lrman The person raising the matter of
substance in ﬂ’].IS way should be told to save 1t for his speech on the business.

" questlon It is part of the ‘merits of the business and must be decided by

discussion. If, however, the interruption had been “On a point of order, have we
power to-do. this?” the Chairman (in consultation with the clerk) must give a
ruling and the:answer is “No”, the Council has no power to act as proposed and
the business ought not to be under discussion.

Procedural Resolutions

11.2 Procedural resolutions should normally be put without discussion. The usual

exceptions are resolutions to (a) correct minutes, (b) alter the order of business,
(c) refer to committee.

Closure Motions

11.3 The following are the respective effects of closure resolutions:-

11
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() On the passing of a resolution to proceed to next business proceedings
on the business in hand come to a stop and no decision upon it can be
taken.

{b) On the passing of a resolution that the question be now put the mover
is usually entitled to reply before the matter is put to the vote. By
custom the chairman may refuse to accept such a resolution until he
thinks that the matter has been sufficiently debated.

(c) A resolution to adjourn a discussion or a meeting stops the discussion
at the moment it is passed and no decision is taken on the business;
therefore the discussion may later be resumed at the point where it was
interrupted.

Amendments

11.5 An amendment should always be put-to ‘the. vot :before the resqutlon that it
seeks to amend. (See also paragraph 5.5 above

“Any Other Business”

11.6 The summons to a meeting of a Local Council. must by law specify the business
to be transacted; a Local Council cannot legally décide to take any action under
the general headmg" 'any other business” because these words do not specify
any item of business. “The rule prevents the Council deciding any business
which will have either expendlture consequences or lead the Council into a legal

situation: for exampie by making:a confract.

additional meetlng should be called or the Council should have a regular
arrangement for the reference of such matters either to a committee or to the
clerk for action. Tt is contrary to local government law for the Chairman or any
other single member to take a decision binding the Council.

12 USE OF CHAIRMAN’S VOTES

12.1 Save on one occasion the Chairman has both an ordinary and a casting vote.
There is no rule of law which requires him fo give his ordinary vote at the same
time as the other members are voting, and it is obviously undesirable and
undignified for him to wait and then say “the voting is 5 to 4 against; I therefore
vote in favour which makes it even.”

12

A




Chairmanship ' 27" October 2003
Houghton Regis Town Council

12.2 Where there is an equality of votes a Chairman may be faced with an

13

embarrassing problem. A resolution requires a majority and therefore, since an
equality is not majority, he may declare the resolution nof carried. This course
is, however, sometimes regarded as irresponsible or lacking in courage; in such
circumstances the Chairman ought to give a casting vote, if at all possible, in
such a way that the matter can be considered again; for instance, on a motion to
accept a particular tender a vote in favour will conclude the matter, but a vote
against will leave the way open for further negotiations or reconsideration.

PRESENCE OF THE PUBLIC AND PRESS

13.1 In principle, the public (which includes the press) is entitléd to be present at all

14.

meetings of the Council and its committees and sub-committees, and ought to be
admitted to sub-committees. The Council or a comnnttee however, may exclude
the public for a partmular 1tem of business, 1f in 1ts oplmon such exclusion is

excluded the decisions made in the closed session must be mlnuted a record
should be kept of who was present at the session: the press should be told of any
decision. Business is ‘confidential’ if its discussion must be kept prwate seeret:
it is ‘special’ and the reasons for seereey-confidentiality must be stated in any

. case where the need for seefeeﬁ;n 1vacy is not obv1ous

MALADMINISTRATION

In accordance with approved Standing Orders 1{e) — 1(1), members of the public

may make representations, ask questions and give evidence ait a meeling which
they are entitled to attend in respect of the business on the agenda.

The total period of time designated for public participation at a meeting shall not
exceed 15 minutes and an individual member of the public shall not speak for
more than 3 minutes unless directed by the chairman of the meeting,

13
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16. LENGTH OF MEETINGS

16.1

fe%mere«%ha&%@—hﬁamfthe&t—a—b}e&kr&andmg Orders penmt meetmgs to
continue for up to 2-5hrs-at the diseretion of the Chairman.

17. POLICY REVIEW

17.1 This policy will be reviewed every 4 years or as required by the Corporate
Services Committee.

14
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HRTC Complaints Procedure 23rd October 2006

SCOPE OF THE COMPLAINTS PROCEDURE

General

‘A complaint is an expression of dissatisfaction about the council’s action or lack of action or
about the standard of a service, whether the action was taken or the service provided by the
council itself or a person or body acting on behalf of the council.’

A complaint against a local council may also be trigeered by an allegation of administrative
fault such as not following procedures or standing orders, inadequate service, no service,
delay or making a mistake.

This guidance is aimed at those situations where a complairit' has been made about the
administration of the council or about its procedures. It is designed for those complaints that
cannot be satisfied by less formal measures or explanations provxded to the complamant by

member(s) of the council or staff are likelv to be meu_tm_ned or compla}p_e_d about. Howeve:, a
complaint against a council will be treated as a :_c_'o'mpla'int against the body corporate of the
council, not as a complaint against individual eimployees or member(s) of the council. ¥-dees

The Complaints Procedure sets out an efficient and -transparent process for dealing with
complaints received by establishing a standard and formal procedure for considering
complaints either made by complainants direct or whlch have been referred back to the
council from other bodies. The Complaints Procedure see ensure that the complainant
feels satisfied that their complaint has been properly and fully consndered

At all times, the rules of natural Justlce wﬂl':apply, a l_.ﬁpames will be treated fairly and the
process will be reasonable accessxble and tlansparent §

Complaints about an employee

Complamts_rabout an’ emp]oyee df the: council will be dealt with as an employment matter,
The complainant. WIH be: assured that the matter will be dealt with internally and appropriate

The Monitoring: Ofﬁce

Central Bedfordshire Council

Priory House .-

Monks Walk

Shefford

Tel: 4300 300 8000

https://www.centralbedfordshire.gov uk/officeforms/Complaint_form for councillors_condu

ct.ofm]
CODE OF PRACTICE

The Council will establish a Complaints Sub -Committee comprising 3 Members drawn from
the Corporate Services Committee to deal with complaints. The conclusions drawn at any
meeting of the Complaints Sub-Committee will be reported to the next Town Council
meeting,
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If the clerk or other proper officer is putting forward the justification for the action or
procedure complained of; he or she should not advise the council or committee.

Before the meeting:

i.  All formal complaints against a 10cal councﬂ must be commumcated illhewﬂp}amaﬂt

writing to the clerk or other proper ofﬁcer

ii. If the complaint concerns the clerk or other proper officereomplainant doesnot-wish+te
put-the-complaint-tothe-elerkor-other-proper-officer, they may be advised to address

their complamt&&p&%&to the chairman of the council.

