LUDGVAN PARISH COUNCIL

This is to notify you that the Monthly Meeting of Ludgvan Parish Council will be held on
Wednesday 17th May, 2017 in the Oasis Childcare Centre, Lower Quarter, Ludgvan
commencing at 7pm.

& P Wandsem

S P Hudson
Parish Clerk
12/05/2017
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LUDGVAN PARISH COUNCIL - 17TH MAY 2017
The Council's Committees

The purpose of this report is to review the Terms of Reference of each Committee or Working
Party, elect Members to them and to assess whether any other Committees or Working Party's
are required.

Terms of Reference:

The current terms of reference for the Council's various committees and working parties are
attached to this report.

Members are requested to review and suggest any amendments they feel necessary including
the number of Councillors on each.

In respect of the Allotments Committee its remit is advisory so it is suggested that it is re-
designated as a Working Party.

It is RECOMMENDED that:

The Allotments Committee is re-designated as a Working Party;

Subject to any amendments the Terms of Reference for each body are accepted.
Membership:

Currently the number of councillors on each body are as follows:

i.  Accounts & Audit Working Party - 3
ii.  Employment Committee -3
iii.  Allotment Committee -3
iv.  Neighbourhood Plan Committee - 5

Itis RECOMMENDED that:

Nominations for each Committee are sought and if required a vote is taken to establish
Membership

New Committees:

Members views are requested on whether any additional Committees or Working
Party's are needed.



LUDGVAN PARISH COUNCIL

ACCOUNTS & AUDIT WORKING PARTY:

TERMS OF REFERENCE:

The Working Party will meet as and when required and its membership and terms of reference will be
reviewed at each Annual Meeting of the Council.

Its duties and responsibilities will encompass the following:

1. To review and make recommendations to Council in respect of the charges made for Council
services.

2. To formulate budget proposals by the end of November each year to allow Council to set the
Precept.

3. To make recommendations in respect of the appointment of the Council's internal auditor.

4. To assess the impact on legislative changes affecting local government finance and report
back to Council.

5. To review the councils risk assessment and Health & Safety Policy Statement on an annual
basis and report back to Council.

6. To review and advise the Council on the adequacy of insurance cover and the sums insured.

C:\Users\Ludgvan\Documents\Ludgvan\Parish Council Meetings\Committees\Accounts and Audit
Committee\Accounts and Audit Working Party Terms of Reference 2017.docx
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LUDGVAN PARISH COUNCIL

EMPLOYMENT COMMITTEE:
TERMS OF REFERENCE:

The Committee will meet as and when required and its membership and terms of reference will be
reviewed at each Annual Meeting of the Council.

Its duties and responsibilities will encompass the following:

1. To act as the Council's Disciplinary Panel

2. To act as the Council's Grievance Panel

3. To assess and report to Council, with recommendations, as appropriate, in respect of any
employment or employment law related issue that may arise which affects the Council or its
employees.

C:\Users\Ludgvan\Documents\Ludgvan\Parish Council Meetings\Committees\Employment

Committee\Employment Committee Terms of Reference.docx
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LUDGVAN PARISH COUNCIL

ALLOTMENT COMMITTEE

TERMS OF REFERENCE
GENERAL:

e To act as a consultative and advisory body to the Parish Council on any matter
affecting the provision of allotments in the Parish.

SPECIFIC:

e To review the tenancy agreement currently in place in the light of current best practice
and make recommendations to the Parish Council regarding any changes that may be
considered necessary.

e To develop policies in respect of those tenancy agreement clauses that may require
interpretation and submit them to the Parish Council for adoption.

e To develop any other policies that are required and submit them to the Parish Council
for adoption.

e To assess any maintenance requirements at the allotment sites and to produce an
annual maintenance programme for the Parish Council to consider.

e To comment on any proposed rent increases proposed by the Parish Council.

e Toact as arbiter, in the first instance, if there are disputes between tenants that have
not been resolved by mediation. The Parish Council would act as an Appeal Body in
these instances.

e To assess the impact of new legislation, Government or Cornwall Council policies
that may impact on the provision of allotments in the Parish and make
recommendations to the Parish Council as appropriate.

e To develop an inspection regime with associated remedial actions to ensure that plots
are well maintained.

e To investigate and implement best practice where applicable and appropriate.



AGENDA ITEM 7(b)(i)

LUDGVAN PARISH COUNCIL - NEIGHBOURHOOD
DEVELOPMENT PLAN COMMITTEE

TERMS OF REFERENCE

1. PREAMBLE
In any instance where these Terms of Reference are silent the Council's Standing Orders will apply.

The Committee will sit until the Neighbourhood Development Plan (NDP) has gone to referendum
after which the Committee will be disbanded.

2. MEMBERSHIP
The Committee will consist of;

[5] Councillors appointed by Council,
[7] Non Councillors appointed by co-option.

3.CHAIR
A Chair and Vice Chair should be elected at the first meeting, they need not be Councillors.

4. TERM OF OFFICE

Councillors appointed to the Committee will only be re-appointed at the Annual Meeting following an
election, or as required should there be resignations.

Non Councillors will sit on the Committee until it is disbanded.

5.VOTING RIGHTS

Decisions should, whenever possible, be made by consensus, if that is not possible and a vote is
required only Councillors may vote as by virtue of s.13(1) and (7) of the Local Government and
Housing Act 1989, non-councillor members of committees and sub-committees do not have voting
rights.

In the event of a tied vote the matter will be referred to Full Council.

6. DELEGATED POWERS
The powers delegated to the Committee are as follows:

a) torecommend to Council a Project Plan to deliver the NDP by the end of 2017 giving due
regard to the work already undertaken;

b) to engage with the public, relevant experts and other interested parties as necessary to ensure
that the NDP is delivered in accordance with the agreed Project Plan;

c) torecommend to Council draft policies for inclusion in the NDP;

d) todrafta NDP and all required supporting documentation that will meet both the Basic
Conditions and Legal Requirements as set out in Legislation for approval by Council prior to
submission;

e) to submit grant claims to support NDP activities;

f) to approve expenditure from the NDP budget provided by Council;

g) to setup and receive reports from any Advisory Working Parties deemed necessary to deliver
the NDP.



7. ADVISORY WORKING PARTIES

Advisory Working Parties (AWP's) can be formed to deal with detailed issues. Previously groups
dealing with Housing, the Natural Environment & Transport, Roads, Traffic & Infrastructure were in
place.

AWP's may consist of Councillors and/or non-Councillors (not necessarily NDP Committee
Members) and meet as required. They would have no decision making powers and would report their
findings and suggestions to the NDP Committee for approval.

For the avoidance of doubt there is no need for AWP's to meet in public.
8. MEETINGS
The conduct of meetings will be governed by the Standing Orders of the Council other than:

a. normally meetings will be held at 7pm on the first Tuesday of each month;

b. the public participation period shall be 10 minutes at the start of the meeting (if required);

c. individual members of the public will be limited to 2 minutes each;

d. aquorum (of councillors) shall be 3 and for the meeting as a whole 5;

e. should the meeting be inquorate in respect of Councillors discussions can be held but any
decisions would take the form of recommendations to the next Council meeting.

9. MINUTES

Minutes will be reported to the next meeting of Council and will be approved by vote at the
subsequent meeting of the Committee and be published on the Council's website.

10. CODE OF CONDUCT

The Code of Conduct (the Code) applies to all Councillors and it is a requirement, in the interest of
transparency, that all non-Councillor Members of the Committee will complete a declaration of
interests and will abide by the Code.

Code of Conduct complaints against Councillors will be dealt with by the Monitoring Officer at
Cornwall Council.

Complaints against non-Councillors will be dealt with by the Council and could result in the
expulsion of the non-Councillor from the Committee.

11. RELATIONS WITH THE PRESS & OTHER [INCLUDING SOCIAL] MEDIA

All media statements must be authorised by full Council and made either by or in the name of the
Chair of the Council.

Committee members should not make statements that either purport to be or could be construed as
being made on behalf of the Committee or Council.

Failure to comply with these rules may lead to expulsion from the Committee.



LUDGVAN PARISH COUNCIL - 17TH MAY 2017
Review of Standing Orders:
Background:

Standing orders are the written rules of a local council. They are used to confirm a council’s
internal organisational, administrative and procurement procedures and procedural matters for
meetings. They are not the same as the policies of a council but they may refer to them. A
local council must have standing orders for the procurement of contracts.

Meetings of full council, councillors, the Responsible Financial Officer and Proper Officer are
subject to many statutory requirements. A council should have standing orders to confirm
those statutory requirements. A council should have standing orders to control the number,
place, quorum, notices and other procedures for committee and sub-committee meetings
because these are subject to fewer statutory requirements. If it does not, committees and sub-
committees may adopt their own standing orders.

Model standing orders that are in bold type contain statutory requirements. It is recommended
that councils adopt them without changing them. Other model standing orders not in bold are
designed to help councils operate effectively but do not contain statutory requirements so they
may be adopted as drafted or amended to suit a council’s needs. For convenience, the word
“councillor” is used in model standing orders and includes a non-councillor with or without
voting rights unless otherwise stated.

A model standing order that includes brackets like this ‘(' )’ requires information to be
inserted by a council. A model standing order that includes the term ‘OR’ provides alternative
options for a council to choose from when determining standing orders.

The model standing orders do not include model financial regulations. Financial regulations
are standing orders to regulate and control the financial affairs and accounting procedures of a
local council. The financial regulations, as opposed to the standing orders of a council, include
most of the requirements relevant to the Responsible Financial Officer.

Ludgvan Standing Orders:

The Council adopted Model Standing Orders some years ago and subject to minor
amendments they have remained largely unchanged.

The National Association of Local Councils (NALC) have suggested amended wording in
respect of the Code of Conduct which are shown as tracked changes in the following pages.

In addition Cornwall Council's Monitoring Officer has suggested the following addition as a
result of the number of alleged breaches being reported to the Standards Board:

All councillors shall undertake training in the Code of Conduct within six months of the
delivery of their Declaration of Acceptance of Office.

It is RECOMMENDED that:
(@) The amended Standing Orders are adopted and

(b) The additional wording regarding training be included

10



LUDGVAN PARISH
COUNCIL

STANDING ORDERS

APPROVED MAY 17TH 2017
Minute Ref:
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1.

Rules of debate at meetings

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

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

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

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

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

If an amendment to the original motion is carried, the original motion becomes the substantive
motion upon which further amendment(s) may be moved.

An amendment shall not be considered unless early verbal notice of it is given at the meeting
and, if requested by the chairman of the meeting, is expressed in writing to the chairman.

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

and the meeting.

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

Subject to standing order 1(k) below, only one amendment shall be moved and debated at a
time, the order of which shall be directed by the chairman of the meeting.

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

A councillor may not move more than one amendment to an original or substantive motion.
The mover of an amendment has no right of reply at the end of debate on it.
Where a series of amendments to an original motion are carried, the mover of the original

motion shall have a right of reply either at the end of debate of the first amendment or at the
very end of debate on the final substantive motion immediately before it is put to the vote.

13
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Unless permitted by the chairman of the meeting, a councillor may speak once in the debate
on a motion except:

i. to speak on an amendment moved by another councillor;

ii.  to move or speak on another amendment if the motion has been amended since he last
spoke;

iii.  to make a point of order;

iv.  to give a personal explanation; or

V. in exercise of a right of reply.

During the debate of a motion, a councillor may interrupt only on a point of order or a
personal explanation and the councillor who was interrupted shall stop speaking. A councillor
raising a point of order shall identify the standing order which he considers has been breached
or specify the other irregularity in the proceedings of the meeting he is concerned by.

A point of order shall be decided by the chairman of the meeting and his decision shall be final.
When a motion is under debate, no other motion shall be moved except:

i to amend the motion;

ii. to proceed to the next business;

iii.  toadjourn the debate;

iv.  to put the motion to a vote;

2 to ask a person to be no longer heard or to leave the meeting;

vi.  torefer a motion to a committee or sub-committee for consideration;

vii.  to exclude the public and press;

viii. to adjourn the meeting; or

iX.  tosuspend particular standing order(s) excepting those which reflect mandatory statutory
requirements.

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

Excluding motions moved understanding order 1(r) above, the contributions or speeches by a

councillor shall relate only to the motion under discussion and shall not exceed 5 minutes
without the consent of the chairman of the meeting.

14



2.

Disorderly conduct at meetings

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

If person(s) disregard the request of the chairman of the meeting to moderate or improve their

conduct, any councillor or the chairman of the meeting may move that the person be no longer
heard or excluded from the meeting. The motion, if seconded, shall be put to the vote without

discussion.

If a resolution made under standing order 2(b) above is ignored, the chairman of the meeting

may take further reasonable steps to restore order or to progress the meeting. This may include
temporarily suspending or closing the meeting.

15



3.

Meetings generally

B Full Council meetings
B Committee meetings
B Sub-committee meetings

Meetings shall not take place in premises which at the time of the meeting are used
for the supply of alcohol, unless no other premises are available free of charge or at
a reasonable cost. No one may bring alcohol into the Council chamber.

The minimum three clear days for notice of a meeting does not include the day on
which notice was issued, the day of the meeting, a Sunday, a day of the Christmas
break, a day of the Easter break or of a bank holiday or a day appointed for public
thanksgiving or mourning.

The minimum three clear days’ public notice for a meeting does not include the day
on which the notice was issued or the day of the meeting unless the meeting is
convened at shorter notice.

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

Members of the public may make representations during the public participation period;
they may answer questions and give evidence at a meeting which they are entitled to
attend in respect of the business on the agenda at the discretion of the Chairman.

The period of time designated for public participation at a meeting in accordance with
standing order 3(e) above shall not exceed 15 minutes unless directed by the chairman of
the meeting.

Subject to standing order 3(f) above, a member of the public shall not speak for more
than 5 minutes.

In accordance with standing order 3(e) above, a question shall not require a response at
the meeting nor start a debate on the question. The chairman of the meeting may direct
that a written or oral response be given.

A person shall raise his hand when requesting to speak and stand when speaking (except
when a person has a disability or is likely to suffer discomfort). The chairman of the

16



meeting may at any time permit a person to be seated when speaking.

A person who speaks at a meeting shall direct his comments to the chairman of the
meeting.

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

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

Subject to standing orders which indicate otherwise, anything authorised or
required to be done by, to or before the Chairman of the Council may in his absence
be done by, to or before the Vice-Chairman of the Council (if any).

The Chairman, if present, shall preside at a meeting. If the Chairman is absent
from a meeting, the Vice-Chairman, if present, shall preside. If both the Chairman
and the Vice-Chairman are absent from a meeting, a councillor as chosen by the
councillors present at the meeting shall preside at the meeting.

Subject to a meeting being quorate, all questions at a meeting shall be decided by a
majority of the councillors or councillors with voting rights present and voting.

