SWINFEN AND PACKINGTON PARISH COUNCIL

Ms Jayne Minor
6 Highfield Close
Burntwood

WS7 9AR

E-Mail: jayneminor@talktalk.net
Web Site: www.swinfenandpackington.org.uk

Our Ref: JM 08 January 2025

To: All Members of the Parish Council

Dear Councillor

You are hereby summoned to attend the Meeting of the Parish Council to be held in the
Conference Centre, HMP Swinfen on Wednesday 15 January 2025 commencing 6.00 p.m. at
which the business set out below will be fransacted.

Yours sincerely

Jaywne Minor

Jayne Minor (Ms) CiLCA & FiLCA
Parish Clerk

AGENDA

PUBLIC FORUM

To promote community engagement, the public now has the opportunity to attend and
speak at all of the Parish Council’'s meetings. Please refer to the end of the agenda for details
of how to participate in this meeting.

1. APOLOGIES FOR ABSENCE

2, DECLARATIONS OF INTEREST AND DISPENSATION
To receive declarations of interests and consider requests for dispensations.

3. MINUTES
To approve as a correct record the Minutes of the Meeting of the Parish Council held
on 13 November 2024 (Minute Nos.38-49) (ENCLOSURE).

4. CHAIRMAN'S ANNOUNCEMENTS

5. THE HIGH-SPEED RAIL PLANS
Members are requested to debate the up-to-date position relating to the High-Speed
Rail Plans.


mailto:jayneminor@talktalk.net
http://www.swinfenandpackington.org.uk/

6. CIL MONIES [FOR INFORMATION PURPOSES ONLY]
CIL receipts
Total amount of CIL received in financial year
2024/25 £0.00
Total amount of CIL received in financial year
2023/24 £0.00
Total amount of CIL received in financial year
2022/23 £0.00
Total amount of CIL received in financial year
2021/22 £26,163.50
Total amount of CIL received in financial year
2020/21 £8,721.17
Total amount of CIL received in financial year
2019/20 £410.55
Total amount of CIL received in financial year
2018/19 £1,037.77
TOTAL RECEIVED £36,332.99
CIL Spent
Total amount of CIL spent in financial year
2024/25 £575.00
Total amount of CIL spent in financial year
2023/24 £16,000.00
Total amount of CIL spent in financial year
2022/23 £10,424.50
Total amount of CIL spent in financial year
2021/22 £4,090.00
Total amount of CIL spent in financial year
2020/21 £1,930.50
Total amount of CIL spent in financial year
2019/20 £295.00
Total amount of CIL spent in financial year
2018/19 £1,037.77
TOTAL SPENT £34,352.77
CIL Unspent
| TOTAL UNSPENT | £1,980.22 |
7. MODEL FINANCIAL REGULATIONS FOR LOCAL COUNCILS
Members are asked to adopt the Model Financial Regulations for Local Councils
(ENCLOSURE).
8. LOCAL GOVERNMENT ASSOCIATION MODEL COUNCILLOR CODE OF CONDUCT 2020

Members are asked to adopt the Local Government Association Model Councillor
Code of Conduct 2020 (ENCLOSURE).



9. EXCLUSION OF THE PRESS AND PUBLIC
The Chairman will move:

That under the Public Bodies (Admissions to Meetings) Act 1960 (Section 2) (and as
expended by Section 100 of the Local Government Act 1972), the press and public
be excluded from the meeting for the following items of business on the grounds that
they involve the likely disclosure of exempt information.

10. PARISH CLERK'S SALARY

Members are requested to approve the payment of the Parish Clerk's December
2024 and January 2025 salary (PINK ENCLOSURE).

11. DATE AND TIME FOR NEXT PARISH COUNCIL MEETING

Wednesday 12 March 2025
Wednesday 14 May 2025 — Annual General Meeting

All meetings will commence at 6pm

PUBLIC FORUM

15 minutes will be set aside atf the beginning of this meeting for you to raise issues relevant to
the remit of the meeting. You will have up to 3 minutes and can raise more than one issue.
However, the Chairman has the opfion to extend the time allowed to you if they think it is
appropriate. So that the Members at the meeting can be properly briefed in order to enable
them to provide a considered response to your question, please advise the Town Clerk of the
question[s] you wish to ask the Parish Council at least five working days before the meeting.
The Chairman of the meeting has the right fo reject any representations that he/she
considers not to be appropriate for the meeting. The public forum session will usually be the
first item on the agenda and normally will last up to 15 minutes. In some instances, it may not
be possible at the meeting to provide an answer. Where that is the case, a written response
will be sent to your stated address. While audio and video recordings of this meeting are
entirely legal, as a matter of courtesy to Parish Council members who work for this Parish and
this Council on a voluntary basis, we would be grateful if you would let the Clerk or the
Chairman know beforehand.



MINUTES OF THE SWINFEN AND PACKINGTON PARISH COUNCIL ANNUAL MEETING
HELD AT CONFERENCE CENTRE, HMP SWINFEN ON
WEDNESDAY 13 NOVEMBER 2024 COMMENCING AT 6.00 PM
PRESENT

Councillor Barnes in the Chair
Councillors Dyott, Loescher, Perks and Mrs Pope

In attendance:

Ms J Minor, Parish Clerk

PUBLIC FORUM

No members of the public were present.