'w1sh the complaint to be
treatcd confidentially. If the complainant waves conﬁdentlahtv, the council must still
complv with its obllgatlons under the Data PlOteCtIOIl Act 1998 in order to safeguard

complainant unless they consent or dlsciosure is otherwise fair and iawful under the 1998

Act e.g. for the purpose of discharging.the council’s functions, or for the: performance of
contractual obligations. The council will ensure.that agenidas and minutes:do not disclose
personal data or financial, sensitive or confidential information that relates to an
1nd1v1dual complamant or a thlrd party in the agendas or mmutes of its meetmg The

a council is ez{

consider the complaint. In othe wor
confidence.
v. _The clerk, other officer or chamnan of the councli shall ‘acknowledge the receipt of the
complaint_within 5 working days and adv1se the: c__ _mplalnant when the matter will be
considered by the'Complaints Committee.
#vvi.  The clerk or othér proper officer will investigate the complaint and will provide a
written 1ép0 timg the mvestlgatlon and 1ts findings

ted to treat a complamt in

m,q davf_ ot the ewdence from the complainan{ being received that
' : dy—provide the complainant with copies of any
cumentation upon which they wish to rely at the meeting including the investigation

At the Meeting

i.  The meeting shall be clerked by an officer of the council who has not investigated or
been involved in the complaint

ii. The council shall consider whether the circumstances of the meeting warrant the
exclusion of the press and public. Any decision on a complaint shall be announced at the
council meeting in public.

iti. Chairman to introduce everyone.

iv. Chairman to explain procedure.

v. Complainant (or representative) to outline grounds for complaint.

vi. Members fo ask any question of the complainant.

vii. H-relevantthe —clerk or other proper officer to explain the council’s position_and the
finding of the investigation.

viii. Members to ask any question of the clerk or other proper officer.
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ix. Clerk or other proper officer and complainant to be offered opportunity to sum up (in this
order).

x. Clerk or other proper officer and complainant to be asked to leave room while Members
decide whether or not the grounds for the complaint have been made. (If a point of
clarification is necessary, both parties to be invited back).

xi. Clerk or other proper officer and complainant return to hear decision, or to be advised on
the timescale of any necessary investigation and when a decision will be made.

After the Meeting

Decision confirmed in writing within seven working days together with details of any action
to be taken,

Right of Appeal

If the complainant wishes to appeal against the deeisiOh_::he or she must notify the clerk or
other proper officer in writing within 7 working -days of receiving
decision, giving reasons for the appeal. An Appeal may be raised if:

i, The complainant thinks the finding is unfair
ii. New evidence has come to light
iii. The complainant thinks that the comglamts procedure was not applied properly

i. - Unfair finding i
The eeihﬁiﬁinanl is to speci

ii.

The comp[amt must provide a é Py of the new evidence
. Complaints moeedme not applied properly
The complamant is to: speelfv ‘how the complaints procedure was not applied properly

The meeting shall be clerked by an officer of the council whe has not investigated or been
involved in the complaint

The Appeals Committee will consider the grounds of appeal and the supporting evidence followed by

a response from the Clerk or other proper officer. any new-evidence-thatthe-complainant-or
the-eeunetl-wish to put forward:

The hearing may-will be adjourned to alew-matters-raised duringthe-course-of the-hearingto

be-investigated-orto-afford the Appeals Committee time to consider its decision.

The decision taken by the Appeals Committee will be final.
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After the Appeal hearing the council will inform the complainant of its final decision within 5
working days in writing.

3 POLICY REVIEW

This policy will be reviewed annually by the Corporate Services Committee.
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1 INTRODUCTION

a The Freedom of Information Act 2000 (‘the Act’) was passed on 30 November 2000. The
Act is enforced by the Information Commissioner who also has responsibility for data
protection issues. From 01 January 2005 when the Freedom of Information (FOI} Act 2000
came fully into force there was a legal right for any person or group to ask any public
authority for access to information held by that authority.

b Section 1 of the Act give a general right of access to all types of ‘recorded’ information heid
by ‘public authorities’ (and those providing services for them). It also sets out exemptions
from that right and places a number of obligations on public authorities. Public authorities
have two main responsibilities under the Act. They have to produce a ‘publication scheme’
and they have to deal with individual requests for information.

c The Act gives a right to access information held by public authorities including;
* (Government Departments;

Local Authorities;
» NHS bodies (such as hospitals, as well as doctors, dentists, pharmacists and

opticians);
» Schools, colleges and universities
e Police

s The House of Comimons and the House of Lords
2 THE DIFFERENCE BETWEEN FOI AND DPA

a Personal information remains the subject of the Data Protection Act 1998 2018 (DPA). A
request by an individual for information about themselves is exempt from the Freedom of
Information Act (FOI} and will be handled as a ‘subject access request’ under the Data
Protection Act. In certain circumnstances such a request may involve the release of associated
third parfy information.

3 PURPOSE
a TFOI is about the right of access.
b This policy outlines the standards, responsibilities and liabilities of staff (both Council

employees and partners working for the Council), members, and the Council in relation to the
Freedom of Information (FOI) Act (2000).

c The Council’s stated approach to providing information is one of openness and transparency.
4 OBJECTIVES

a This policy highlights the following objectives outlined in the FOI Act and the Lord
Chancellor’s Guidance on FOI:
i.  To ensure that information is either published or made available (subject to certain
exemptions) to members of the public within 20 working days of receiving a request.
ii. To maintain effective search and retrieval mechanisms to enable successful compliance.
iii. To maintain effective and efficient records systems for both information and for
recording the processing and decisions around FOL.
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5 REQUESTING INFORMATION

a Citizens can obtain information from a public authority via an approved publication scheme.
If the information is not included in the publication scheme, citizens can make a separate
request in writing (including email and fax) from 01 January 2005 when the General Right of
Access comes into force. More information about publication schemes and the General
Right of Access can be found in Annex A.

b Requests for information must be made in writing (including e-mail and fax). The request
must state the name and address of the person applying for the information-and the required
information.

c Information means information recorded in any form.

6 TIMESCALE

a The Council will generally have 20 working days in which to respond to a request.

7 DUTY TO PROVIDE ASSISTANCE

a The Council is required to provide advice and assistance to people who have made or who
are thinking of making a request. This will help requesters to understand their rights under
the Act and identify the information they want. The Council will fulfil its responsibilities
under other legislation such as the-Disability-Piserimination-Act 1998-and-Race-Relations
Aet1976 (as-amended)-Equality Act 2010 and in responding to any particular requests from
different sectors of the community.

8 CHARGES

a The Council may charge a fee for responding to requests. The Council will inform the
requester in writing.

9 RESPONSE

a The Council will try to provide the information in the form requested unless it is
unreasonable to do so.

b If any of the information requested is exempt, the requester must be advised in writing which
of the exemptions has been relied on to withhold the information.