The chairman of a meeting may give an original vote on any matter put to the vote,
and in the case of an equality of votes may exercise his casting vote whether or not

he gave an original vote.

See standing orders 5(i) and (j) below for the different rules that apply in the election of
the Chairman of the Council at the annual meeting of the council.

Unless standing orders provide otherwise, voting on a question shall be by a show of
hands. At the request of a councillor, the voting on any question shall be recorded
so as to show whether each councillor present and voting gave his vote for or
against that question. Such a request shall be made before moving on to the next item
of business on the agenda.

The minutes of a meeting shall include an accurate record of the following:
i. the time and place of the meeting;
ii. the names of councillors present and absent;
iii. interests that have been declared by councillors and non-councillors with voting
rights;
iv. whether a councillor or non-councillor with voting rights left the meeting when

17



matters that they held interests in were being considered;
v. if there was a public participation session; and
vi. the resolutions made.

A councillor or a non-councillor with voting rights who has a disclosable pecuniary
interest or another interest as set out in the council’s code of conduct in a matter
being considered at a meeting is subject to statutory limitations or restrictions
under the code on his right to participate and vote on that matter.
No business may be transacted at a meeting unless at least one-third of the whole
number of members of the council are present and in no case shall the quorum of a
meeting be less than three.
See standing order 4d(viii) below for the quorum of a committee or sub-committee
meeting.

If a meeting is or becomes inquorate no business shall be transacted and the meeting
shall be closed. The business on the agenda for the meeting shall be adjourned to another
meeting.

W A meeting shall not exceed a period of 4 hours.

18



4.,

Filming & Recording of Meetings

Whilst a meeting of the Council, its committees or sub committees is open to the public, any
person, if present, may :

i) film, photograph or make an audio recording of a meeting;

ii) use any other means for enabling persons not present to see or hear proceedings at a meeting
as it takes place or later;

iii) report or comment on the proceedings in writing during or after a meeting or orally report or
comment after the meeting.

Oral reporting, commentary or broadcasting is not permitted during any part of a meeting of the
council, its committees and sub committees.

An individual must be present and able to use their equipment in order to film, photograph or
audio record a meeting. There will be no opportunity to report on any part of the meeting where
the council has resolved to exclude the press and public.

Disruptive behaviour
i) No filming, photographing or audio recording of a meeting should be carried out in such a
way as to disrupt the proceedings of the meeting.

i) If person(s) disregard the request of the chairman of the meeting to moderate or improve
their behaviour, any councillor or the chairman of the meeting may move that the person be
instructed to cease filming, photographing or audio recording. The motion, if seconded, shall be
put to the vote without discussion.

iii) If a resolution under standing order 31 d ii) above is ignored, the chairman of the meeting
may take further reasonable steps to restore order or to progress the meeting. This may include
temporarily suspending or closing the meeting.

Members of the Council recording meetings are reminded of their obligations under the
Council’s Code of Conduct in respect of confidential matters.

19



5.

Committees and sub-committees

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

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

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

d The council may appoint standing committees or other committees as may be necessary, and:

Vi.

Vil.

viii.

Xi.

Xil.

shall determine their terms of reference;

shall determine the number and time of the ordinary meetings of a standing committee up
until the date of the next annual meeting of full council;

shall permit a committee, other than in respect of the ordinary meetings of a committee,
to determine the number and time of its meetings;

shall, subject to standing orders 4(b) and (c) above, appoint and determine the terms of
office of members of such a committee;

may, subject to standing orders 4(b) and (c) above, appoint and determine the terms of
office of the substitute members to a committee whose role is to replace the ordinary
members at a meeting of a committee if the ordinary members of the committee confirm
to the Proper Officer 2 days before the meeting that they are unable to attend,;

shall, after it has appointed the members of a standing committee, appoint the chairman
of the standing committee;

shall permit a committee other than a standing committee, to appoint its own chairman at
the first meeting of the committee;

shall determine the place, notice requirements and quorum for a meeting of a committee
and a sub-committee which shall be no less than three;

shall determine if the public may participate at a meeting of a committee;

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

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

may dissolve a committee.
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6.

Ordinary council meetings

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

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

If no other time is fixed, the annual meeting of the council shall take place at 7:30pm.

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

The first business conducted at the annual meeting of the council shall be the election of
the Chairman and Vice-Chairman (if any) of the Council.

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

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

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

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

Following the election of the Chairman of the Council and Vice-Chairman (if any) of the
Council at the annual meeting of the council, the business of the annual meeting shall include:

i In an election year, delivery by the Chairman of the Council and councillors of their
acceptance of office forms unless the council resolves for this to be done at a later
date. In a year which is not an election year, delivery by the Chairman of the
Council of his acceptance of office form unless the council resolves for this to be
done at a later date;
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Vi.
Vil.
Viii.

Xi.
Xii.

Xiil.
Xiv.
XV.
XVI.
XVil.

XViil.
XiX.

Confirmation of the accuracy of the minutes of the last meeting of the council;

Receipt of the minutes of the last meeting of a committee;

Consideration of the recommendations made by a committee;

Review of delegation arrangements to committees, sub-committees, staff and other local
authorities;

Review of the terms of reference for committees;

Appointment of members to existing committees;

Appointment of any new committees in accordance with standing order 4 above;
Review and adoption of appropriate standing orders and financial regulations;

Review of arrangements, including any charters and agency agreements, with other local
authorities and review of contributions made to expenditure incurred by other local
authorities;

Review of representation on or work with external bodies and arrangements for reporting
back;

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

Review of inventory of land and assets including buildings and office equipment;
Confirmation of arrangements for insurance cover in respect of all insured risks;

Review of the council’s and/or staff subscriptions to other bodies;

Review of the council’s complaints procedure;

Review of the council’s procedures for handling requests made under the Freedom of
Information Act 2000 and the Data Protection Act 1998;

Review of the council’s policy for dealing with the press/media; and

Determining the time and place of ordinary meetings of the full council up to and
including the next annual meeting of full council.
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Extraordinary meetings of the council and
committees and sub-committees

The Chairman of the Council may convene an extraordinary meeting of the council at any
time.

If the Chairman of the Council does not or refuses to call an extraordinary meeting of the
council within seven days of having been requested in writing to do so by two councillors,
any two councillors may convene an extraordinary meeting of the council. The public
notice giving the time, place and agenda for such a meeting must be signed by the two
councillors.

The chairman of a committee or a sub-committee may convene an extraordinary meeting of the
committee or the sub-committee at any time.

If the chairman of a committee or a sub-committee does not or refuses to call an extraordinary
meeting within 7 days of having been requested by to do so by 2 members of the committee
or the sub-committee, any 2 members of the committee and the sub-committee may convene an
extraordinary meeting of a committee and a sub-committee.

Previous resolutions

A resolution shall not be reversed within six months except either by a special motion, which
requires written notice by at least 2 councillors to be given to the Proper Officer in accordance
with standing order 9 below, or by a motion moved in pursuance of the recommendation of a
committee or a sub-committee.

When a motion moved pursuant to standing order 7(a) above has been disposed of, no similar
motion may be moved within a further six months.

Voting on appointments

Where more than two persons have been nominated for a position to be filled by the council
and none of those persons has received an absolute majority of votes in their favour, the name
of the person having the least number of votes shall be struck off the list and a fresh vote taken.
This process shall continue until a majority of votes is given in favour of one person. A tie in
votes may be settled by the casting vote exerciseable by the chairman of the meeting.
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10. Motions for a meeting that require written
notice to be given to the Proper Officer

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

b No motion may be moved at a meeting unless it is on the agenda and the mover has given
written notice of its wording to the Proper Officer at least 7 clear days before the meeting.
Clear days do not include the day of the notice or the day of the meeting.

C The Proper Officer may, before including a motion on the agenda received in accordance with
standing order 9(b) above, correct obvious grammatical or typographical errors in the wording
of the motion.

d If the Proper Officer considers the wording of a motion received in accordance with standing
order 9(b) above is not clear in meaning, the motion shall be rejected until the mover of the
motion resubmits it in writing to the Proper Officer so that it can be understood at least 4 clear
days before the meeting.

e If the wording or subject of a proposed motion is considered improper, the Proper Officer shall
consult with the chairman of the forthcoming meeting or, as the case may be, the councillors
who have convened the meeting, to consider whether the motion shall be included in the agenda
or rejected.

f Subject to standing order 9(e) above, the decision of the Proper Officer as to whether or not to
include the motion on the agenda shall be final.

g Motions received shall be recorded in a book for that purpose and humbered in the order that
they are received.

h Motions rejected shall be recorded in a book for that purpose with an explanation by the Proper
Officer for their rejection.
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11. Motions at a meeting that do not require
written notice

i. to correct an inaccuracy in the draft minutes of a meeting;

ii.
iii.
iv.
V.
Vi,
Vii.

viii.

Xi.

Xil.

Xiii.
Xiv.

XV.

XVi.
XVil.

to move to a vote;

to defer consideration of a motion;

to refer a motion to a particular committee or sub-committee;

to appoint a person to preside at a meeting;

to change the order of business on the agenda;

to proceed to the next business on the agenda;

to require a written report;

to appoint a committee or sub-committee and their members;

to extend the time limits for speaking;

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

to not hear further from a councillor or a member of the public;

to exclude a councillor or member of the public for disorderly conduct;

to temporarily suspend the meeting;

to suspend a particular standing order (unless it reflects mandatory statutory
requirements);

to adjourn the meeting; or

to close a meeting.

25

The following motions may be moved at a meeting without written notice to the Proper Officer;
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12.

a

b

13.

Handling confidential or sensitive
Information

The agenda, papers that support the agenda and the minutes of a meeting shall not disclose or
otherwise undermine confidential or sensitive information which for special reasons would not
be in the public interest.

Councillors and staff shall not disclose confidential or sensitive information which for special
reasons would not be in the public interest.

Draft minutes

If the draft minutes of a preceding meeting have been served on councillors with the agenda
to attend the meeting at which they are due to be approved for accuracy, they shall be taken
as read.

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

The accuracy of draft minutes, including any amendment(s) made to them, shall be confirmed
by resolution and shall be signed by the chairman of the meeting and stand as an accurate
record of the meeting to which the minutes relate.

If the chairman of the meeting does not consider the minutes to be an accurate record of the
meeting to which they relate, he shall sign the minutes and include a paragraph in the following
terms or to the same effect:

“The chairman of this meeting does not believe that the minutes of the meeting of

the (' ) held on [date] in respect of (' ) were a correct record but his view was not

upheld by the meeting and the minutes are confirmed as an accurate record of the

proceedings.”

Upon a resolution which confirms the accuracy of the minutes of a meeting, the draft minutes
or recordings of the meeting for which approved minutes exist shall be destroyed.
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14. Code of Conduct, Complaints and Dispensations

General

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

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

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

C_The Council shall maintain for public inspection, a Register of Members' interests that is
compliant with the Code of Conduct and with relevant legislation.

Members and the Code of Conduct

d All councillors and members of the public co-opted to serve on Council committees and sub
committees shall observe the Code of Conduct adopted by the Council.
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All councillors and members of the public co-opted to serve on Council committees and sub

committees shall maintain a Register of Disclosable Pecuniary Interests, and must update
their reqgister by notifying the Monitoring Officer and the Clerk of any changes within 28

days.

All councillors shall undertake training in the code of conduct within 6 months of the delivery

of their declaration of acceptance of office.

Unless granted a dispensation, a councillor or non-councillor with voting rights who has

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

Unless granted a dispensation, a councillor or non-councillor with voting rights who has

registered a non-registerable interest in relation to any item of business being transacted at a
meeting, shall leave the room whenever the item is being discussed, including any part of the
meeting where the public are entitled to speak.

Where a non-registerable interest arises from membership of an outside body as defined in

3.5a of the Council’s code of conduct, a councillor remain in the room to address the meeting,
provide a short statement and answer questions for no more than three (3) minutes before
leaving the room at the request of the Chairman.

Code of Conduct 2.6 — insert the clause in the Council’s Code of Conduct relating to gifts and

hospitality.

A Member of the Council may, for the purposes of his duty as a member but not otherwise,

inspect any document which has been considered by a Committee or by the Council. The
Proper Officer or Solicitor to the Council may decline to allow inspection of any document
which is protected by other legislation or in the event of legal proceedings would be protected
by privilege arising from the relationship of solicitor and client. All Minutes kept for any
Committee shall be open for the inspection of any member of the Council during office hours.

Allegations of breaches of the Code of Conduct

Notification of any complaint shall remain confidential to the Proper Officer of the Council

until such time as the matter has been concluded, when the outcome of the complaint shall be
reported to a meeting of full council.

m__ Where the notification relates to a complaint made by the Proper Officer, the Proper Officer
shall notify the Chairman of that fact, who, upon receipt of such notification, shall nominate a
person to assume the duties of the Proper Officer set out in this standing order, who shall
continue to act in respect of that matter as such until the complaint is resolved.

n  Where a notification relates to a complaint made by an employee (not being the Proper

Officer) the Proper Officer shall ensure that the employee in question does not deal with any
aspect of the complaint
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0 The council may:
i. provide information or evidence where such disclosure is necessary to progress an
investigation of the complaint or is required by law;
ii. seek information relevant to the complaint from the person or body with statutory
responsibility for investigation of the matter;

p References to a notification shall be taken to refer to a communication of any kind which
relates to a breach or an alleged breach of the code of conduct by a councillor.

g__Upon notification by the Monitoring Officer of the Unitary Council that a councillor or
non-councillor with voting rights has breached the council’s code of conduct, the council
shall consider any recommendations of the Monitoring Officer and what, if any, action
to take against him in accordance with the recommendations. The Council has no ability
to impose its own sanctions against a member found in breach of the Code of Conduct.

Such action excludes disqualification or suspension from office but may include removal
from one or more committees of the Council or restricted access to council premises
except to attend meetings.

Dispensations

r  The Council has adopted a policy for the issuing of dispensations which is in accordance with
the Council’s Code of Conduct. It is attached to these Standing Orders as an appendix.

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

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

16:15. Proper Officer

a The Proper Officer shall be the clerk.

b The Proper Officer shall:

i. at least three clear days before a meeting of the council, a committee and a sub-
committee serve on councillors, by delivery or post at their residences, a signed
summons confirming the time, place and the agenda.

OR IF THE COUNCILLOR HAS AGREED

at least three clear days before a meeting of the council, a committee and a sub-
committee serve on councillors a summons, by email, confirming the time, place and the
agenda provided any such email contains the electronic signature and title of the Proper
Officer.

See standing order 3(b) above for the meaning of clear days for a meeting of a full
council and standing order 3 (c) above for a meeting of a committee.

ii.  give public notice of the time, place and agenda at least three clear days before a
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Vi.
Vii.
viil.