10 APPEALS

a If a requester is unhappy with a decision or the way their request is handled, s/he has the
right of appeal, first to the Council, and ultimately to the Information Commissioner. The
requester must be informed of these rights. The Council’s policy is to use the existing
complaints procedure to handle any written expression of dissatisfaction even if that does not
specifically ask for a review.

b If an appeal is submitted to the Information Commissioner he will consider the case and

inform both the applicant and the Council of the decision in a Decision Notice. ~Where
appropriate, the Decision Notice will instruct the Council as to what steps it needs to take to
comply with the Act. This may include the release of information. Both the applicant and
the public authority may appeal against a decision notice to the Information Tribunal.
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The Commissioner can also issue a public authority with an Enforcement Notice stating what
steps it should take to comply with the Act. The Council may appeal to the Information
Tribunal against such a notice otherwise it must comply with the Enforcement Notice.
Failure to do so may lead to court proceedings.

ADDITIONAL INFORMATION

The Town Clerk is ultimately responsible for ensuring the Council complies with the FOI
Act.

Wilfully concealing, damaging or destroying information in order to avoid answering an
enquiry is an offence and is subject to fines of up to £5000 in a Magistrates’ Court or an
unlimited amount in the High Court.

The Council needs to keep records of all the enquiries received, how they were dealt with,

any decisions and reasons for them; and of any complaints or appeals. Appropriate records
management arrangements support good record keeping and efficient, effective access to

information.

Any request for information should be considered in the first instance as a request under the
FOI Act.  All members and officers need to be aware of their responsibilities under FOL

POLICY REVIEW

This policy will be reviewed annually by the Corporate Services Committee
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ANNEX A — DEFINITIONS

1 PUBLICATION SCHEMES

A publication scheme is a guide to the types of information that the authority routinely publishes the
format in which the information is available in and how much it will cost if there are any charges.
The Council’s publication scheme is available via the website.

The information is presented in the form of classes (categories) of information.

Using a publication scheme

A petson can contact the authority in any way, such as telephone, email, fax or in writing and ask to
see their publication scheme. They can then make a request for any of the information included
within the scheme.

2 GENERAIL RIGHT OF ACCESS

Anyone has a right to ask public authorities for any information they hold.

Some of the records requested may contain exempt information which does not have to be provided
when responding to a request.

Retrospective

The Act allows for access to information held by public authorities regardless of when that
information was created or how long it has been held by the public authority.

Codes of Practice

Two codes of practice have been created under the Act which help public authorities in meeting their
new responsibilities.

The first code produced under section 45 of the Act is sometimes referred to the Access Code. It
deals with how to handle requests for information including:

o the level of advice and assistance an Authority is expected to provide,
e transferring requests from one public authority to another,
e consulting with third parties who may be affected by the release of information

Tt also deals with complaints procedures and how the Act impacts on public sector contracts.
The second code is made under section 46 of the Act and deals with records management. If a public

authority does not have good records management procedures in place it may well {ind it difficult to
comply with its obligations under the Act.
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ANNEX B ~ EXEMPTIONS

There are 23 exemptions from the general rights of access, and of these eight are in whole or part
‘absolute’ exemptions. However, for other exemptions the ‘public interest’ test applies (see below).

ABSOLUTE EXEMPTIONS

I Information accessible to the requestor by other means (section 21). For example, information
already in the public domain and readily available in paper form or on the internet.

2 Information supplied by or relating to bodies dealing with security matters (section 23).

3 Court records (section 32). This includes information in documents served for the purposes of
legal proceedings, or held by a person conducting an inquiry or arbitration.

4 Information is exempt if the exemption is required for the purpose of avoiding an infringement
of the privileges of either House of Parliament (section 34).

5  Information is exempt if, in the reasonable opinion of a qualified person, disclosure would, or
would be likely to, prejudice the effective conduct of public affairs.  This is an absolute
exemption only in so far as it relates to Parliament (section 36).

6  Personal information about the person making a request (section 40). This is covered by the Data
Protection Act 2018-1998,

7 Information provided in confidence (section 41).  This applies if releasing the information
would amount to an actionable breach of confidence at the time a request is made. The current
draft compliance code of practice states that a public authority should only accept information in
confidence from third parties if it is ‘necessary’ to obtain that information in connection with
any of the authority’s functions, An authority would be open to criticism by the Information
Commissioner if it agreed unjustifiably to receive information ‘in confidence’.

8  Prohibition on disclosure (section 44). This applies to information the disclosure of which is
prohibited by any legislation, or European Community obligation, or if disclosure would be a
contempt of court.

Exemptions Subject to the Public Interest Test

The following exemptions are subject to the public interest test. An authority must release the

information requested unless “in all circumstances of the case, the public interest in maintaining the

exemption outweighs the public interest in disclosing the information”

9 Information intended for future publication (section 22).

10 Information held for the purpose of safeguarding national security (section 24)

[T Information whose disclosure would, or would be likely to, prejudice the defence of the realm
(section 26)

12 Information whose disclosure would, or would be likely to, prejudice relations between the UK
and any other state, international organisation or court or UK interests abroad (section 27).

13 Information whose disclosure would, or would be likely to prejudice relations between any
administration in the UK and any other such administration (section 28).

6
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14 Information whose disclosure would, or would be likely to, prejudice the economic or financial
interests of the UK (section 29).

15 Information held at any time by an authority in connection with a criminal investigation
(section 30).

16 Information whose disclosure would, or would be likely to, prejudice the prevention or
detection of crime, the apprehension of offenders, or the administration of justice, information
relating to civil proceedings {section 31).

17  Audit information (section 33). This relates to information held by any public authority which
has functions in relation to the audit of the accounts of other public authorities.

18  Information is exempt if it is held by a government department of the National Assembly of
Wales and relates to the formulation of policy, ministerial communications, or the operation of
any Ministerial private office (section 35).

19 Information is exempt if it relates to communications with Her Majesty or with other members
of the Royal Family or the Royal Household (section 37).

20 Information is exempt if it is likely to endanger the health and safety of an individual (section
38).

21  Information is exempt if the authority is obliged to release the information under the
Environment Information Regulations and Aarhus Convention (section 39).

22 Information in respect of which a claim for legal professional privilege could be maintained is
exempt (section 42).

23 Information is exempt if it constitutes a trade secret (section 43).

Approved: 28" September 2015
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CORPORATE SERVICES COMMITTEE Agenda Item 19

Date: 10" June 2019

Title: Volunteering Policy Report

Purpose of the Report: To present to members a draft policy on the engagement of
Volunteers.

Contact Officer: Debbie Marsh, Corporate Services Manager

1. RECOMMENDATION

To recommend to Town Council that the Volunteering Policy be approved.

2.  BACKGROUND
The work of the Town Council is very much focused on providing benefits to residents.

Community involvement in project development, delivery and decision making helps
to ensure that the work of the Town Council achieves these benefits.