Xi.
Xil.

Xiii.

Xiv.

XV.

XVi.
XVii.

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

See standing order 3(b) above for the meaning of clear days for a meeting of a full
council and standing order 3(c) above for a meeting of a committee.

subject to standing order 9 above, include on the agenda all motions in the order received
unless a councillor has given written notice at least 4 days before the meeting
confirming his withdrawal of it;

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

facilitate inspection of the minute book by local government electors;

receive and retain copies of byelaws made by other local authorities;

retain acceptance of office forms from councillors;

retain a copy of every councillor’s register of interests;

assist with responding to requests made under the Freedom of Information Act 2000 and
Data Protection Act 1998, in accordance with and subject to the council’s policies and
procedures relating to the same;

receive and send general correspondence and notices on behalf of the council except
where there is a resolution to the contrary;

manage the organisation, storage of, access to and destruction of information held by the
council in paper and electronic form;

arrange for legal deeds to be executed;

See also standing order 22 below.

arrange or manage the prompt authorisation, approval, and instruction regarding any
payments to be made by the council in accordance with the council’s financial
regulations;

record every planning application notified to the council and the council’s response to the
local planning authority in a book for such purpose;

refer a planning application received by the council to all Councillors if the nature of a
planning application requires consideration before the next ordinary meeting of the
counciland arrange an extraordinary meeting to discuss it should that be the wish of any
Councillor. Should a meeting not be called the application will be dealt with under
Standing Order XX;

manage access to information about the council via the publication scheme; and

retain custody of the seal of the council (if any) which shall not be used without a
resolution to that effect.

See also standing order 22 below.
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‘ 17:16. Responsible Financial Officer

a

The council shall appoint appropriate persons to undertake the work of the Responsible
Financial Officer when the Responsible Financial Officer is absent.

‘ 18.17. Accounts and accounting statements

a

“Proper practices” in standing orders refer to the most recent version of Governance and
Accountability for Local Councils — a Practitioners” Guide.

All payments by the council shall be authorised, approved and paid in accordance with the law,
proper practices and the council’s financial regulations.

The Responsible Financial Officer shall supply to each councillor as soon as practicable after
30 June, 30 September and 31 December in each year a statement to summarise:

i. the council’s receipts and payments for each quarter;

ii.  the council’s aggregate receipts and payments for the year to date;

iii.  the balances held at the end of the quarter being reported

and which includes a comparison with the budget for the financial year and highlights any
actual or potential overspends.

As soon as possible after the financial year end at 31 March, the Responsible Financial Officer

shall provide:

i each councillor with a statement summarising the council’s receipts and payments for the
last quarter and the year to date for information; and

ii.  to the full council the accounting statements for the year in the form of Section 1 of the
annual return, as required by proper practices, for consideration and approval.

The year end accounting statements shall be prepared in accordance with proper practices and
applying the form of accounts determined by the council (receipts and payments, or income and
expenditure) for a year to 31 March. A completed draft annual return shall be presented to each
councillor before the end of the following month of May. The annual return of the council,
which is subject to external audit, including the annual governance statement, shall be
presented to council for consideration and formal approval before 30 June.
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19:18. Financial controls and procurement

a The council shall consider and approve financial regulations drawn up by the Responsible

Financial Officer, which shall include detailed arrangements in respect of the following:

i. the keeping of accounting records and systems of internal controls;

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

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

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

V. procurement policies (subject to standing order 18(c) below) including the setting of
values for different procedures where a contract has an estimated value of less than
£25,000.

b Financial regulations shall be reviewed regularly and at least annually for fitness of purpose.

c Financial regulations shall confirm that a proposed contract for the supply of goods,
materials, services and the execution of works with an estimated value in excess of £25,000
shall be procured on the basis of a formal tender as summarised in standing order 18(d)
below and will comply with the Public Contracts Regulations 2015

d Subject to additional requirements in the financial regulations of the council, the tender process
for contracts for the supply of goods, materials, services or the execution of works shall
include, as a minimum, the following steps:

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

ii. an invitation to tender shall be drawn up to confirm (i) the council’s specification (ii) the
time, date and address for the submission of tenders (iii) the date of the council’s written
response to the tender and (iv) the prohibition on prospective contractors contacting
councillors or staff to encourage or support their tender outside the prescribed process;

iii.  the invitation to tender shall be advertised in a local newspaper, the Contract Finder
website and in any other manner that is appropriate;

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

V. tenders shall be opened by the Proper Officer in the presence of at least one councillor
after the deadline for submission of tenders has passed:;

vi.  tenders are to be reported to and considered by the appropriate meeting of the council or
a committee or sub-committee with delegated responsibility.

e Neither the council, nor a committee or a sub-committee with delegated responsibility for
considering tenders, is bound to accept the lowest value or any tender.

f Where the value of a contract is likely to exceed £164,176 (or other threshold specified by
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the Office of Government Commerce from time to time) the council must consider
whether the Public Contracts Regulations 2015/102 (and the Utilities Contracts
Regulations 2016 apply to the contract and, if either of those Regulations apply, the
council must comply with EU procurement rules.

20-19. Handling staff matters

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

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

c The chairman of the Employment Committee or in his absence, the vice-chairman shall upon a
resolution conduct a review of the performance and annual appraisal of the work of the Clerk.
The reviews and appraisal shall be reported in writing and is subject to approval by resolution
by the Employment Committee.

d Subject to the council’s policy regarding the handling of grievance matters, the council’s most
senior employee (or other employees) shall contact the chairman of the Employment Committee
or in his absence, the vice-chairman of the Employment Committee in respect of an informal or
formal grievance matter, and this matter shall be reported back and progressed by resolution of
the Employment Committee.

e Subject to the council’s policy regarding the handling of grievance matters, if an informal or
formal grievance matter raised by the Clerk relates to the chairman or vice-chairman of the
Employment Committee, this shall be communicated to another member of the Council which
shall be reported back and progressed by resolution of the Council.

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

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

h Only persons with line management responsibilities shall have access to staff records referred
to in standing orders 19(f) and (g) above if so justified.

i Access and means of access by keys and/or computer passwords to records of employment
referred to in standing orders 19(f) and (g) above shall be provided only to the Clerk and/or the
Chairman of the Council.
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21:20. Requests for information

a Requests for information held by the council shall be handled in accordance with the council’s
policy in respect of handling requests under the Freedom of Information Act 2000 and the Data
Protection Act 1998.

b Correspondence from, and notices served by, the Information Commissioner shall be referred

by the Proper Officer to the chairman of the Council. The Council shall have the power to do
anything to facilitate compliance with the Freedom of Information Act 2000.

| 22:21. Relations with the press/media

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

‘ 23-22. Execution and sealing of legal deeds

See also standing orders 15(b)(xii) and (xvii) above.
a A legal deed shall not be executed on behalf of the council unless authorised by a resolution.

Subject to standing order 22(a) above, any two councillors may sign, on behalf of the
council, any deed required by law and the Proper Officer shall witness their signatures.

| 24.23. Communicating with District and
County or Unitary councillors

a An invitation to attend a meeting of the council shall be sent, together with the agenda, to the
ward councillor(s) of the Unitary Council representing the area of the council.

b Unless the council determines otherwise, a copy of each letter sent to the Unitary Council shall
be sent to the ward councillor(s) representing the area of the council.
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‘ 25.24. Restrictions on councillor activities

a.

Unless authorised by a resolution, no councillor shall:
i. inspect any land and/or premises which the council has a right or duty to inspect; or
ii. issue orders, instructions or directions.

26-25. Urgent action between meetings

Where no meeting of the Council is scheduled (or can be arranged) within the necessary
timescale to enable a decision concerning an urgent matter to be taken, the Clerk may, in
consultation with the Chairman and Vice-Chairman, determine that matter provided that the
decision is consistent with Council’s Standing Orders and/or Financial Regulations. All
decisions taken under this standing order shall be reported to the next meeting of the Council
together with the reason(s) for urgency which required such a decision to be taken.

27-26. Standing orders generally

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

A motion to add to or vary or revoke one or more of the council’s standing orders, except one
that incorporates mandatory statutory requirements, shall be proposed by a special motion, the
written notice by at least 2 councillors to be given to the Proper Officer in accordance with
standing order 9 above.

The Proper Officer shall provide a copy of the council’s standing orders to a councillor as soon

as possible after he has delivered his acceptance of office form.

The decision of the chairman of a meeting as to the application of standing orders at the
meeting shall be final.
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(@)
(b)

LUDGVAN PARISH COUNCIL - 17TH MAY 2017
Review of Financial Regulations:

The Financial Regulations on the following pages is the latest Model Documentation provided
by NALC.

It is essentially the same as the current Financial Regulations in force other than ‘official’
wording has been produced in respect of the Public Contracts Regulations 2015 which
replaces the wording produced by the RFO.

Square bracketed items are shown as tracked changes and remain the same as the current
Regulations other than at Paragraph 4.1 an additional delegation to the Clerk has been
included for items from the 'Office Costs' budget, essentially stationery and stamps.

Financial Regulation 6.20 disallows the use of personal credit cards ‘under any circumstances'

In the absence of a 'corporate’ credit card this becomes impossible to adhere to as certain
items, notably anti-virus software for the Council's laptop, would be impossible to purchase.

Similar situations have arisen when purchasing the Councils IT equipment and when
arranging the delivery of invitations to the Neighbourhood Plan consultation events.

The acquisition of a corporate credit card with a defined limit, say £1,000, which can only be
used following authorisation of the payment by Council (including the express permission to
use the card) and that is repaid in full each month by direct debit is permissible under the
Model Regulations and would seem to be the most sensible way forward.

It is therefore RECOMMENDED that:
The Financial Regulations are adopted and

A corporate credit card is issued subject to the controls mentioned above which are
included in the payment method statement appended to the Financial Regulations.
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THE NATIONAL ASSOCIATION OF LOCAL COUNCILS
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MODEL for consideration by Council. Values are to be set by the Council when

adopting Financial Regulations (other than the Statutory Procurement thresholds

shown in Regulation 11)
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These Financial Regulations were adopted by the Council at its Meeting held on {17th May

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

1.9.

GENERAL

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

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

The council’'s accounting control systems must include measures:

o for the timely production of accounts;

o that provide for the safe and efficient safeguarding of public money;
o to prevent and detect inaccuracy and fraud; and

o identifying the duties of officers.

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

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

Deliberate or wilful breach of these Regulations by an employee may give rise to
disciplinary proceedings.

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

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

The RFO;

! Model standing orders for councils are available in Local Councils Explained © 2013 National Association
of Local Councils

MODEL FINANCIAL REGULATIONS Page 2 of 21
Updated January 2016 © NALC 2016

39



o acts under the policy direction of the council;

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

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

o ensures the accounting control systems are observed;

o maintains the accounting records of the council up to date in accordance with
proper practices;

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

o produces financial management information as required by the council.

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

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

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

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

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

1.12. The accounting control systems determined by the RFO shall include:

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

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

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

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

measures to ensure that risk is properly managed.

1.13. The council is not empowered by these Regulations or otherwise to delegate
certain specified decisions. In particular any decision regarding:

setting the final budget or the precept (council tax requirement);
approving accounting statements;

approving an annual governance statement;

borrowing;

writing off bad debts;

declaring eligibility for the General Power of Competence; and

addressing recommendations in any report from the internal or external
auditors,

shall be a matter for the full council only.

1.14. In addition the council must:

determine and keep under regular review the bank mandate for all council
bank accounts;

approve any grant or a single commitment in excess of [£5,000]; and

in respect of the annual salary for any employee have regard to
recommendations about annual salaries of employees made by the relevant
committee in accordance with its terms of reference.

1.15. In these financial regulations, references to the Accounts and Audit Regulations or
‘the regulations’ shall mean the regulations issued under the provisions of section
27 of the Audit Commission Act 1998, or any superseding legislation, and then in
force unless otherwise specified.

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall
refer to guidance issued in Governance and Accountability for Local Councils - a
Practitioners’ Guide (England) issued by the Joint Practitioners Advisory Group
(JPAG), available from the websites of NALC and the Society for Local Council
Clerks (SLCC).
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2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

2.7.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

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

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

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

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

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

The internal auditor shall:
o be competent and independent of the financial operations of the council;

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

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

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

Internal or external auditors may not under any circumstances:
o perform any operational duties for the council;

o initiate or approve accounting transactions; or
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2.8.

2.9.

2.10.

3.1.

3.2.

3.3.

3.4.

3.5.

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

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

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

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

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

[Each committee (if any) shall review its three year forecast of revenue and capital
receipts and payments. Having regard to the forecast, it shall thereafter formulate
and submit proposals for the following financial year to the council not later than the
end of [November] each year including any proposals for revising the forecast].

The RFO must each year, by no later than [month], prepare detailed estimates of all
receipts and payments including the use of reserves and all sources of funding for
the following financial year in the form of a budget to be considered by the [relevant
committee and the] council.

The council shall consider annual budget proposals in relation to the council’s three
year forecast of revenue and capital receipts and payments including
recommendations for the use of reserves and sources of funding and update the
forecast accordingly.

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

The approved annual budget shall form the basis of financial control for the ensuing
year.
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4.1.

4.2.

4.3.

4.4,

4.5.

4.6.

4.7.

BUDGETARY CONTROL AND AUTHORITY TO SPEND

Expenditure on revenue items may be authorised up to the amounts included for that
class of expenditure in the approved budget. This authority is to be determined by:

. the council for all items over {£5,0004;

appropriate-committeefor any items below {£50041.
. the Clerk for items below £250 from the Office Costs budget

. the Clerk, in conjunction with Chairman of Council er—Chairman—ef—the

Such authority is to be evidenced by a minute or by an authorisation slip_or Purchase
Order duly signed by the Clerk, and where necessary also by the appropriate
Chairman.

Contracts may not be disaggregated to avoid controls imposed by these regulations.

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

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

The salary budgets are to be reviewed at least annually in [October] for the following
financial year and such review shall be evidenced by a hard copy schedule signed by
the Clerk and the Chairman of Council or relevant committee. The RFO will inform
committees of any changes impacting on their budget requirement for the coming
year in good time.

In cases of extreme risk to the delivery of council services, the clerk may authorise
revenue expenditure on behalf of the council which in the clerk’s judgement it is
necessary to carry out. Such expenditure includes repair, replacement or other work,
whether or not there is any budgetary provision for the expenditure, subject to a limit
of {£500]. The Clerk shall report such action to the chairman as soon as possible and
to the council as soon as practicable thereafter.

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

All capital works shall be administered in accordance with the council's standing
orders and financial regulations relating to contracts.
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4.8.

4.9.

5.1.

5.2.

5.3.

5.4.

5.5.

The RFO shall regularly provide the council with a statement of receipts and
payments to date under each head of the budgets, comparing actual expenditure to
the appropriate date against that planned as shown in the budget. These statements
are to be prepared at least at the end of each financial quarter and shall show
explanations of material variances. For this purpose “material” shall be in excess of
[£100] or {15%] of the budget.

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

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

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

The RFO shall prepare a schedule of payments requiring authorisation, forming part
of the Agenda for the Meeting and, together with the relevant invoices, present the
schedule to council [or finance committee]. The council / committee shall review the
schedule for compliance and, having satisfied itself shall authorise payment by a
resolution of the council [or finance committee]. The approved schedule shall be
ruled off and initialled by the Chairman of the Meeting. A detailed list of all payments
shall be disclosed within or as an attachment to the minutes of the meeting at which
payment was authorised. Personal payments (including salaries, wages, expenses
and any payment made in relation to the termination of a contract of employment)
may be summarised to remove public access to any personal information.

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

The RFO shall examine invoices for arithmetical accuracy and analyse them to the
appropriate expenditure heading. The RFO shall take all steps to pay all invoices
submitted, and which are in order, at the next available council [or Finance
Committee] meeting.

The Clerk and RFO shall have delegated authority to authorise the payment of items
only in the following circumstances:

a) If a payment is necessary to avoid a charge to interest under the Late Payment
of Commercial Debts (Interest) Act 1998, and the due date for payment is
before the next scheduled Meeting of council, where the Clerk and RFO certify
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5.6.

5.7.

5.8.

5.9.

5.10.

5.11.

6.1.

that there is no dispute or other reason to delay payment, provided that a list of
such payments shall be submitted to the next appropriate meeting of council fer

finanee-committee];

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

appropriate meeting of council ferfinance-cemmittee}; or

c) fund transfers within the councils banking arrangements up to the sum of
{£10,0004; provided that a list of such payments shall be submitted to the next

appropriate meeting of council ferfinance-committee].

For each financial year the Clerk and RFO shall draw up a list of due payments
which arise on a regular basis as the result of a continuing contract, statutory duty, or
obligation (such as but not exclusively) Salaries, PAYE and NI, Superannuation Fund
and regular maintenance contracts and the like for which council [,or a duly
authorised committee,] may authorise payment for the year provided that the
requirements of regulation 4.1 (Budgetary Controls) are adhered to, provided also
that a list of such payments shall be submitted to the next appropriate meeting of

council ferFinance-Committee].

A record of regular payments made under 5.6 above shall be drawn up and be
signed by two members on each and every occasion when payment is authorised -
thus controlling the risk of duplicated payments being authorised and / or made.

In respect of grants a duly authorised committee shall approve expenditure within
any limits set by council and in accordance with any policy statement approved by
council. Any Revenue or Capital Grant in excess of £5,000 shall before payment, be
subject to ratification by resolution of the council.

Members are subject to the Code of Conduct that has been adopted by the council
and shall comply with the Code and Standing Orders when a decision to authorise or
instruct payment is made in respect of a matter in which they have a disclosable
pecuniary or other interest, unless a dispensation has been granted.

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

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

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

The council will make safe and efficient arrangements for the making of its
payments.
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6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

6.8.

6.9.

6.10.

6.11.

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

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

Cheques or orders for payment drawn on the bank account in accordance with the
schedule as presented to council or committee shall be signed by fere} two
member[s] of council Land—ceuntersigned—by—theClerk;] in accordance with a
resolution instructing that payment. A member who is a bank signatory, having a
connection by virtue of family or business relationships with the beneficiary of a
payment, should not, under normal circumstances, be a signatory to the payment in
guestion.

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

Cheques or orders for payment shall not normally be presented for signature other
than at a council or committee meeting (including immediately before or after such a
meeting). Any signatures obtained away from such meetings shall be reported to the

council ferFirance-Committee} at the next convenient meeting.

If thought appropriate by the council, payment for utility supplies (energy, telephone
and water) and any National Non-Domestic Rates may be made by variable direct
debit provided that the instructions are signed by two members and any payments
are reported to council as made. The approval of the use of a variable direct debit
shall be renewed by resolution of the council at least every two years.

If thought appropriate by the council, payment for certain items (principally salaries)
may be made by banker’s standing order provided that the instructions are signed, or
otherwise evidenced by two members are retained and any payments are reported
to council as made. The approval of the use of a banker’s standing order shall be
renewed by resolution of the council at least every two years.

If thought appropriate by the council, payment for certain items may be made by
BACS or CHAPS methods provided that the instructions for each payment are
signed, or otherwise evidenced, by two authorised bank signatories, are retained and
any payments are reported to council as made. The approval of the use of BACS or
CHAPS shall be renewed by resolution of the council at least every two years.

If thought appropriate by the council payment for certain items may be made by
internet banking transfer provided evidence is retained showing which members
approved the payment.

Where a computer requires use of a personal identification number (PIN) or other
password(s), for access to the council’s records on that computer, a note shall be
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6.12.

6.13.

6.14.

6.15.

6.16.

6.17.

6.18.

6.19.

made of the PIN and Passwords and shall be handed to and retained by the
Chairman of Council in a sealed dated envelope. This envelope may not be opened
other than in the presence of two other councillors. After the envelope has been
opened, in any circumstances, the PIN and / or passwords shall be changed as soon
as practicable. The fact that the sealed envelope has been opened, in whatever
circumstances, shall be reported to all members immediately and formally to the next
available meeting of the council. This will not be required for a member’s personal
computer used only for remote authorisation of bank payments.

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

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

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

Where internet banking arrangements are made with any bank, the Clerk fRFO] shall
be appointed as the Service Administrator. The bank mandate approved by the
council shall identify a number of councillors who will be authorised to approve
transactions on those accounts. The bank mandate will state clearly the amounts of
payments that can be instructed by the use of the Service Administrator alone, or by
the Service Administrator with a stated number of approvals.

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

Changes to account details for suppliers, which are used for internet banking may
only be changed on written hard copy notification by the supplier and supported by
hard copy authority for change signed by fiwe—of} the Clerk fthe-RFO] and fa
member}. A programme of regular checks of standing data with suppliers will be
followed.

Any Debit Card issued for use will be specifically restricted to the Clerk [and the
RFO] and will also be restricted to a single transaction maximum value of {£500}
unless authorised by council or finance committee in writing before any order is
placed.

A pre-paid debit card may be issued to employees with varying limits. These limits
will be set by the council [Finanee-Committee}. Transactions and purchases made
will be reported to the [council] [relevant committee] and authority for topping-up shall

be at the discretion of the fcouncil} frelevant-commitieel.
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6.20.

6.21.

7.1.

7.2.

7.3.

7.4.

Any corporate credit card or trade card account opened by the council will be
specifically restricted to use by the Clerk fand-RFOS} and shall be subject to automatic
payment in full at each month-end. Personal credit or debit cards of members or staff
shall not be used under any circumstances.

The council will not maintain any form of cash float. All cash received must be
banked intact. Any payments made in cash by the Clerk ferRFO]} (for example for
postage or minor stationery items) shall be refunded on a regular basis, at least
quarterly.

PAYMENT OF SALARIES

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

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

No changes shall be made to any employee’s pay, emoluments, or terms and
conditions of employment without the prior consent of the {council} frelevant

commites].

Each and every payment to employees of net salary and to the appropriate creditor
of the statutory and discretionary deductions shall be recorded in a separate
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7.5.

7.6.

1.7.

7.8.

8.1.

8.2.

8.3.

8.4.

8.5.

confidential record (confidential cash book). This confidential record is not open to
inspection or review (under the Freedom of Information Act 2000 or otherwise) other
than:

a) by any councillor who can demonstrate a need to know;
b) by the internal auditor;
c) by the external auditor; or

d) by any person authorised under Audit Commission Act 1998, or any
superseding legislation.

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

An effective system of personal performance management should be maintained for
the senior officers.

Any termination payments shall be supported by a clear business case and reported
to the council. Termination payments shall only be authorised by council.

Before employing interim staff the council must consider a full business case.

LOANS AND INVESTMENTS

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

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

The council will arrange with the council’s banks and investment providers for the
sending of a copy of each statement of account to the Chairman of the council at the
same time as one is issued to the Clerk or RFO.

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

The council shall consider the need for an Investment Strategy and Policy which, if
drawn up, shall be in accordance with relevant regulations, proper practices and
guidance. Any Strategy and Policy shall be reviewed by the council at least annually.
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8.6.

8.7.

8.8.

9.1.

9.2.

9.3.

9.4.

9.5.

9.6.

9.7.
9.8.

9.9.

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

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

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

INCOME

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

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

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

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

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

The origin of each receipt shall be entered on the paying-in slip.
Personal cheques shall not be cashed out of money held on behalf of the council.

The RFO shall promptly complete any VAT Return that is required. Any repayment
claim due in accordance with VAT Act 1994 section 33 shall be made at least
annually coinciding with the financial year end.

Where any significant sums of cash are regularly received by the council, the RFO
shall take such steps as are agreed by the council to ensure that more than one
person is present when the cash is counted in the first instance, that there is a
reconciliation to some form of control such as ticket issues, and that appropriate care
is taken in the security and safety of individuals banking such cash.
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10.

10.1.

10.2.

10.3.

10.4.

10.5.

11.

11.1.

ORDERS FOR WORK, GOODS AND SERVICES

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

Order books shall be controlled by the RFO.

All members and officers are responsible for obtaining value for money at all times.
An officer issuing an official order shall ensure as far as reasonable and practicable
that the best available terms are obtained in respect of each transaction, usually by
obtaining three or more quotations or estimates from appropriate suppliers, subject to
any de minimis provisions in Regulation 11.1 below.

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

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

CONTRACTS

Procedures as to contracts are laid down as follows:

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

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

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

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

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

MODEL FINANCIAL REGULATIONS Page 15 of 21
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Vi.

b.

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

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

Where it is intended to enter into a contract exceeding £25,000 in value for the supply

b-c.

ed.

de.

ef.

of goods or materials or for the execution of works or specialist services other than such
goods, materials, works or specialist services as are excepted as set out in paragraph (a)
the Clerk shall invite at least three tenders.

Where the council intends to procure or award a public supply contract, public
service contract or public works contract as defined by The Public Contracts
Regulations 2015 (“the Regulations”) which is valued at £25,000 or more, the
council shall comply with the relevant requirements of the Regulations?.

The full requirements of The Regulations, as applicable, shall be followed in
respect of the tendering and award of a public supply contract, public service
contract or public works contract which exceed thresholds in The Regulations
set by the Public Contracts Directive 2014/24/EU (which may change from time
to time)®.

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

Such invitation to tender shall state the general nature of the intended contract
and the Clerk shall obtain the necessary technical assistance to prepare a
specification in appropriate cases. The invitation shall in addition state that
tenders must be addressed to the Clerk in the ordinary course of post. Each
tendering firm shall be supplied with a specifically marked envelope in which
the tender is to be sealed and remain sealed until the prescribed date for
opening tenders for that contract.

£.0. All sealed tenders shall be opened at the same time on the prescribed date by

the Clerk in the presence of at least one member of council.

g-h. Any invitation to tender issued under this regulation shall be subject to Standing

Ordersf18-], * finsertreference—of the—council’srelevant standing—order} and
shall refer to the terms of the Bribery Act 2010.

“The Regulations require councils to use the Contracts Finder website to advertise contract opportunities,
set out the procedures to be followed in awarding new contracts and to publicise the award of new contracts
® Thresholds currently applicable are:

a. For public supply and public service contracts 209,000 Euros (£164,176)

b. For public works contracts 5,225,000 Euros (£4,104,394)
* Based on NALC’s model standing order 18d in Local Councils Explained © 2013 National Association of

Local Councils
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12.

12.1.

12.2.

12.3.

13.

13.1.

13.2.

1. When it is to enter into a contract of less than £25,000 in value for the supply of
goods or materials or for the execution of works or specialist services other
than such goods, materials, works or specialist services as are excepted as set
out in paragraph (a) the Clerk or RFO shall obtain 3 quotations (priced
descriptions of the proposed supply); where the value is below {£31,000}-and
above {£100} the Clerk or RFO shall strive to obtain 3 estimates. Otherwise,

Regulation 10.3 above shall apply.

+._The council shall not be obliged to accept the lowest or any tender, quote or
estimate.

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

[PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER
CONSTRUCTION WORKS (PUBLIC WORKS CONTRACTS)

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

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

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

[STORES AND EQUIPMENT

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

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

MODEL FINANCIAL REGULATIONS Page 17 of 21
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13.3.
13.4.

14.

14.1.

14.2.

14.3.

14.4.

14.5.

14.6.

15.

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

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

ASSETS, PROPERTIES AND ESTATES

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

No tangible moveable property shall be purchased or otherwise acquired, sold,
leased or otherwise disposed of, without the authority of the council, together with
any other consents required by law, save where the estimated value of any one item
of tangible movable property does not exceed [£250}.

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

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

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

The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date. The continued existence of tangible assets shown in
the Register shall be verified at least annually, possibly in conjunction with a health
and safety inspection of assets.

INSURANCE

MODEL FINANCIAL REGULATIONS Page 18 of 21
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15.1. Following the annual risk assessment (per Regulation 17), the RFO shall effect all
insurances and negotiate all claims on the council's insurers fir-censultation-with-the

15.3.15.2. The RFO shall keep a record of all insurances effected by the council and the
property and risks covered thereby and annually review it.

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

15.5.15.4. All appropriate members and employees of the council shall be included in a
suitable form of security or fidelity guarantee insurance which shall cover the
maximum risk exposure as determined fannually} by the council..—er-duly-delegated
committee:

17.16. RISK MANAGEMENT

17-1.16.1. The council is responsible for putting in place arrangements for the management
of risk. The Clerk fwith-the-RFO]} shall prepare, for approval by the council, risk
management policy statements in respect of all activities of the council. Risk policy
statements and consequential risk management arrangements shall be reviewed by
the council at least annually.

17.2.16.2. When considering any new activity, the Clerk fwith-the-RFO] shall prepare a draft
risk assessment including risk management proposals for consideration and
adoption by the council.

18.17. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

MODEL FINANCIAL REGULATIONS Page 19 of 21
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18.4.17.1. It shall be the duty of the council to review the Financial Regulations of the
council from time to time. The Clerk shall make arrangements to monitor changes in
legislation or proper practices and shall advise the council of any requirement for a
consequential amendment to these Financial Regulations.

18.2.17.2.  The council may, by resolution of the council duly notified prior to the relevant
meeting of council, suspend any part of these Financial Regulations provided that
reasons for the suspension are recorded and that an assessment of the risks arising
has been drawn up and presented in advance to all members of council.

MODEL FINANCIAL REGULATIONS Page 20 of 21
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Notes to the Model.

Stated dates or months may be changed to suit local circumstances.

[square brackets]  This part may be deleted if not relevant. An alternative may have been
provided.