Currently the Town Council engages with volunteers, in order to support delivery of
events, projects and administration on an ad hoc basis, with no real mechanism to
measure the success of active participation by members of the community in the work

they undertaken,
Therefore, Members of the Committee may wish to adopt a formal Volunteer Policy

which would seek to ensure that volunteers are propeily integrated into the
organisational structure and that mechanisms are in place for them to contribute to

Houghton Regis Town Council’s work.

3. ISSUES FOR CONSIDERATION

The attached draft policy provides detail on:

e Principles

e Practice

e Insurance

e Health & Safety

e Equal Opportunities

\20




o Confidentiality
» Political Impartiality
s Review

Members are invited to discuss the draft policy.
4. COUNCIL VISION

The proposed action supports the Objectives of Council’s Vision;
5. A strong efficient and proactive Town Council.

5. IMPLICATIONS

Corporate Implications
¢ There are no corporate implications

Legal Implications
o There are no legal implications

Financial Implications
o There are no financial implications

Risk Implications
e There are no risk implications

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate
unlawful discrimination, harassment and victimisation and foster good relations in
respect of nine protected characteristics; age, disability, gender reassignment, marriage

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual
orientation.

This project / issue does not discriminate,

Press Contact
There are no press implications.

6. CONCLUSION AND NEXT STEPS
In adopting the Volunteering Policy, the Town Council demonstrates its commitment
to support and value those members of the community who actively engage as a co-
optee, event volunteer or as work experience.

7.  APPENDICES

Appendix A: Volunteering Policy

{2\
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Houghton Regis Town Council
Volunteering Policy May 2019

HOUGHTON REGIS TOWN COUNCIL

VOLUNTEERING POLICY

Introduction

Houghton Regis Town Council provides facilities and services to the residents of Houghton
Regis including public parks, play areas, open spaces, public conveniences, sports pitches,
cemeteries and community events.

to involve vo

Houghton Regis Town Council see

e ensure out services meet the needs of ou
e provide new skills and perspectives:
e increase our contact with.the local community w

The council provides volunteer o] ortunities: :__e'follomﬁg?Ways:

organisational structure and that mechanisms are in place for them to contribute to Houghton
Regis Town Council’s work;

¢ Houghton Regis Town Council does not aim to introduce volunteers to replace paid staff;

¢ IToughton Regis Town Council expects that staff at all levels will work positively with
volunteers and, where appropriate, will actively seek to involve them in their work;

o Ioughton Regis Town Council recognises that volunteers require satisfying work and

personal development and will seek to help volunteers meet these needs, as well as providing
the training for them to carry out their tasks effectively.
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Houghton Regis Town Council
Volunteering Policy May 2019

Practice Guidelines
The following guidelines deal with practical aspects of the involvement of volunteers.
Recruitment

All prospective volunteers will be interviewed to find out what they would like to do, their
skills, suitability and how best their potential might be realised.

Volunteer Agreements and Voluntary Work QOutlines

Each volunteer will have a Volunteer Agreement establ' shing what Houghton Regis Town
Council undertakes to provide for them and what our or' inisation expects of its volunteers. In
addition, they will agree to a Job Description— a wntten outhﬂ of the specific tasks they will
be undertaking. Neither of these documents is a contract; Houg'h,,on Regis Town Council has
no intention of creating a contract with any volunteers.

Induction and training

about matters concemmg Houghton Regis Town Council and its work.

Insurance

All volunteers are covered by Houghton Regis Town Council’s insurance policy whilst they
are on the premises or engaged in any work on Houghton Regis Town Council’s behalf,

Health and Safety

Volunteers are covered by Houghton Regis Town Council’s Health and Safety Policy, a copy
of which is readily available.
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Houghton Regis Town Council
Volunteering Policy Meay 2019

Equal Opportunities

Houghton Regis Town Council operates an equal opportunities policy in respect of both paid
staff and volunteers. A copy of which will be made available. Volunteers are expected to have
an understanding of and commitment to our policies and procedures.

Confidentiality

Volunteers are bound by the same requirements for confidentiality as paid staff.

Political Impartiality

Volunteers are bound by the same requirements for polit iinpartiality as paid staff.

Review

This policy will be reviewed by the Corporate Services Committee cvers

Appendices:

Application & Agreement for Co-

ya



Houghton Regis Town Council
Volunteering Policy May 2019

HOUGHTON REGIS TOWN COUNCIL

APPLICATION & AGREEMENT FOR CO-OPTEES

The Town Council operates with council staff and a team of elected councillors, however in
relation to certain business of the Town Council there ar¢ advantages for the Council to
formally appoint co-optees to Committees, Sub Coimmittees and: Working Groups for the skills
and experience they are able to offer that group '

Apphcatlons for co-opiees may be by invitation from the Town “application from

Standing Orders Financial Regulaﬁo‘
01:he1 relevant policies of the Councﬂ

a bo-optee please provide the following information and sign the

agreement:

! Link to the HRTC Code of Conduct
hitps://www.houghtonregis.org.uk/useruploads/policies/170327%20Code%200f%20Conduct.pdf
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Houghton Regis Town Council
Volunteering Policy May 2019

Co-Optee Application

Name

Address

Contact number

Contact email address

Name of Committee, Sub Committee or
Working Group to which you would like
to be co-opted:

Why you would like to become a co- optee"

What skills and experience do you feel you"'één bring to the Council?

Agreem _nt

Co-optees are requlred to agree to the followmg

e To abide by the Counclls Standing Orders, Fmancml Regulations, Code of Conduct
( ' tocol. These can be.found at:
htt //www houghtonrem : 01g uk/councﬂ pohmes procedures

e To work with the'Counéil to secure the best outcomes for the community.

*the Council reserves the right to remove this position should the agreement not be
upheld.

* the co-optee may at any time withdraw from their position,

Name

Date

Signature
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Houghton Regis Town Council
Volunteering Policy May 2019

Under the GDPR I give consent for the personal data supplied above to be retained by HRTC
so that I can undertake my role as a volunteer. You can find out more about how we use your
data from our “Privacy Notice” which is available from the council office or from our website
at  https:/fwww. houghionregis. org uk/seneral-data-protection-act. You can withdraw or
change your consent at any time by contacting the council office.

Signature:
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Houghton Regis Town Council
Volunteering Policy May 2019

HOUGHTON REGIS TOWN COUNCIL

APPLICATION & AGREEMENT FOR EVENT VOLUNTEERS

The Town Council operates with council staff and a tea elected councillors, however in
relation to civic and community events there are advant Ages for _the Council to formally appoint
event volunteers to help manage and run the event. e

Applications for event volunteers may be invitation from thé. Town Council or by
application from an individual. Either way event-; lunteers of the Council ¢ are required to work
under the Councils Standing Orders, Financial Re 15, Code of Conduct and Officer &
Member Protocol and other relevant; j'1_101_¢s of the Co . These can be found on our website

and by following this link: http:/www oughtonregis.org:ulk/council-policies-procedures

Of particular note is th
Code of Conduct?, s

‘an event volunteer for a single event or for a number of
red part way through a year.