Where the word “regularly” is used in the text it is for the individual council to set the required
interval, monthly, quarterly, or half-yearly. This period should never exceed 12 months.

The value inserted in square brackets in [..] any of the paragraphs (other than the EU
Procurement and Public Contract Regulations 2015 thresholds referred to in 11.1(k)) may be
varied by the council and should be reviewed regularly and confirmed annually by the
council.

The appropriate approved list referred to in paragraph 11.1 (b) shall be a list drawn up by the
Clerk and approved by council but, normally shall be based on the list maintained by the
District Council for such works, if such list is maintained. In the absence of an appropriate list,
the words in square brackets should be omitted.

Every effort has been made to ensure that the contents of this document are correct at
time of publication. The National Association of Local Councils (NALC) cannot accept
responsibility for errors, omissions and changes to information subsequent to publication.

© NALC 2016
MODEL FINANCIAL REGULATIONS Page 21 of 21
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LUDGVAN PARISH COUNCIL

CODE OF PRACTICE FOR HANDLING COMPLAINTS

Ludgvan Parish Council recognises that from time to time there will be concerns expressed
by members of the public over the activities of the Council or one of its members or
employees. To address these issues the Council has adopted a procedure for the handling of
complaints. This procedure allows people to have a form of address to the Council if they feel
they have a complaint, or have been unfairly treated in their dealings with the Council staff,
Councillors, the Council or its Committees.

VERBAL COMPLAINTS

1. On receipt of a complaint by telephone, letter, fax or email the Clerk will try to satisfy the
complainant immediately or as soon as is practicable and will record all complaints made.

2. If the Clerk is unable to answer the complaint immediately, then full details of the
complaint together with the complainant’s telephone number etc will be recorded so that a
further verbal response can be made as soon as possible.

3. If a verbal response is unable to satisfy, then the Clerk/member will ask that the complaint
be put in writing in order that it can be investigated more fully.

WRITTEN COMPLAINTS

1. On receiving a written complaint, the Clerk shall try to settle the complaint directly.

2. If the complaint is about the behaviour of a member or employee of the Council, the Clerk
must also notify the person and offer the opportunity for comment on the manner in which it
is intended to try and settle the complaint.

3. If necessary, the Clerk will send a holding letter to the complainant to allow further time to
address the issues raised.

4. The Clerk or Chairman shall bring any written complaint which has not been settled to the
next meeting of the Council and the Clerk shall notify the complainant of the date of the
meeting. The Complainant will be offered the opportunity to explain the nature of the
complaint to the meeting.

5. The Clerk shall consult with the Chairman/Vice Chairman to consider whether the written
complaint warrants discussion at a Council meeting in the absence of the press and public,
with the decision on the complaint shall be announced at the Council meeting in public.

6. The Clerk will communicate in writing the decision that has been made by the Council and
the nature of any action taken by the Council.

COMPLAINTS AGAINST AN OFFICER OF THE COUNCIL

1. Any complaint against a member or officer must be submitted in writing.

2. If the complaint is against the actions of the Clerk, it should be submitted in writing to the
Chairman.

3. If the complaint is made against the actions of an employee, it will be considered as an
employment issue and the Clerk will present the complaint to the Employment Committee of
the Council for consideration at a meeting held in the absence of the press or public.

4. If the complaint is made against the actions of the Clerk, it will be considered as an
employment issue and the Chairman will present the complaint to the Employment
Committee of the Council for consideration at a meeting held in the absence of the press or
public.
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5. The Complainant may be invited to attend part of the meeting to explain the nature of their
complaint, in the absence of the public and press.

6. Persons mentioned in the complaint will have the opportunity to will explain the nature of
their actions to the meeting, in the absence of the public and press.

7. The result of any council consideration of a complaint will be announced at a Council
meeting in public.

COMPLAINTS AGAINST A MEMBER OF THE COUNCIL

Parish and Town Councillors sign up to a Code of Conduct on taking office. The Council is
unable to investigate complaints against any of its members. If you wish to submit a
complaint for breach of this code should do so to the Monitoring Officer at Cornwall Council.

Mr S Mansell
Cornwall Council
County Hall
Treyew Road
TRURO TR1 3AY

Further information can be accessed from www.cornwall.gov.uk
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FREEDOM OF INFORMATION

Introduction:

The Freedom of Information Act 2000 provides public access to information held by public
authorities.

It does this in two ways:

public authorities are obliged to publish certain information about their activities; and
members of the public are entitled to request information from public authorities.

Ludgvan Parish Council has adopted the Model Publication Scheme

The Act covers any recorded information that is held by a public authority in England, Wales and
Northern Ireland, and by UK-wide public authorities based in Scotland.

Principles:

The main principle behind freedom of information legislation is that people have a right to know
about the activities of public authorities, unless there is a good reason for them not to. This is
sometimes described as a presumption or assumption in favour of disclosure. The Act is also
sometimes described as purpose and applicant blind.

This means that:

e everybody has a right to access official information. Disclosure of information
should be the default — in other words, information should be kept private only
when there is a good reason and it is permitted by the Act;

o anapplicant (requester) does not need to give you a reason for wanting the
information. On the contrary, you must justify refusing them information;

e we must treat all requests for information equally, except under some
circumstances relating to vexatious requests and personal data. The information
someone can get under the Act should not be affected by who they are. We treat
all requesters equally, whether they are journalists, local residents, public
authority employees, or foreign researchers; and

e  because we treat all requesters equally, we only disclose information under the
Act if we would disclose it to anyone else who asked. In other words, we
consider any information we release under the Act as if it were being released to
the world at large.

Information covered:

The Act covers all recorded information held by a public authority. It is not limited to official
documents and it covers, for example, drafts, emails, notes, recordings of telephone conversations and
CCTV recordings. Nor is it limited to information we create, so it also covers, for example, letters we
receive from members of the public, although there may be a good reason not to release them

Who can make a request under the Act:
Anyone can make a freedom of information request — they do not have to be UK citizens, or resident

in the UK. Freedom of information requests can also be made by organisations, for example a
newspaper, a campaign group, or a company. Employees of a public authority can make requests to
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their own employer, although good internal communications and staff relations will normally avoid
the need for this.

Requesters should direct their requests for information to the public authority they think will hold the
information. The public authority that receives the request is responsible for responding. Requests
should not be sent to the Information Commissioner’s Office (ICO), except where the requester wants
information the 1CO holds.

What happens if you make a request?
We have two separate duties when responding to a request:

to tell the applicant whether we hold any information falling within the scope of their request; and
to provide that information.

We will normally to respond to a request within 20 working days.
Requests under the Act or other requests for information should be directed to:

Steve Hudson

Clerk to Ludgvan Parish Council
Brynmor

St Ives Road

Carbis Bay

St Ives

Cornwall TR26 2SF

01736 799637
ludgvanclerk@btinternet.com
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LUDGVAN PARISH COUNCIL
DATA PROTECTION POLICY

1. Introduction

1.1 Ludgvan Parish Council needs to collect and use certain types of information about
people with whom it deals in order to operate. This includes information relating to
current, past and previous employees, suppliers, customers and others with whom it
communicates.

1.2 Ludgvan Parish Council is registered with the Information Commissioner’s Office
under Register Entry No. A1010401

1.3 There is a clear distinction between ‘personal’ data and ‘sensitive personal’ data.

e ‘Personal’ data is data defined as relating to a living individual who can be
identified from:

(a) that data; or

(b) that data plus other information which is in the possession of the Data Controller
and includes an expression of opinion about the individual.

e ‘Sensitive Personal’ data is defined as personal data consisting of information
relating to:

(a) Racial or ethnic origin

(b) Political opinion

(c) Religious or other beliefs

(d) Trade union membership

(e) Physical or mental health or condition

(f) Sexual orientation; or

(9) Criminal proceedings or convictions.

1.4 In accordance with the Data Protection Act 1998 which came into force on 1 March
2000, all organisations which process personal information (whether on paper, in a
computer, or recorded on any other media) are required to comply with a number of
important principles regarding privacy and disclosure.

This ensures that the information is:
e Processed fairly and lawfully
e  Only processed for the lawful purpose it was obtained
e Adequate, relevant and not excessive in relation to its purpose
e Accurate and kept up to date
e Not kept for longer than necessary
e Processed in line with the data subject’s rights
e Secure
¢ Not transferred to other countries without adequate protection.
1.5 Through appropriate management Ludgvan Parish Council will strictly apply the

following criteria and controls:

e Fully observe conditions regarding the fair collection and use of information

e Meet its legal obligations to specify the purposes for which information is used

e Collect and process relevant information, only to the extent that is required to
fulfil operational needs/to comply with legal requirements

e Ensure the quality of information used
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e Apply strict checks to determine the length of time that information is held

e Ensure that the rights of the people about whom information is held, are able to
be fully exercised under the Act

e Take appropriate technical and organisational security measures to safeguard
personal information; and

e Ensure that personal information is not transferred abroad without suitable
safeguards.

1.6 Ludgvan Parish Council will also ensure that:
e There is someone with specific responsibility for Data Protection in the
organisation (the person currently nominated is the Parish Clerk)
e Everyone managing and handling personal information
(@) fully understands that they are contractually responsible for following
good practice in terms of protection
(b) is adequately trained to do so; and
(c) are appropriately supervised.

2. Right to Access Information

2.1 Staff, Councillors, residents, customers and other data subjects have the right to:
e Ask what the Council uses the information for
e To be provided with a copy of the information
e To be given details of the purposes for which the Council uses the information

and any other persons or organisations to whom it is disclosed
e To ask that any incorrect data held is corrected.

2.2 Any person wishing to see information held about them should write to the Council,
addressing the letter to the Parish Clerk. Information required includes name and
address, proof of identity, date of birth and any other information which would assist
in finding their information. The Council will respond within 28 days of receipt of
application.

The Council may make a charge of £10 for each official Subject Access Request
under the Act.

2.3 If an individual notifies the Council that the data is incorrect and requests that it be
amended, the Council must advise the individual within 21 days whether or not the
amendment has been made.

3 Breach of Policy

3.1 Compliance with the Act is the responsibility of all Councillors, residents, customers
and members of staff. Any deliberate or reckless breach of the Policy may lead to
disciplinary action and where appropriate, legal proceedings.

3.2 Any individual who believes that the Council has breached any of the requirements

of the Data Protection Act 1998 should raise the matter with the Data Controller
initially. Alternatively, a complaint can be made to the Information Commissioner’s
Office at the following address:

Information Commissioner's Office
Wycliffe House
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Water Lane

Wilmslow
Cheshire
SK9 5AF

3.3 The Commissioner will carry out an assessment of the Council’s processing to
establish whether or not it is compliant with the Act. Should the Council be non-
compliant, then the Commissioner will issue a notice requiring it to take steps to
ensure compliance.

4 Freedom of Information
In accordance with the Freedom of Information Act 2000, this Document will be
posted on the Council’s Website www.ludgvan.org.uk and copies of this document
will be available for inspection by contacting the Clerk.

5 Review

5.1 This policy will be reviewed every four years (or earlier if required by changes to

legislation or additional documentation) and amended as necessary based on good
practice or evidence taken forward.
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LUDGVAN PARISH COUNCIL - 17TH MAY 2017
Annual Governance Statement 2016/17
Background:

The Accounts and Audit Regulations 2015 require smaller authorities, each financial year, to
conduct a review of the effectiveness of the system of internal control and prepare an annual
governance statement in accordance with proper practices in relation to accounts.

The purpose of the annual governance statement is for an authority to report publicly on its
arrangements for ensuring that its business is conducted in accordance with the law,
regulations and proper practices and that public money is safeguarded and properly accounted
for.

Smaller authorities prepare their annual governance statement by completing Section 1 of the
annual return. This is in the form of a number of statements, known as assertions, to which the
authority needs to answer “Yes’ or ‘No’.

The authority needs to have appropriate evidence to support a “Yes’ answer to an assertion, for
example a reference in a set of formal minutes.

If an authority is not able to respond ‘Yes’ to any assertion, it needs to provide an explanation
to the external auditor on a separate sheet describing how the authority will address the
weaknesses identified.

The Assertions:

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

To warrant a positive response to this assertion, the following processes need to be in place
and effective:

Budgeting. The authority needs to prepare and approve a budget in a timely manner before
setting a precept or rates and prior to the commencement of the financial

year. It needs to monitor actual performance against its budget during the year, taking
corrective action where necessary.

Evidence:

The budget and precept was set at the January Council Meeting, Minute LPC 570(a) refers
following the production of detailed estimates of all income and expenditure and taking into
consideration the need for contingencies and the adequacy of reserves.

Budget monitoring information is provided to Council at each meeting.

Accounting records and supporting documents. All authorities, including parish meetings
where there is no parish council, need to appoint an officer to be responsible for the financial
administration of the authority in accordance with section 151 of the Local Government Act
1972. The authority needs to have satisfied itself that its Responsible Finance Officer (RFO)
has determined a system of financial controls and discharged their duties under Regulation 4
of the Accounts and Audit Regulations 2015. The RFO needs to have put in place effective
procedures to accurately and promptly record all financial transactions, and maintain up to
date accounting records throughout the year, together with all necessary supporting
information.

Evidence:

Financial Regulation 1.8 appoints the Clerk as RFO. The Council has purchased sector
specific accounting software on which to maintain the accounting records and regular
financial reports and bank reconciliations are reported to Council.

Bank reconciliation. Statements reconciling each of the authority’s bank accounts with its
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accounting records need to be prepared on a regular basis, including at the financial year-end,
and reviewed by members of the authority.

Evidence:
Monthly bank reconciliations are performed, reported to Members and recorded in the
Minutes.

Statement of accounts. The authority needs to ensure that arrangements are in place to enable
preparation of an accurate and timely statement of accounts in compliance with its statutory
obligations and proper practices.

Evidence:
The accountancy software used produces the statutory accounts and unaudited accounts were
reported to Council in April 2017, Minute LPC 600(e) refers.

Assertion 2: Internal Control
We maintained an adequate system of internal control, including measures designed to
prevent and detect fraud and corruption and reviewed its effectiveness

Evidence:
The Council reviewed the effectiveness of its internal controls in February 2017, Minute LPC
579(b)(ii) refers. The accompanying report an control matrix is appended to this report.

Assertion 3: Compliance with laws, regulations and proper practices

We took all reasonable steps to assure ourselves that there are no matters of actual or
potential noncompliance with laws, regulations and proper practices that could have a
significant financial effect on the ability of this smaller authority to conduct its business
or on its finances.

In order to warrant a positive response to this assertion, the authority needs to have taken the
following actions:

Acting within its powers. All authorities’ actions are controlled by statute. Therefore,
appropriate decision making processes need to be in place to ensure that all activities
undertaken fall within an authority’s powers to act.