2 Link to the HRTC Code of Conduct
htips://www.houghionregis.org.uk/useruploads/policies/170327%20Code%20c{%20Conduct. pdf
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Houghton Regis Town Council

Volunteering Policy May 2019

Event Volunteer Application

Name
Name of group (if applicable)
Address

Contact number

Contact email address

Next of Kin details (name and contact
number)

Why you would like to become an event voluntee

the Council?

What skills and experience do ybﬁ el

Agreement
Event volunteers-are required to agree to the following:

. To abide by the Councils: Standing Or rs; inancial Regulations, Code of Conduct
fficer & Member Protocol. These can be found at:

http //WWW houghtonregts org, uk/councll policies-procedures

e To attend“‘th;g-,event as required or to offer apologies with as much notice as possible if
you are not available.

e To work with the C to secure the best outcomes for the community.

*the Council reserves the right to remove this position should the agreement not be

upheld.
* the event volunteer may at any time withdraw from their position.

Name

Date

Signature
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Houghton Regis Town Council
Volunteering Policy May 2019

Under the GDPR I give consent for the personal data supplied above to be retained by HRTC
so that I can undertake my role as a volunteer. You can find out more about how we use your
data from our “Privacy Notice” which is available from the council office or from our website
at  hitps://www.houghtonregis.org.uk/general-data-protection-act. You can withdraw or
change your consent at any time by contacting the council office.

Signature:
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Houghion Regis Town Council
Volunteering Policy May 2019

HOUGHTON REGIS TOWN COUNCIL
APPLICATION & AGREEMENT FOR WORK EXPERIENCE

The Town Council operates with council staff and a team of elected councillors. To support,
encourage and develop members of the public the councﬂ ‘will consider and offer work

experience opportunities.

Applications for work experience opportunities need to be made to the Town Clerk. The person
will be required to work under the Councils Standmg Orders, Fmanmal Regulations, Code of
Conduct and Officer & Member Protocol and. other relevant policies of the Council. These can
be found on our website and by following this lmk http //www hou,qhtonrems org.uk/council-
policies-procedures ' :

Of particular note is the requ1rement of .ka expenence lunteers to follow the principals of
the Councils Code of Conduc‘c3 SO as to mamtmn the standards of the Council in the work
undertaken. : :

Standing Orde1s Fmancxal _egulam ons, Code of Conduct and Officer & Member Protocol.

If you _Would 11ke"t0 ‘be con51de1ed for a W01k exper1ence placement, please provide the
foliowzn____ nformatlon and SIgn the: agreement

Please note it: is not always p0351ble .to offer work experience placements due to other
operational demands / organisational capacity.

? Link to the HRTC Code of Conduct
https://www.houghtonregis.org.uk/useruploads/policies/170327%20Code%20af%20Conduct.pdf
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Houghion Regis Town Council
Volunteering Policy May 2019

Work Experience Application

Name

Address

Contact number

Contact email address

Next of kin details (name and contact
number)

Why you would like to have a work experience opportunity at HRTC? What are you
looking to achieve from this placement? .

What skills and experience do you feel you ¢

available a d the : atmn of the work experience

Please detail hours :
placement. W

Finish date:

Other:

Agreement

Volunieers are required to agree to the following:

s To abide by the Councils Standing Orders, Financial Regulations, Code of Conduct
and Officer & Member Protocol. These can be found at;
hitp:/fwww . houghtonregis.org.uk/council-policies-procedures

e To attend the workplace as agreed or to contact the office if you are not available.
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Houghton Regis Town Council

Volunteering Policy May 2019

e To work with the Council to secure the best outcomes for the community.

*the Council reserves the right to remove this position should the agreement not be

upheld.
* the volunteer may at any time withdraw from their position.

Name

Date

Signature

Under the GDPR 1 give consent for the personal data supplied.above to be retained by HRTC
so that I can undertake my role as a volunteer. X_o‘_jz_{:;__cdf'é find di;ziithore about how we use your
data from our “Privacy Notice” which is available from the council office or from our website
at hitps://www.houghtonregis. org.uk/genera -data-protection-act. You. can withdraw or
change your consent at any time by coniacting the:council office.

Signature: Date:
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CORPORATE SERVICES COMMITTEE Agenda Item 20

Date: 10" June 2019
Title: Councillor Email Addresses Report

Purpose of the Report: To provide information to Members in support of the use of
official Town Council email addresses

Contact Officer: Debbie Marsh, Corporate Services Manager

1. RECOMMENDATION

To recommend to Town Council that it be mandatory for all elected Town
Councillors to use an official Town Council email address for all Town Council
official correspondence.

2.  BACKGROUND

In the light of the attached advice, from the Information Commissioners Officer (ICO),
GDPR requirements and risk management, Members are advised that the council
should provide an official email address and recommend all councillors use these

accounts.
Setting up all councillors with an individual @council address is best practice. It
facilitates councillors having all council related correspondence easily identifiable in

one dedicated account, not mixed in with other correspondence. That does not mean,
however, that all correspondence with councillors is copied in to every councillor.

If Members are minded to approve the recommendation detailed above, then they may
wish to consider suitable amendments to the Town Councils Communication Policy &
Strategy, as attached as appendix B.

3.  COUNCIL VISION

The proposed action supports the Objectives of Council’s Vision;
5. A strong efficient and proactive Town Council.

4.  IMPLICATIONS

Corporate Implications

L3\




e Revisions to the Town Councils Communication Policy & Communication
Strategy

Legal Implications
o There are no legal implications

Financial Implications
¢ The cost for providing individual email addresses was approved at the budget
setting process in February 2019.

Risk Implications
» Possible breach to data protection legislation

Equalities Implications

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate
unlawful discrimination, harassment and victimisation and foster good relations in
respect of nine protected characteristics; age, disability, gender reassignment, marriage

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual
orientation.

This project / issue does not discriminate.

Press Contact
There are no press implications.

5.  CONCLUSION AND NEXT STEPS

In providing each elected member with an official Council email address ensures a clear
demarcation between council business and other.

6. APPENDICES

Appendix A: ICO official information held in private email accounts
Appendix B; Town Councils current Communication Policy & Strategy

\BS
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1co.

Information Commissioner’s Office

Official information held in private email
accounts

Freedom of Information Act

The Freedom of Information Act 2000 (FOIA) gives rights of public
access to information held by public authorities.

An overview of the main provisions of FOIA can be found in the
Guide to Freedom of Information.