Evidence:

The Council's primary activities in the year were:

Activity Power

General Administration Local Government Act 1972

Cemeteries Open Spaces Act 1906, Ss 9 and 10; Local
Government Act 1972, s. 214; Parish
Councils and Burial Authorities
(Miscellaneous Provisions) Act 1970, s. 1
Local Government Act 1972, s. 214(6)

Allotments Small Holdings & Allotments Act 1908, ss.
23, 26, and 42

Grounds/Amenity Maintenance Public Health Act 1875, s.164 Open Spaces
Act 1906, ss.9 and 10

Neighbourhood Plan Localism Act 2011

In addition the Council is a Member of NALC and SLCC who provide regular updates and
training to ensure members are well informed.

Regulations and proper practices. Procedures need to be in place to ensure that an
authority’s compliance with statutory regulations and applicable proper practices is regularly
reviewed and that new requirements, or changes to existing ones, are reported to members and
applied. Authorities need to have particular regard to the requirements of the Accounts and
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Audit Regulations 2015.

Evidence:

The Council is a Member of NALC and SLCC who provide regular updates and training to
ensure members are well informed.

Model Standing Orders are used as are Model Financial Regulations which were devised to
capture statutory obligations, the requirements of the Accounts & Audit Regulations and
proper practice.

Actions during the year. An authority needs to have satisfied itself that it has not taken any
decision during the year, or authorised any action, that exceeds its powers or contravenes any
laws, regulations, or proper practices.

Evidence:

The Council has only undertaken those activities referred to above which are within its
powers. Any new activities considered would make reference to the relevant Power and be
accompanied by a risk assessment.

Assertion 4: Exercise of public rights
We provided proper opportunity during the year for the exercise of electors’ rights in
accordance with the requirements of the Accounts and Audit Regulations.

In order to warrant a positive response to this assertion, the authority needs to have taken the
following actions:

Exercise of public rights. The authority provided for the exercise of public rights set out in
Sections 26 and 27 of the Local Audit and Accountability Act 2014. Part 5 of the Accounts
and Audit Regulations 2015 requires the RFO to have published, including on the authority’s
website or other website:

e Sections 1 and 2 of the annual return;

e a declaration that the status of the statement of accounts is ‘unaudited’; and

e astatement that sets out details of how public rights can be exercised, as set out in
Regulation 15(2)(b), which includes the period for the exercise of public rights.

Evidence:

Minute LPC 494(f) set the commencement date for the period for the exercise of public rights
as 3rd June 2016.

The documentation posted on the Council's website and on Notice Boards is appended to this
report.

External Auditor’s Review. A notice of the conclusion of the external auditor’s limited
assurance review of the annual return, together with relevant accompanying information, was
published (including on the authority’s website or other website) in accordance with the
requirements of Regulation 16 the Accounts and Audit Regulations 2015.

Evidence:
The published notice is appended to this report.

Assertion 5: Risk Management

We carried out an assessment of the risks facing this smaller authority and took
appropriate steps to manage those risks, including the introduction of internal controls
and/or external insurance cover where required.

In order to warrant a positive response to this assertion, the authority needs to have taken the
following actions:

Identifying, assessing and addressing risk.

Evidence:

The Council reviewed its Risk Management arrangements in January 2017, Minute LPC
579(b)(i) refers. The Councils Risk Register and accompanying report are appended to this
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report.

Assertion 6: Internal Audit
We maintained throughout the year an adequate and effective system of internal audit of
the accounting records and control systems.

In order to warrant a positive response to this assertion, the authority needs to have taken the
following actions:

Internal audit. The authority needs to undertake an effective internal audit to evaluate the
effectiveness of its risk management, control and governance processes taking into account
internal auditing guidance for smaller authorities.

Evidence:

The Council appointed an independent, competent person, Mr David Gallie to undertake the
internal audit, which was completed with no issues raised. His report can be found elsewhere
on this agenda.

Provision of information. The authority needs to ensure it has taken all necessary steps to
facilitate the work of those conducting the internal audit, including making available all
relevant documents and records and supplying any information or explanations required.

Evidence:
All documentation was provided in electronic or hard copy, the adequacy of which can be
evidenced by his positive response to all items on the internal audit report.

Assertion 7: Reports from Auditors
We took appropriate action on all matters raised in reports from internal and external
audit.

To warrant a positive response to this assertion, the authority needs to have considered all
matters brought to its attention by its external auditor and internal audit and taken corrective
action as appropriate.

Evidence:
Minute LPC 494(e) "it be noted that the internal auditors report contained no issues to
discuss."

Minute LPC 531 (e) Noted that "that the external auditor had concluded the audit of the
Council's accounts”

Assertion 8: Significant events

We considered whether any litigation, liabilities or commitments, events or transactions,
occurring either during or after the year-end, have a financial impact on this smaller
authority and, where appropriate have included them in the accounting statements.

To warrant a positive response to this assertion, the authority needs to have taken the
following actions where necessary:

Significant events. The authority needs to have considered if any events that occurred during
the financial year (or after the year-end), have consequences, or potential consequences, on the
authority’s finances. If any such events are identified, the authority then needs to determine
whether the financial consequences need to be reflected in the statement of accounts.

Evidence:

For authorities accounting on a receipts and payments basis, the review of significant events
should cover events that occurred during the financial year to ensure that they have been
included in the accounting statements where appropriate.

No such events took place.

Assertion 9: Trust Funds (local councils only)
Trust funds (including charitable). In our capacity as the sole managing trustee we
discharged our accountability responsibilities for the fund(s)/assets, including financial
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reporting and, if required, independent examination or audit.
NOT APPLICABLE.

It is therefore recommended THAT:
(a) Positive responses are given to assertions 1- 8 and assertion 9 is returned as not

applicable.
(b) The Chair and Clerk duly sign the Annual Return
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AGENDA ITEM 7(B): LUDGVAN PARISH COUNCIL 8TH FEBRUARY 2017 REPORT OF
THE CLERK:
RISK MANAGEMENT & REVIEW OF INTERNAL CONTROLS

1.
1.1

1.2

13
14

15

2.2

221

2.2.2

2.3

2.4

2.5

2.6

Background

The Accounts and Audit Regulations 2015 require smaller authorities, each financial year, to
conduct a review of the effectiveness of the system of internal control and prepare an annual
governance statement in accordance with proper practices in relation to accounts.

Smaller authorities prepare their annual governance statement by completing Section 1 of the
annual return. This is in the form of a number of statements, known as assertions, to which the
authority needs to answer “Yes’ or ‘No’.

The authority needs to have appropriate evidence to support a ‘Yes’ answer to an assertion, for
example a reference in a set of formal minutes.

Two of the assertions listed in the Annual Governance Statement relate to Risk Management
and Internal Controls.

This report seeks to provide the evidence to allow Council to respond with a 'yes' to those
assertions.

Risk Management

The assertion in the Annual Governance Statement is that **We carried out an assessment of
the risks facing this smaller authority and took appropriate steps to manage those risks,
including the introduction of internal controls and/or external insurance cover where
required".

In order to warrant a positive response to this assertion, the authority needs to have the
following arrangements in place:

Identifying and assessing risks. The authority needs to identify, assess and record risks
associated with actions and decisions it has taken or considered taking during the year that
could have financial or reputational consequences.

Addressing risks. Having identified, assessed and recorded the risks, the authority needs to
address them by ensuring that appropriate measures are in place to mitigate and manage risk.
This might include the introduction of internal controls and/or appropriate use of insurance
cover.

Risk is an uncertain event or condition that, if it occurs, will have an effect on the achievement
of an authority’s objectives. Risk management is the process whereby authorities methodically
address the risks associated with what they do and the services which they provide. The focus
of risk management is to identify what can go wrong and take proportionate steps to avoid this
or successfully manage the consequences. Good risk management allows stakeholders to have
increased confidence in the authority’s corporate governance arrangements and its ability to
deliver its priorities.

Risk management is not just about financial management; it is about protecting the
achievement of objectives set by the authority to deliver high quality public services. The
failure to manage risks effectively can be expensive in terms of litigation and reputation, and
can impact on the ability to achieve desired outcomes. The authority generally and members
individually are responsible for risk management.

Risk management is an ongoing activity that comprises four elements:

e identifying risks;
e assessing risks;
e addressing risks; and

e reviewing and reporting.
The Risk Register attached as Appendix 1demonstrates how the Council meets its obligations
in this respect.
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3.2

3.3

(2)
(b)

Internal Controls

The assertion in the Annual Governance Statement is that " We maintained an adequate
system of internal control, including measures designed to prevent and detect fraud and
corruption and reviewed its effectiveness®.

In order to warrant a positive response to this assertion, processes need to be in place and
effective in respect of the following areas:

Standing Orders & Financial Regulations

Safe & Efficient Arrangements to Safeguard Public Money
Employment

VAT

Fixed Assets & Equipment

Loans & Long Term Liabilities

Review of Effectiveness of the above

A review of the effectiveness of these internal controls is attached as Appendix 2.

Itis RECOMMENDED that:-

the Risk Register attached as Appendix 1 is approved

the review of the effectiveness of internal controls attached as Appendix 2 is approved
and the recommendations therein agreed
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LUDGVAN PARISH COUNCIL - 17TH MAY 2017
Financial Statements
Background:

The Local Audit and Accountability Act 2014 and the Accounts and Audit Regulations 2015
require all authorities to prepare a statement of accounts for each financial year in accordance
with proper practices.

For smaller authorities the statement of accounts needs to be prepared in accordance with, and
in the form specified in, any annual return required by these proper practices in relation to
accounts.

Section 2 of the annual return is a smaller authority’s statement of accounts and takes the form
of a summary income and expenditure account and a statement of balances. Where an
authority’s gross income or expenditure is not more than £200,000 for that year, or for either
of the two immediately preceding financial years, the statement may take the form of a
summary receipts and payments account.

Annual Return:

The Annual Return is appended to this report as are the various supporting schedules required
by the external auditor, these being:

e Year-end bank reconciliation;

e Variance analyses where there is a 15% or greater change between the current and
comparative years;

e Analysis of earmarked and general reserves;

e Date for the commencement of the exercise of public rights to inspect the accounts.

The content has been agreed by the internal auditor and signed off by the RFO and it is
therefore RECOMMENDED that:

The Accounting Statements be approved;
They are duly signed by the Chair and
The internal audit report is received and it is noted that no issues were raised;

The dates set for the period of exercise of public rights are as follows:
Announcement: 04/06/2017

Commencement: 05/06/2017

Ending on: 14/07/2017

The Earmarked Reserves as set out in Schedule E are approved;

The Annual Return and supporting schedules are sent to the external auditor.
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Section 2 — Accounting statements 2016/17 for

Enter name of
smaller authority here:

LoDavaN PARISH (OUN LIL

Year ending

1. Balances brought Total balances and reserves at the beginning of the year as recorded
forward 22,13\ 3‘. sTo in the financial records. Value must agree to Box 7 of previous year.

2. (+) Precept or Rates Total amount of precept (or for IDBs, rates and levies) received
and Levies 30- ‘30‘ '5'5 ' L""'t or receivable in the year. Exclude any grants received.

3. (+)Total Total income or receipts as recorded in the cashbook less the
other receipts e l‘sq"f l‘S. 2."55 precept or rates/levies received (line 2). Include any grants received.

4. (-) Staff costs Total expenditure or payments made to and on behalf of all

2-' .3!4& Z_'Z,' c""'" employees. Include se.xiaries ar:nd \nfages. PAYE and NI (employees
and employers), pension contributions and employment expenses.

5. (<) Loan Total expenditure or payments of capital and interest made during
interest/capital — = the year on the smaller authority's borrowings (if any).
repayments

6. (-) All other Total expenditure or payments as recorded in the cashbook less staff
payments ‘5', l‘iS 19 .Slo‘& costs (line 4) and loan interest/capital repayments (line 5).

7. (=) Balances carried Total balances and reserves at the end of the year, Must equal
forward 3,5 32:37 Y | (1+2+3) - (4+5+6)

8. Total value of cash The sum of all current and deposit bank accounts, cash holdings and
and short term .31 157¢c ‘31 3-},* short term investments held as at 31 March — To agree with bank
investments ! reconciliation.

9. Total fixed assets This cell shows the value of all the property the autharity owns. It is
plus long term made up of its fixed assets and long-term investments.
investments 1,13 Y 1.3
and assets

10. Total - = The outstanding capital balance as at 31 March of all loans from third
borrowings parties (including PWLB).

11. (For Local Councils The Council acts as sole trustee for and is responsible for managing
Only) Disclosure Trust funds or assets.
note re Trust funds / N.B. The figures in the accounting statements
(including charitable) above do not include any Trust transactions

| certify that for the year ended 31 March 2017 the
accounting statements in this annual return present fairly the
financial position of this smaller authority and its income and
expenditure, or properly present receipts and payments, as

the case may be.

Signed by Responsible Financial Officer:

S P Ml0sen

Date

L

©]os|2e1)

| confirm that these accounting statements were approved
by this smaller authority on:

and recorded as minute reference:

Signed by Chair at meeting where approval is given:
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o GrantThornton
Schedules for submission to external auditor

Key contact details Schedule A

Please complete this form and send it back to us with the Annual Return to ensure we have the
correct details for your authority — please print to ensure we can read it clearly

Authority name

Ludgvan Parish Council CWL079
and reference

Clerk
Name Steve Hudson
Address Brynmor
St Ives Road
Carbis Bay
St lves

Cornwall TR26 2SF

Telephone no. 01736 799637

Email address clerk@ludgvan.org.uk

Responsible Financial Officer (RFO) — if different to Clerk

Name As above

Address

Telephone no.

Email address

Chair

Name Richard Sargeant
Address Old Carne

Nancledra

Penzance

TR20 8NQ
Telephone no. 01736 740479
Email address richardjsargeantl@btinternet.com

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT
or email to Jo.farr@uk.gt.com
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o Grant Thornton

Schedules for submission to external auditor

PTO

Key contact details (continued) Schedule A

Authority name
and reference

Ludgvan Parish Council CWL079

Person carrying out the independent internal audit

Name

David Gallie

Address

10 Pendennis Place,
Penzance
Cornwall TR18 2BD

Telephone no.

07800 631315

Email address

galliedavid@gmail.com

If there are any subsequent changes to the above please send us an

updated form or e-mail the new details to jofarr@uk.gt.com

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT

or email to Jo.farr@uk.gt.com
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o Grant Thornton

Schedules for submission to external auditor

Bank reconciliation template

Schedule B

The model can be applied for reconciliations carried out at any time of the year. Please

complete all green cells.

Must equal total net bank balances above and Section 2, Box 8

BANK RECONCILIATION FINANCIAL YEAR ENDING 31 MARCH 2017
Authority name and Ludgvan Parish Council CWL079
reference
Prepared by: Name | Steve Hudson
Date: 03/04/2017
Role (Clerk/RFO etc) | Clerk/RFO
Approved by: Name
Date:
Role (RFO/Chair etc)
Balance per bank statements as at 31 March 2017 £ TOTAL £
List balances on all bank accounts plus petty cash floats at 31
March 2017:
Treasurers Account 31,555.49
Business Account 7,519.49
37,573.98
Less: any un-presented cheques at 31 March 2017:
(normally only current account. List date, cheque number &
value. Use separate list if needed )
08/03/2017 3039 340.00
21/03/2017 3042 1,086.00
21/03/2017 3043 75.00
1,501.00
Add any unbanked cash at 31 March 2017:
(List date & amount received)
TOTAL - NET BANK BALANCES AS AT 31 MARCH 2017 -
The net balances reconcile to the Cash Book for the year, as follows:
CASH BOOK (receipts and payments/income & expenditure schedules) £
Opening Balance: 31,570.56
Add: Receipts in the year: 48,538.89
Less: Payments in the year: 42,535.47
CLOSING BALANCE PER CASH BOOK @ 31 MARCH 2017
37,573.98

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT

or email to Jo.farr@uk.gt.com
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° Grant Thornton

Schedules for submission to external auditor

Schedule C1
Identifying which variances require explanation
Positive and negative variances must be explained
Authority name Ludgvan Parish Council CWL079
and reference
(c) (d) Explanation
Box on Section (a) (b) Variance Variance required?
2 Increase(+) divided by Less than
. or 2016 figure £250 and
Accounting 2016 2017 decrease(-) times 100 15%2 - NO
Statements £ £ (b-a) (c/ a*100) More than
£ % 15%7? - YES
Box 2 -Precept
or Rates and 30,939 33,244 2,305 7% NO
Levies
Box 3 Total 14,394 15,295 901 6% NO
other receipts
Box 4 -Staff 21,349 22,967 1,618 8% NO
costs
Box 5 -Loan
interest/ capital - - - - NO
repayments
Box 6 -All other 15,195 19,568 4,373 29% YES
payments
Box 9 -Total
fixed assets plus
long-term 47,713 47,713 - - NO
investments and
assets
Box 10 - Total i i i i NO
borrowings

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT
or email to Jo.farr@uk.gt.com
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° GrantThornton
Schedules for submission to external auditor

Schedule C2

Suggested layout for explanations of individual variances

One sheet to be prepared for each variance that requires explanation.

Authority name

Ludgvan Parish Council CWL079
and reference

BOX NO 6 £
(b) Figure in 2017 column

19,569
(a) Figure in 2016 column

15,195

(d) Total variance: 2017 figure less 2016 figure: (b - a)
A positive figure is an increase (+) 4,373
a negative figure is a decrease (-)

Reasons (as many as are applicable) Amount
£

Reason 1

Neighbourhood Plan costs not incurred in 2015/16 4,945
Reason 2

Reason 3

(e) TOTAL AMOUNT £ EXPLAINED (total of reasons above) 4,945
(f) Unexplained amount £ of total variance at (d - e) (572)

Unexplained as % of 2016 figure (f / a *100)

(must be below 15%) (3.7%)

Confirm unexplained amount is less than 15% of 2016 figure
YES - satisfactorily explained YES
NO - provide further explanations

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT
or email to Jo.farr@uk.gt.com
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° Grant Thornton

Schedules for submission to external auditor

Schedule D

Reconciliation between boxes 7 and 8 on the Annual Return

This should only be applicable if accounting on an income and expenditure basis

Authority name
and reference

Ludgvan Parish Council CWL079

A Figure in Box 8 of 2017 column of the Annual Return N/A

Less Creditors at 31 March 2017 — owed by the Authority
B (please supply a detailed list of creditors — see below)
Also subtract any receipts in advance

Plus Debtors at 31 March 2017 — owed to the Authority
C (please supply a detailed list of debtors — see below)
Also add any payments made in advance (prepayments)

D | TOTAL

Figure in Box 7 of 2017 column of the Annual Return
(must equal line D above)

Creditors/receipts in advance list

Name

Invoice/receipt in Date £ amount
advance reference

Total — agreed to B

Debtor list/prepayments list

Name

Debtor/prepayment Date £ amount
reference

Total — agreed to C

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT

or email to Jo.farr@uk.gt.com
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o Grant Thornton

Schedules for submission to external auditor

Schedule E
Analysis of earmarked reserves
Authority name Ludgvan Parish Council CWL079
and reference
Held as short-term Amount £
Purpose and nature of reserve or long-term
investment?*
Repairs & Renewals Short 10,941
Elections Short 3,000
Neighbourhood Plan Short 5,293
Green Initiatives (s106 from wind turbines) Short 826
IT Equipment Short 700
TOTAL
(@) 20,760

Note: * short-term investments would be included in Box 8 of the Accounting Statements in the

Annual return; long-term investments would be in Box 9.

Please provide an explanation for any high level of general reserves if over 3 times (or less
than 0.1) of the precept/rates and levies.

levies (d / b)

£
(b) Precept/rates and levies (Accounting Statements Box 2) 33,244
(c) Balance carried forward (Accounting Statements Box 7) 37,574
(d) Amount of balances less total earmarked reserves (c — a) 16,814
Ratio of balances less earmarked reserves to Precept/rates and
51%

N/A

Reason if over 3 times or less than 0.1

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT
or email to Jo.farr@uk.gt.com
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o Grant Thornton

Schedules for submission to external auditor

Schedule F1

Notification of the date for the commencement of public rights

Authority name
and reference Ludgvan Parish Council CWL079

I confirm that the dates set for the period of exercise of public
rights are as follows:

Date
Announcement
04/06/2017
Commencement 05/06/2017
Ending on 14/07/2017

Signed by Clerk/RFO Q P \/\A,u) S

OR - send us a copy of your completed ‘Notice’ (Schedule F2 enclosed as public rights
pack)

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT
or email to Jo.farr@uk.gt.com
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o Grant Thornton

Schedules for submission to external auditor

Schedule G1

Explanation of 'No' on the Annual Governance Statement

Authority name

Ludgvan Parish Council CWL079
and reference

Assertion 1-9 Explanation for ‘No’ response and action to address weaknesses

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT
or email to Jo.farr@uk.gt.com
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° Grant Thornton

Schedules for submission to external auditor

Schedule G2
‘No’ or ‘Not covered’ on the Annual Internal Audit Report

Authority name

Ludgvan Parish Council CWL079
and reference

Person carrying
out the internal
audit

David Gallie

Internal Audit
Objective
Conclusion (A to K)

Explanation for ‘No’ and what the Authority is doing to address the
weakness - or explanation for why ‘Not covered’*

* Note: if the relevant objective is applicable but has not been covered, the person carrying out the
internal audit must provide the Authority and the external auditor with details of:

o why the objective has not been covered

o when the most recent internal audit work was done in this area and

o when it is next planned

Please complete all shaded boxes and send this form with your Annual Return to:
Mrs Jo Farr, Grant Thornton UK LLP, Hartwell House, 55-61 Victoria Street, Bristol, BS1 6FT
or email to Jo.farr@uk.gt.com
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Annual internal audit report 2016/17 to

Enter name of

smaller authority here: Le b‘)\l Ared PAR s H Q&:\Iﬁl L

This smaller authority's internal audit, acting independently and on the basis of an assessment of
risk, carried out a selective assessment of compliance with relevant procedures and controls
expected to be in operation during the financial year ended 31 March 2017.

Internal audit has been carried out in accordance with this smaller authority’s needs and planned
coverage. On the basis of the findings in the areas examined, the internal audit conclusions are
summarised in this table. Set out below are the objectives of internal control and alongside are the
internal audit conclusions on whether, in all significant respects, the control objectives were being
achieved throughout the financial year to a standard adequate to meet the needs of this

smaller authority.

A. Appropriate accounting records have been kept properly throughout the year.

B. This smaller authority met its financial regulations, payments were supported by invoices, all
expenditure was approved and VAT was appropriately accounted for.

adequacy of arrangements to manage these.

D. The precept or rates requirement resulted from an adequate budgetary process; progress
against the budget was regularly monitored; and reserves were appropriate.

E. Expected income was fully received, based on correct prices, properly recorded and promptly

C. This smaller authority assessed the significant risks to achieving its objectives and reviewed the /
banked; and VAT was appropriately accounted for. /

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was
approved and VAT appropriately accounted for. "l ‘ ﬁ

G. Salaries to employees and allowances to members were paid in accordance with this smaller
authority's approvals, and PAYE and NI requirements were properly applied.

H. Asset and investments registers were complete and accurate and properly maintained,

J. Accounting statements prepared during the year were prepared on the correct accounting basis
(receipts and payments or income and expenditure), agreed to the cash book, supported by an
adequate audit trail from underlying records and where appropriate debtors and creditors were
properly recorded.

I Periodic and year-end bank account reconciliations were properly carried out /

K. (For local councils only)
Trust funds (including charitable) — The council met its responsibilities as a trustee.

For any other risk areas identified by this smaller authority adequate controls existed (list any other risk areas below or on separate
sheels if needed)

Name of person who carried out the internal audit Did D Foun LeveLs Lowe

Signature of person who carried out the internal audit = A M“"_g'_'u‘_ﬁ". . | Date [ (5 'ot;—( P §|

*If the response is ‘no’ please state the implications and action being taken to address any weakness in control identified

(add separate sheets if needed).

**Note: If the response is ‘not covered’ please state when the most recent internal audit work was done in this area and when it is
next planned, or, if coverage is not required, internal audit must explain why not (add separate sheets if needed).
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Archived: 08 May 2017 17:29:30

From: David Gallie

Sent: 26 April 2017 14:02:20

To: Ludgvan Clerk

Subject: Annual Internal Audit - Ludgvan Parish Council
Importance: Normal

To the Clerk and Councillors - Ludgvan Parish Council

| am writing to advise that | carried out the annual internal audit
for the financial year 2016-2017 on the 17th and 18th April 2017.

All records were in good order which enabled me to complete and sign
the appropriate section of the Annual Return and there are no matters
to bring to the attention of the council.

My fee for the audit remains unchanged at £150 and | look forward to
receiving payment in due course.

D J L Gallie
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LUDGVAN PARISH COUNCIL - 17TH MAY 2017
Bank Mandate

It is good practice to regularly review the bank mandate and any changes must be approved by
Council.

The current signatories are:
Cllr Sargeant

Cllr Mann

CllIr Badcock

Clir Trudgeon

A previous resolution approved the addition of Cllr Osmand albeit that this is yet to happen.
It is therefore recommended that:

(@) The current signatories are confirmed and

(b) ClIr Osmand is added to the mandate
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11/05/2017

Ludgvan Parish Council

Page 1

14:51 Treasurers Account
Cash Received between 10/04/2017 and 17/05/2017

Date Cash Received from Receipt No Receipt Description Receipt Total

27/04/2017 Barrett 004 Headstone Fee SPC/A20 100.00

11/05/2017 Clark 007 Allotment Rent CHO5 19.75

02/05/2017 Coonan 006 Allotment Rent CH44 19.75

28/04/2017 W C Matthews Funeral Directors 005 Badcock Burial Crowlas DC-2 500.00
Total Receipts 639.50
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11/05/2017 Ludgvan Parish Council Page 1
14:51 Business Account
Cash Received between 10/04/2017 and 17/05/2017
Date Cash Received from Receipt No Receipt Description Receipt Total
10/04/2017 Lloyds Bank 003 Interest 0.33
09/05/2017 Lloyds Bank 002 Interest 0.30
Total Receipts 0.63
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Date:11/05/2017

Ludgvan Parish Council

Page 1

Time: 14:57 Bank Reconciliation Statement as at 30/04/2017 User: SPH
for Cashbook 1 - Treasurers Account

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

Treasurers Account 30/04/2017 4 46,393.34

46,393.34
Unpresented Cheques (Minus) Amount
12/04/2017 3044 Mounts Bay Rotary Club 100.00
12/04/2017 3045 St Aubyns Estates 40.00
12/04/2017 3047 Campaign Protect Rural England 36.00
12/04/2017 3049 Ludgvan Community Centre 120.00

296.00

46,097.34

Receipts not Banked/Cleared (Plus)

0.00

0.00

46,097.34

Balance per Cash Book is :- 46,097.34

Difference is :- 0.00
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Date:11/05/2017 Ludgvan Parish Council Page 1

Time:14:53 Bank Reconciliation Statement as at 30/04/2017 User: SPH

for Cashbook 2 - Business Account

Bank Statement Account Name (S) Statement Date Page No Balances
Business Account 30/04/2017 7,519.82
7,519.82
Unpresented Cheques (Minus) Amount
0.00
0.00
7,519.82

Receipts not Banked/Cleared (Plus)

0.00
0.00
7,519.82
Balance per Cash Book is :- 7,519.82
Difference is :- 0.00

101



11/05/2017 Ludgvan Parish Council Page 1
14:58 . . .
Detailed Receipts & Payments by Budget Heading 11/05/2017
Cost Centre Report
Actual Year Current Variance Committed Funds % Spent  Transfer
To Date Annual Bud Annual Total Expenditure Available to/from EMR
100 Administration
1076 Precept 17,244 34,487 17,244 50.0%
1080 Interest Received 1 4 3 15.8%
1090 Council Tax Support Grant 952 1,904 952 50.0%
1110 Other Grants 0 558 558 0.0%
Administration :- Receipts 18,196 36,953 18,757 49.2% 0
4000 Clerk's Salary 2,296 18,372 16,076 16,076  12.5%
4010 Employers NI 129 1,393 1,264 1,264 9.3%
4060 Travel 110 750 640 640 14.7%
4070 Office Expenses 301 1,250 949 949 24.1%
4080 Advertising 0 600 600 600 0.0%
4090 Subscriptions 806 950 144 144  84.9%
4100 Insurance 0 751 751 751 0.0%
4110 Audit Fees 0 350 350 350 0.0%
4150 S137 and Other Grants 100 700 600 600 14.3%
4160 Youth Club Grant 0 500 500 500 0.0%
4170 Christmas Trees 0 250 250 250 0.0%
4180 Deedstore 0 16 16 16 0.0%
4190 Meeting Room Hire 360 360 0 0 100.0%
4300 Website Development 0 100 100 100 0.0%
4310 Website Maintenance 750 750 0 0 100.0%
4320 Election Expenses 0 1,000 1,000 1,000 0.0%
4350 Software - Annual Licence 0 232 232 232 0.0%
Administration :- Indirect Payments 4,853 28,324 23,471 0 23,471 17.1% 0
Movement to/(from) Gen Reserve 13,343
120 Long Rock Allotments
1210 Allotment Rents 0 370 370 0.0%
Long Rock Allotments :- Receipts 0 370 370 0.0% 0
4120 Maintenance 0 150 150 150 0.0%
4130 Water 63 120 57 57 52.3%
4140 Rents Payable 40 80 40 40 50.0%
4350 Software - Annual Licence 0 24 24 24 0.0%
Long Rock Allotments :- Indirect Payments 103 374 271 0 271 27.5% 0
Movement to/(from) Gen Reserve (103)
130 Church Hill Allotments
1210 Allotment Rents 40 1,568 1,529 2.5%
Church Hill Allotments :- Receipts 40 1,568 1,529 2.5% 0