This is part of a series of guidance, which goes into more detail than
the Guide to FOIA, to help you as a public authority to fully
understand your obligations, as well as promoting good practice.

This guidance is intended to clarify the legal status under FOIA of
information relating to the business of a public authority held in
private email accounts in particular, but also other media formats.
This is an emerging area of FOIA compliance and so the guidance
may be updated in due course.

This guidance does not deal with exemptions which might be

applicable to information held in private email accounts, only
whether it may be held for the purposes of FOIA,

Overview

FOIA applles tdofﬂcnal formatlon held m pr|vate email :
- accounts (and other media formats) when held on behalf of
~ the public authority. Such information may be exempt and will.
. not necessarily have to be dlsclosed '

e "It may be necessary to request reievant lndmduals to. search
i private ematl accounts in particular cases. The: occa5|ons G
© - when this will be necessary are expected to be rare.
‘.Adherence ’co good records management practlce should

ounts for publlc authorlt ’3b'US|n'

Official information held in private email accounts 1
20170309
Version: 1.2

13




What FOIA says

Section 3 sets out the two legal principles by which it is established
whether information is held for the purposes of FOIA.

3l
(2) For the purposes of this Act, information is held by a public
authority if—

(a) it is held by the authority, otherwise than on behalf of another
person, or

(b) it is held by another person on behalf of the authority.

Under section 3(2)(a) information will be held by the public
authority for the purposes of FOIA if it is held to any extent for its
own purposes. Only if information is held solely on behalf of another
person will the public authority not hold it for the purposes of FOIA,

Section 3(2){b) provides that in circumstances where information is
held by another person on behalf of the public authority, the
information is considered to be heid by the authority for the
purposes of FOIA. It is this sub-section that is of relevance to
information held in personal email accounts.

The Commissioner’s approach

Information held in non-work personal email accounts (e.g. Hotmail,
Yahoo and Gmail) may be subject to FOIA if it relates to the official
business of the public authority. All such information which is held
by someone who has a direct, formal connection with the public
authority is potentially subject to FOIA regardless of whether it is
held in an official or private email account. If the information held in
a private account amounts to public authority business it is very
likely to be held on behalf of the public authority in accordance with
section 3(2)(b).

This can apply to any public authority. For example, a Councillor
may hold information relating to local authority business in his/her
private email account on behalf of the local authority. The
Commissioner is aware that the issue has also arisen in a central
government context in relation to the use of non-work systems.
There is a need to have a clear demarcation between political and
departmental work. In the local government context, there is a

Official information held in private email accounts 2

20170309
Version: 1.2

\3)




need to have a clear demarcation between Council business and
work for individuals as their local representative.

Information in private email accounts that does not relate to the
business of the public authority will not be subject to FOIA.

Situations where information legitimately requested under FOIA
includes relevant information held on private email accounts will be
rare. However, when a request for information is received, public
authorities should consider all locations where relevant information
may be held. This may include private email accounts.

The ICO recommends that, as a matter of good practice, public
authorities establish procedures for dealing with such situations.
These should outline the relevant factors to be taken into account in
deciding whether it is necessary to ask someone to search their
private email account for information which might fall within the
scope of an FOI request the public authority has received. Relevant
factors are likely to include:

» the focus of the request, indicated by the words used by the
requester;

e the subject matter of the information which falls within the
scope of the request;

+ how the issues to which the request relates have been
handled within the public authority;

e by whom and to whom was the information sent and in what
capacity (e.g. public servant or political party member); and

+ whether a private communication channel was used because
no official channel was available at the time.

Where a public authority has decided that a relevant individual’s
personal email account may include information which falls within
the scope of the request and which is not held elsewhere on the
public authority’s own system, it will need to ask that individual to
search their account for any relevant information.

The enquiries made should be directed towards deciding whether
any information which is so held was generated in the course of
conducting the business of the public authority. If it was, it is likely
to be within the scope of the request. It will therefore be held by
the individual on behalf of the public authority for the purposes of
FOIA.

Where members of staff or other relevant individuals have been
asked to search private email accounts for requested information,

Official information held in private email accounts 3
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there should be a record of the action taken. The public authority
will then be able to demonstrate, if required, that appropriate
searches have been made in relation to a particular request. The
Commissioner may need to see this in the event of a section 50
complaint arising from the handling of the request.

Relevant information in other forms

Although the main emphasis of this guidance is on information held
in private email accounts, public authorities should be aware that it
applies to information in other forms. The definition of information
under FOIA is provided at section 84 and states that ““information”
... means information recorded in any form”. Therefore, official
information recorded on mobile devices, including text messages on
mobile phones, or in any other media, may aiso be considered to be
held on behalf of the public authority in the circumstances outlined
in this guidance. Again, this does not necessarily mean that such
information will be disclosable, but, on receipt of a valid FOIA
request, public authorities should consider all locations where the
requested information may be found.

Concealment and deletion

Public authorities should also remind staff that deleting or
concealing information with the intention of preventing its disclosure
following receipt of a request is a criminal offence under section 77
of FOIA. For example, where information that is covered by a
request is knowingly treated as not held because it is held in a
private email account, this may count as concealment intended to
prevent the disclosure of information, with the person concealing
the information being liable to prosecution.

Records Management

The Lord Chancellor’s Code of Practice under section 46 of FOIA
stresses the importance, and benefits, of having good records
management. As such, public authorities are strongly advised to use
their records management policies to clarify the types of
information that could be considered as records relating to the
public authority’s business. These policies should include clear
advice to staff that recorded information held by individuals,
regardless of the form in which it is held, and which relates to the
business of the authority, is likely to be held on behalf of the
authority and so subject to FOIA.

Official information held in private email accounts 4
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In order to avoid the complications of requesting searches of private
email accounts, and other private media, records management
policies should make clear that information on authority-related
business should be recorded on the authority’s record keeping
systems in so far as reasonably practicable.

It is accepted, that in certain circumstances, it may be necessary to
use private email for public authority business. There should be a
policy which clearly states that in such cases an authority email
address must be copied in to ensure the completeness of the
authority’s records. In this way, records management policies will
make it easier for public authorities to determine whether
information is held and to locate and retrieve it in response to
requests. If the information is contained within the public
authority’s systems it can also be subject to consistently applied
retention and destruction policies.

Other considerations

Additional guidance is also available if you need further
information on:

+ Records Management

4 see the Code of Practice under section 46
' see our guidance on Section 46 Code of Practice - records

management

+ Holding information

— see Information held by a public authority for the purposes

of the FOI Act

More information

This guidance will be reviewed and considered from time to time in
line with new decisions of the Information Commissioner, Tribunals

and courts.

It is a guide to our general recommended approach, although
individual cases will always be decided on the basis of their
particular circumstances.

Official information held in private email accounts 5
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If you need any more information about this or any other aspect of
freedom of information or data protection, please

https://ico.org.uk/alobal/contact-us

Officlal information held in private email accounts 6
20170309
Version: 1.2
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HOUGHTON REGIS TOWN COUNCIL
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Communications Policy Adopted: 3" December 2014
Houghton Regis Town Council

1. Introduction

Houghton Regis Town Council has an aspiration to engage effectively with its residents,
partners, employees, councillors and stakeholders.

The Council is responsible for the delivery of local services to those living in the in
the parish of Houghton Regis*. Effective communication is key to providing
responsive services that meet the local need.

Communication is a complex, multi-dimensional topic and needs to embody a variety
of communication methods to enable communications to reach out as widely as
possible.

The Communications Policy will set out how Houghton Regis Town Council
currently communicates and the Communication Strategy will set out how the
Council can develop its communications.

An important part of any organisation’s role is to ensure that information provided both
by and to it is casily accessible, relevant and timely. The Council has to recognise the
importance of communication and be committed to developing its own services to meet
the expectations of the community it serves.

*Where Houghton Regis is referred to reference should be made to the Parish of
Houghton Regis which encompasses the town of Houghton Regis, and the rural
settlements of Thorn and Sewell

2, The Benefits of Good Communication

Engaging communities in the work of the Council has many benefits. Good quality
engagement will increase people’s understanding of the services the Council provides,
so that those who need our services can access them. It will also improve customer
satisfaction with the Council, by ensuring that services meet the needs of citizens and
enabling individuals to help shape the decisions that affect them.

3. Who is our Community?
Our community includes:

* Residents and prospective residents

« Those working-in and visiting Houghton Regis

+ Businesses and prospective businesses

» Voluntary organisations and groups

+ Stakeholders, partners and other public sector organisations (police, health,
fire)

+ Central government and government offices.

+ The local, regional and trade media (press, radio and television).

+  Town and unitary councillors and employees.
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4, Communication Policy - Vision & Aims
Our Communication Vision is that our community will:

« Know what services the Council provides and the quality of service they can
expect from us;

+ Feel confident and satisfied with our services, and their costs;

+  Understand how to get involved with, or influence, our work.

The Council’s Aims are to seek to ensure that communications are:

+ Relevant and appropriate;

+ Honest, open and accurate;

+ Accessible to all members of the community;

+ Clear, simple and user-friendly;

» Timely and current;

« Up to date and relevant;

+ Legitimate in accordance with relevant legislation, national codes of practice
and with the Council’s own protocols and guidelines;

+  Cost-effective.

Through doing so the following outcomes are intended:

« Raised community satisfaction, trust and confidence levels;
» Raised community awareness of services provided by the Council;
» Raised profile of the Council.

The Council will also ensure that all communication activity takes into account the
differing accessibility needs of all, regardless of culture or ethnic origin, nationality,
religion or belief, gender, disability, age, sexuality, geographical location or any other
status.

The Council’s approach will be sensitive to the needs, values, language and cultural
differences that exist within its communities and will make communication materials
available in other formats where reasonable and appropriate.

5. Overarching Communication Principles Statement

We will be polite and courteous at all times;
We will use plain language avoiding jargon or words that are not in everyday use;
We will listen carefully to what the commaunity has to say;

We will respect pour right fo privacy, confidentiality and safety.
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Contact by letter or email or social media

We will try to reply to you within 3 working days of receipt,

If we can’t give you a full reply within 3 working days, we will send an
acknowledgement stating the timescale for reply, explaining who is dealing with the matter
and giving you details of how to contact them.

Contact by telephone

We will try to answer the telephone within 15 seconds (or six rings);

We will tell you who you are tafking to and ask how we can help;

We will take ownership of any calls that we answer. If you have called the wrong extension
number, we will take your details and pass them on to the right person who can help;

We will return your telephone call as soon as we are able and will always try and acknowledge
telephone calls within one working day.

6. Current Communication Methods

The Council employs a range of different communication media for internal and
external communications. Currently, the principal means of communication are:

(a) External Communications

Printed media:

* Press Statements, Media Releases and Features

Some Council employees have a press office function, producing responses to
media enquiries and proactive releases to publicise council events, Council may
also direct press releases on Council decisions and projects through the council
meeting process.

* Town Crier

The Town Crier is a quarterly resident’s newsletter that provides information and
features about the council and its services, civic and democratic details, current
consultations, community events, grants and developments, local business,
updates on forthcoming strategic developments, crime and anti social behaviour
and environmental matters.

* Town Guide

This is produced every 2 years and contains articles on recent and forthcoming
strategic developments and a wealth of community information and advice.

¢ Event Programmes

Produced specially to promote events these can often include other pieces of
information and advice relevant to Houghton Regis.

o Other

These include the Council’s Annual Report reflecting on the past year and
looking forward to the next year and the Council’s Vision which sets out the
Council’s priorities.

Electronic media:

* Website

The Council’s website — www.houghtonregis.org.uk— contains information on
the Council and its services, other local services as well as latest news and events.
Copies of the Town Crier and the Town Guide are also available on the website.
It also allows people to contact the council with their enquiries, suggestions and
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complaints. The website is also where we post details of Council meetings,
agendas and minutes.

¢ Social Media — to including the sharing of other community events.
(b) Internal Communications

Employees:

As a small council internal communications centre around:

Face to face meetings / briefings as required;

Emails

Regular senior officers meetings (fortnightly);

Regular full staff meetings (every 2 months),

Council documentation is stored on a shared drive accessible to all staif.

Councillors:

Staff communication to councillors includes:

Weekly newsletter sent electronically where possible and by post otherwise
includes draft minutes, mayoral diary, forthcoming events, other opportunities /
information;

Staff available to meet with Councillors, where available;

Leaders briefing meetings are held fortnightly on average (dependent on
availability);

Council and committee meetings {publicly accessible);

Members briefings as required to brief and update members on a specific topic
(not accessible by members of the public).

7. Communication Strategy
Improvement to communications:

o All staff and councillors to think about the messages they need to
communicate and the opportunities to showcase success and good practice;

o Through Council and committee meetings councillors to consider issuing
instructions for press releases;

o Through Council and committee meetings councillors to consider issuing
instructions for public consultation;

¢ To investigate options on the website for electronic newsletters such as
business, community, environment, strategic updates etc;

o To investigate options on the website for a consultation portal;

e Add a Press section to the existing website which would include media
releases, information and a selection of photographic material for journalists
use;

¢ Undertake councillor and staff training in dealing with the press / media.

In addition the council will seek to:
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Introduce new ways for Council information to be distributed including the use of
social media, including Facebook and Linkedin (see Appendix C for social media
benefits); DONE

To have a Town Council presence at community evenis ie. stall with Town
Council information, roller banners with promotional detail on,

Develop a Business email group to encourage business participation in the local
community and fo disseminate information and updates;

Maintain a strong and recognisable council identity to promote a professional
image and ensure that the Council identity is consistently used in public facing
communications,

Create a Communications Calendar to highlight the activities the council is
involved in and any associated communications activity for each month for the
year ahead,;

Ensure that staff have a broad understanding of the council and its services as a
whole by circulating draft minutes and senior officer and leaders briefing notes..