102
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11/05/2017 Ludgvan Parish Council Page 2
14:58 . . )
Detailed Receipts & Payments by Budget Heading 11/05/2017
Cost Centre Report
Actual Year Current Variance Committed Funds % Spent  Transfer
To Date Annual Bud Annual Total Expenditure Available to/from EMR
4120 Maintenance 534 250 (284) (284) 213.5%
4130 Water 0 500 500 500 0.0%
4140 Rents Payable 700 700 700 0.0%
4350 Software - Annual Licence 0 92 92 92 0.0%
Church Hill Allotments :- Indirect Payments 534 1,542 1,008 0 1,008 34.6% 0
Movement to/(from) Gen Reserve (494)
140 Amenities
1100 Footpath Grant 3,474 3,474 0.0%
1130 Aggregate Fund Income 4,500 4,500 0.0%
Amenities :- Receipts 0 7,974 7,974 0.0% 0
4200 Repairs 173 1,245 1,072 1,072 13.9%
4400 St Pauls Amenity Area 171 682 512 512 25.0%
4410 Churchtown Garden 53 210 158 158 25.0%
4420 Aggregate Fund Expenditure 4,500 4,500 4,500 0.0%
4430 Footpath Maintenance 3,474 3,474 3,474 0.0%
4460 Grass Cutting 90 290 200 200 31.0%
4470 Green Initiatives 0 408 408 408 0.0%
Amenities :- Indirect Payments 486 10,809 10,323 0 10,323 4.5% 0
Movement to/(from) Gen Reserve (486)
150 St Pauls Cemetery
1200 Burial Fees 100 2,680 2,580 3.7%
St Pauls Cemetery :- Receipts 100 2,680 2,580 3.7% 0
4120 Maintenance 0 255 255 255 0.0%
4130 Water 13 50 37 37 25.1%
4350 Software - Annual Licence 0 154 154 154 0.0%
4460 Grass Cutting 263 1,120 858 858 23.4%
4520 Sextons Duties 0 120 120 120 0.0%
St Pauls Cemetery :- Indirect Payments 275 1,699 1,424 0 1,424 16.2% 0
Movement to/(from) Gen Reserve (175)
160 Crowlas Cemetery
1200 Burial Fees 500 500 0 100.0%
Crowlas Cemetery :- Receipts 500 500 0 100.0% 0
4350 Software - Annual Licence 0 30 30 30 0.0%
4460 Grass Cutting 368 1,470 1,103 1,103 25.0%
Crowlas Cemetery :- Indirect Payments 368 1,500 1,133 0 1,133 24.5% 0
Movement to/(from) Gen Reserve 132
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Detailed Receipts & Payments by Budget Heading 11/05/2017
Cost Centre Report
Actual Year Current Variance Committed Funds % Spent  Transfer
To Date Annual Bud Annual Total Expenditure Available to/from EMR
200 Neighbourhood Planning
1120 Neighbourhood Planning Grant 0 7,346 7,346 0.0%
Neighbourhood Planning :- Receipts 0 7,346 7,346 0.0% 0
4020 Staff Cost 0 5,797 5,797 5,797 0.0%
4260 Grant Funded 0 7,346 7,346 7,346 0.0%
4270 Other 0 4,793 4,793 4,793 0.0%
Neighbourhood Planning :- Indirect Payments 0 17,936 17,936 0 17,936 0.0% 0
Movement to/(from) Gen Reserve 0
999 VAT Data
515 VAT on Payments 275 0 (275) (275) 0.0%
VAT Data :- Indirect Payments 275 0 (275) 0 (275) 0
Movement to/(from) Gen Reserve (275)
Grand Totals:- Receipts 18,836 57,391 38,555 32.8%
Payments 6,893 62,184 55,291 0 55,291 11.1%
Net Receipts over Payments 11,942 (4,793) (16,735)
Movement to/(from) Gen Reserve 11,942
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| write to you as the clerk of the City, Towns and Parishes you represent and ask that you forward this letter to the
Members of those Councils.

This is an update to my email of late 2016, where | proposed that Cornwall should host a stage of the Tour of Britain
cycling race. As a reminder, the Tour of Britain is British cycling’s premier road cycling event and the UKs national
Tour.

Not wanting to push a white elephant, my first aim was to gauge support for the event. Firstly, | want to take this
opportunity to thank all the Councils that replied to my initial enquiry. In excess of 200 Councils were contacted and |
received replies from about 135, including Truro and all the larger towns and parishes, representing 85% of the
population of Cornwall. Of the replies, 98% were positive about Cornwall hosting the event. A significant majority
also supported the race passing through their local area. As a collective voice, this is an amazing statement of
support and one that | thank you for. It certainly invigorated me to develop the proposal and engage with Cornwall
Council (CC).

In addition to support from City, Town and Parish Councils, | have also received positive statements from Cornwall
MPs, health organisations, cycling groups, retailers and individuals. The response has been truly amazing! | have
also been working with Chris Opie, Cornwall’'s most successful professional cyclist who is fully onboard with the
proposal and playing a significant role in bringing the event to the county. In his day job he recently had a very

successful Tour de Yorkshire, beating some of the finest sprinters in the World to finish 3din stage one, with his
team Bike Channel Canyon achieving all the goals they had set themselves prior to the race.

Discussions with Tour of Britain organisers, SweetSpot, suggest a stage being held in 2020 and this is now the
focus of the proposal. Additionally, where my initial email suggested a finish outside across the border, further
discussions indicate that the complete stage could be held within Cornwall.

| first met with CC in late January to outline the proposal and to look for their support in developing a bid. For the
event to be realized, it is essential that CC lend their support and plays a leading role, as SweetSpot will only bring a
stage of the Tour of Britain to a venue that has the backing of the local authority. After internal CC discussions and
the commissioning of a feasibility report, the proposal has now reached the Director for Economic Growth and
Development, John Betty and | hope to be informed in the near future of a decision regarding bid development.
Should CC back bid development, the main task over the coming months will be to generate sponsorship. Prior to
bid submission in Jan 2018, | anticipate that formal support for the proposal will be sought from CC Members.

| hope that you have found this update useful and once CC has made a decision, | will inform you of the outcome.
As | have previously stated, hosting a stage of the Tour of Britain is an opportunity for Cornwall to showcase its
unique culture and spectacular landscape, whilst extending the tourist season and providing a much-needed boost
to the economy.

Once again, thank you for your support and let’s look forward with enthusiasm and anticipation to Cornwall hosting a
stage of the Tour of Britain in 2020.
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Mr Steve Hudson - Parish Clerk
Ludgvan Parish Council
Brynmor

St Ives Road

TR26 2SF

10 April 2017
Dear Mr Hudson

Long Rock Post Office®
4A Godolphin Road, Long Rock, Penzance, TR20 8JL

Local Public Consultation Decision

I'm writing to confirm that we will be proceeding with our proposal to move the above
Post Office branch to Long Rock Stores, Long Rock, Penzance, TR20 8JF, where it will
operate as one of our new local style Post Office branches.

We received 5 individual responses from customers during the local public consultation
period. In the main, feedback commented on the availability of parking at the proposed
premises. Other feedback commented on space and privacy inside the new store. This
feedback helped me to understand customers’ concerns and to make sure that all such
information was taken into account before finalising our plans.

With regards to parking at the new location, it is fair to say that this is a problem faced
generally in many locations nationwide. As I am sure you will understand, matters such as
the availability of parking spaces are outside the direct control of Post Office Limited,
however I have conducted a further review of this matter. I can confirm that there is
roadside parking in the surrounding area, which is comparable to the current branch. For
customers accessing the new branch on foot, there is a pedestrian crossing in close vicinity
of the new branch and for those using public transport there is a bus stop immediately
outside the new premises. I am therefore satisfied that access and parking at the new
branch will continue to meet the needs of customers using the Post Office.

It's clear that the Post Office plays an important part in the lives of customers and we want
to make our services as accessible as possible. I'm pleased to confirm that the new branch
will have level access with a wide door at the entrance. Inside, the new branch will be in
line with Post Office specifications, making sure there is sufficient space for the new style
local Post Office to operate alongside the retail offer. We will be working closely with the
new operator on the internal layout and some existing fixtures, fittings and retail stock will
be re-aligned or removed to make sure there is clear access into the premises. The
entrance, aisles and the queuing area will also be kept clear ensuring sufficient space is
available for customers and for a wheelchair to move around and access our services
without difficulty.

We recognise that some customers may have slight concerns about carrying out their Post
Office business in a different type of environment from what they are used to. Although the
local style format is a more modern way of offering Post Office services, it does not
compromise the professional service standards that we provide at all of our branches.

Post Office Limited is registered in England and Wales. Registered No. 2154540. ¥
Registered Office Finsbury Dials, 20 Finsbury Street, London. EC2Y 9AQ P OStO’H‘ICQ.CO.Uk
Post Office and the Post Office logo are registered trade marks of Tﬁgomce Limited




Staff will be fully trained in Post Office transactions and staffing levels will be aligned to customer
demand. We will also be working closely with the new operator to make sure an appropriate level
of privacy is provided for Post Office customers and that staff are fully aware of the need to respect
customer confidentiality. For example, we will discuss issues like queue layout and asking
customers to stand back from the counter whilst they are waiting for service. Simila rly with
security, as with any other branch in our network there will be strict guidelines and measures put
in place to safeguard customers, staff and the cash and stock entrusted to the operator’'s care,

The new local style Post Office will operate from a Post Office serving point located at the shop
counter enabling customers to carry out a wide range of Post Office products and services
alongside retail transactions. The change also means that local residents will benefit from
significantly longer opening hours, including Saturday afternoon, Sunday and significantly longer
opening times throughout the week, giving customers more flexibility to use our services
throughout shop opening times. Full details of the new branch are provided at the end of this
letter together with a list of the products and services which will be available.

I have carefully considered our original proposal, the feedback received during the local public
consultation period and the impact on local residents and the wider community. Having also
reviewed pedestrian and vehicular access to the new site, I remain satisfied that the new branch is
suitably located and that this new way of offering Post Office services will continue to meet

customer needs, whilst helping to provide long term viability and future sustainability for Post
Office service provision in the local community.

The current branch will close at 17:30 on Monday 22 May 2017, with the new branch opening, at
Long Rock Stores, Long Rock, at 13:00 on Tuesday 23 May 2017. If there are any unforeseen
schedule changes which mean these dates change, posters will be displayed in branch to let
customers know. During transfer of the branch customers requiring Post Office facilities may use

any convenient Post Office service. Details of an alternative Post Office branch are provided below
for your convenience:

» Penzance Post Office, WHSmith, 96 Market Jew Street, Penzance, TR18 2LE

You can also find a copy of this letter on our website at postofficeviews.co.uk. When entering the
website you will be asked to enter the code for this branch: 36355599

This change to the Post Office network is being carried out in accordance with the Code of Practice
for changes to the network, as agreed with the independent statutory consumer watchdog. A full
copy of the Code of Practice is available on our website at www.postofficeviews.co.uk, or by
contacting us at the address provided at the end of this letter.

Thank you for considering our proposal.

Yours sincerely

o~
N
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Suzanne Richardson
Regional Network Manager
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The Rotary Club of Mounts Bay

Meetings: Thursday Evenings 6.00pm
The Union Hotel Chapel Street Penzance

President: Eric Bilkey Secretary: Peter Johnson

Mr Steve Hudson

Clerk to Ludgvan Parish Council
Brynmor

St lves Road

Carbis Bay

TR26 2SF

6" May 2017
Dear Mr Hudson,

St Michaels Way Challenge 13" Annual Charity Walk

On behalf of our President Eric Bilkey and the rest of the members of the Rotary Club of Mounts Bay, | would like
to express our sincere thank for your generous donation towards the administration costs of this year's charity
walk.

Your donation helps us to ensure that 100% of the money collected goes to the nominated charity Children’s
Hospice South West. As in previous years, | will send you an update after the event to inform the council how
much was raised

Please pass our sincere thanks to the Chairman and other Parish Councillors for continuing to support our club in
our fund raising efforts which we hope will bring help and encouragement to those less fortunate than ourselves.

ours,sincerely

Tel: 01736 363490
Email: walk@mountsbayrotary.org.uk
Please send any reply to: Betty's Garden Penkernick Close Newlyn TR18 5DA
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7/ May 2017

Dear Sir,

Regarding the planning application at Trewynne Coombe ref PA16/03126/PREAPP,

. i wish to object on the grounds that a 2 story building would be out of character in this place,
also solar panels on the roof in this position would create a visual nuisance and they would be
better placed at the rear of the property in the garden. | would also like to draw notice to the fact
that the planning notice is not attached to the property and has been placed on a telephone pole
on the opposite side of the road partially obscured by hedge growth, i would also like to know
why the parish council has not written to nearby properties advising them of this like they did
when i applied for domestic solar panels a few year ago.

The property does have historical interest as it is one of only a few of the original marconi huts
left, this property is being advertised for self catering holidays with more huts being built at the
rear of the property, the vehicular access to this property is not suited to the amount of traffic this
will generate, if this application is granted will it set a precedent for the area ? which borders ssi
& aonb.

Yours Faimmlly

i

Stephen Olds
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(@)

(b)

(@)
(b)

LUDGVAN PARISH COUNCIL MEETING 17TH MAY
2017
ITEMS FOR INFORMATION

Cornwall Council — Planning Decisions etc. Advised to Council - For information
PA17/00221 - Tregender Farmhouse Tregender Lane Crowlas TR20 8DQ - Conversion of
existing redundant barns to form five residential dwellings, with associated parking and
landscaping. - Messer's William, Arthur and Patrick Ansell - Approved

PA17/01593 - Earlydene A30 Between Whitecross And The Lamb And Flag Canonstown
TR27 6ND - Demolition of the existing dwelling, and the construction of a replacement
dwelling and associated works. - Mr & Mrs M Quick - Approved

Cornwall Council - Planning Enforcement, Appeals etc.

EN17/00758 - Earlydene Canonstown Hayle Cornwall TR27 6ND - Alleged unauthorised
engineering operations and alterations to dwelling house - case closed, application received
EN17/00850 - Lifeguard Hut Old Station Lane Marazion Cornwall - Construction of a
wooden ramp - Pending Consideration
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