8. EVALUATION

In order that communities know about the services that we offer and for us to ensure
that those services meet — and continue to meet — the needs of local people, we need
to adopt a proactive approach to communication and keep under constant review the
means by which we communicate.

What can we measure?

» Raised awareness of the Town Council and the services it provides

» Attitudes towards HRTC

e Participation and engagement with Council projects, initiatives and consultation
processes

How will we do this?

¢ Consultation with residents — petception and satisfaction surveys

e Measure press coverage for saturation and against press releases for content
usage

» Hits on website

» Number of Friends and Followers on Social Networking sites (if applicable)

9. REVIEW

This policy will be reviewed every 4 years or as required by the Corporate Services
Committee,
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APPENDIX A
Managing the media effectively to promote and defend the council

This strategy, should be read in conjunction with the Press / Media Policy. Appendix
B.

Our key points for effective management of media relations are to:

+ Respond to journalists in full within a reasonable time (maximum 4 hours)

+ Be helpful, polite and positive

+ Never say “no comment”

¢ Ensure any statements to hostile enquiries are cleared by the most appropriate

person and keep written records of responses to journalists

+ Monitor response times to media enquiries and evaluate media coverage

4 Ensure the appropriate council spokesman is fully briefed and availabie for
interview if required

+ Issue timely and relevant press releases using the brand template

¢ Pre-empt potential stories arising from council agendas/minutes by issuing
proactive PR

¢ Organise Media training for key speakers (Mayor, Deputy Mayor, Town Clerk and
Senior Officers)
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APPENDIX B
Press Protocols
Introduction

This document has been prepared as a guidance note for officers and elected
members, It represents the policy of the Council in respect of its relationships with
the Press and Media. The policy has been prepared to ensure consistency in the
Council’s dealing with the Media and details who is authorised to speak on behalf of
the Council. It has been drafted to ensure that the views and policy of the Council are
presented accurately.

The overriding principle of this policy is that all elements of the Media will be treated
equally.

The Town Clerk and Officers of the Council

The Town Clerk as the Proper Officer of the Council is authorised to receive all
communications from the Press and Media and to issue Press Statements on behalf of
the Council as instructed by Committee or as the Officer may consider appropriate.
All communications made by the Town Clerk will relate to the stated business, day to
day management of its activities or adopted policy of the Council. The Town Clerk is
not expected or authorised to speculate on matters that have not been considered by
the Council. Where such questions are put to the Town Clerk the enquirer should be
referred to all of the Group Leaders on the Council, the Chair of a Committee or the
Town Mayor as considered appropriate.

In the absence of the Town Clerk media communications will handled by authorised
Senior Officers. In the absence of these officers enquirers will be referred to the
Town Mayor or Deputy Town Mayor who will act as the Town Clerk for the purposes
of this element of the policy.

In relation to mayoral activities or council events the Communications & Promotions
Officer may respond to queries from the media and may issue press releases.

No other officer of the Council apart from the above, or whom may be authorised by
the Town Clerk, is authorised to speak or communicate with the Media on any matter
affecting the Council or its business.

[Note: 1. This requirement will not prevent any officer contacting the Media in the
capacity of an elected Union representative, or individually if in dispute with the
Council.

Note2: Town Council officers are expected to consult senior members (normally
Committee Chairs) on any Press maifer concerning the key current initiatives or
objectives of the Council. There will be an expectation of consultation with senior
members on matters of above-average public concern, an in anticipation of Press
enquiry where that is appropriate. ]
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Members of the Council

When speaking or providing written material to the Media Members should make it
clear in what capacity they are providing information or, are responding to the enquiry
or interview. For example:

As Group Leader

As Chair of Committee

As Town Mayor

As individual (i.e. letter to press for publication)

» As spokesperson or as Press Officer for a political party

A copy of any written material provided by a Member, as representing the Council, to
the media shall be forwarded on to the Town Clerk

Meetings of Council and Committees

Copies of Agenda and Minutes sent to Members for meetings of the Council or its
Committees will be posted to the Media, without charge, at the same time.

Facilities will be provided at meetings for the Press to take notes of the proceedings.

As provided in the Council’s Standing Orders both the Press and Public may be
excluded from a meeting whilst certain confidential matters (as provided for in the
relevant legislation) are under discussion.

[Note: The Town Council as a Parish Council is governed by the Public Bodies
(Admission to Meetings) Act, 1960. The provisions of the Local Government (dccess
to Information) Act, 1985, which gave greater public access to the proceedings of
local authorities, does not apply to Parish Councils. However, in adopting the policy
contained in this document the Town Council has included parts of the revised
procedures]

Communicating Decisions of the Council to the Media

The Town Clerk will, in consultation with the Chair of the relevant Commiitee and
the Chairman of the Council, communicate decisions of the Council to the media only
when specifically requested to do so at the meeting,

\sO




Communications Policy Adopted: 3 December 2014
Houghton Regis Town Council :

APPENDIX C

Secial Networking

Social Networking is now a credible communication channel that is increasingly utilised
by organisations, as well as individuals, as a means of developing online communities
for gathering and disseminating information that is of mutual interest.

Many Public Sector bodies have their own Social Networking sites. The most popular
are Facebook and Twitter, Facebook currently being the larger of the two with over
18 million users in the UK although Twitter’s popularity is rapidly rising.

Social Networking sites offer value for money and a strong community focus.
Running the sites utilises existing ITC systems and is therefore effectively free to set

up and update.

Launching our own Town Council pages would provide an effective real time, two-
way communication channel. It will allow us to engage with online groups that may
not normally interact willingly with the Council. It will ailso help provide more people
with access to Council services and allow the Council to engage with new audiences
such as the under 25’s, and will bridge the gap taking the Council to the place where
people already are.

There will be certain communities that the Council has previously struggled to
communicate to consistently that will already be using Facebook and/or Twitter.

It is a fast, efficient way of communicating as there are no lead-in production times
for print or production — you can have a message up and available for viewing by your
fans/followers in minutes.

At the same time it positions the Town Council as a modern council and helps us to
change perceptions of remoteness by allowing us into the user’s own space. More
people will be tempted to engage with us because it does not involve attending a
meeting, or even using very much of their time.

Social Networking sites will provide the opportunity to communicate with people
immediately, in real time. This will, of course, bring its own challenge in that to be
truly valued by Friends/Followers there must be a regular flow of messages and
content that will encourage regular interaction. We will also need to ensure that we
regularly monitor our pages so that we can address any specific questions or issues
that arise.

10

VS