38. APOLOGIES FOR ABSENCE
Councillors Armstrong and Mrs Phillips

Members formally received and approved Councillor Armstrong’s Leave of
Absence from aftendance at meefings from 13 November 2024 to 14 May
2025.

39. DECLARATIONS OF INTEREST

None declared.

40. MINUTES

RESOLVED That the Minutes of the Meeting of the Parish Council held on
18 September 2024 (Minute Nos. 28-37) as circulated, be approved as a
correct record.

41. CHAIRMAN'S ANNOUNCEMENTS

Councillor Barnes referred to previous discussions regarding blocked drains
and Councillor Loescher stated that he had recently seen a vehicle atf the
location which he assumed had been cleaning out the blocked drains.
Councillor Barnes said that he would take a look.

Councillor Dyoft referred to previous discussions regarding the flooding on the
AS51 and photographs taken, however, he was having difficulty in uploading
the photographs to the Staffordshire County Council website. Councillor
Loescher offered to help and it was agreed that Councillor Dyott would
forward the photographs to Councillor Loescher.

Councillor Barnes informed Members that the scaffolding had now gone from

Packingtfon Hall and asked if the development was now completed.
Councillor Perks informed Members that landscaping was stil to be
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completed. Members were informed that a few of the properties/apartments
were rentals.

Councillor Barnes mentioned that he had heard motorbikes on the quarry
again and Councillor Loescher referred to Minute 34. Impassable Footpath
(Heart of England Way) and confirmed that the path had been cleared
which now allowed access for motorbikes.

It was agreed that Councillor Barnes would obtain a quotation for the
installation of bridleway posts and work to the path on the Hopwas Wood car
park.

Members referred to the Call for Sites Schedule 2024 which had been
forwarded via the email by the Parish Clerk and in particular page 8 ID 44 -
Tamworth Road, Packington Hall Farm where the land had been suggested
for 3,000 dwellings. Councillor Loescher referred to the pressure for housing
and Lichfield District Council’s criteria which needed to be met.

Councillor Barnes referred to the Swinfen Hall Hotel planning application and
Members were informed that an enforcement appeal has been lodged
against an Enforcement Nofice that has been served by Lichfield District
Council and is considered unacceptable to the Lichfield District Council for
the following reason:

Pursuant to Sections 7(1), 8(1), and ?9(1) of the Act, it appears to the Council
that several alterations have been carried out without the required
permissions, resulting in a harmful impact on the special architectural and
historic interest of the Building. Therefore, the Council consider it expedient to
issue a listed building enforcement notice for the following reasons:

A. That the installation of the chandelier to Room 1 has damaged the
Rococo ceiling which makes a substantial contribution to the special
architectural and historic interest of the Building as a Grade II* listed
building which would not be supported.

B. That the removal of brass door handles throughout the ground floor
and the replacement with modern composite handles has removed a
detail which conftributes to the architectural and historic interest of the
Building as a Grade II* listed building which would not be supported.

C. That the removal of timber sash windows to either side of the front
enfrance door which confributed to the architectural and historic
interest of the Building as a Grade II* listed building and their
replacement with UPVC double-glazed windows has resulted in the
loss of historic fabric and detail with their replacement with an
unsympathetic and inappropriate material and design which would
not be supported.

D. That the painting of the fireplace in Room 2, losing the historically
varnished finish, has altered the character and appearance of this
detail which confributes to the architectural and historic interest of the
Building as a Grade II* listed building which would not be supported.

E. The creation of a new kitchen in Room 3, with units covering panelling
to the walls, and the painting of the wooden panelling, resulting in the
loss of the historically varnished finish has altered the character and
appearance of this detail which contributes to the architectural and
historic interest of the Building as a Grade II* listed building which
would not be supported.
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That the removal of the door and door-frame to Room 3 including the
high skirfing and moulded plasterwork otherwise evident throughout
Room 3 and the lower skirting and associated mouldings to Room 4,
and the creation of a new large opening between these Rooms, and
the installation of additional lower skirfing boards and plaster
mouldings within the opening has removed important architectural
detailing and created an opening which is detrimental to the
architectural and historic interest of the Building as a Grade II* listed
building which would not be supported.

That the removal of three French windows to Room 4 which
contributed to the architectural and historic interest of the Building as
a Grade II* listed building and their replacement with UPVC double-
glazed windows has resulted in the loss of historic fabric and detail with
their replacement with an unsympathetic and inappropriate material
and design which would not be supported.

The installation of a fitted cabinet to Room 4 has resulted in the
installation of new detailing which firstly does not preserve or enhance
the Grade II* listed building and secondly covers over important
architectural detailing, namely the fireplace and surround which
makes a significant confribution to the architectural and historic
interest of the Building as a Grade II* listed building which would not
be supported.

The painting of all wooden panelling to Room 6 losing the historically
varnished finish, has altered the character and appearance of this
detail which conftributes to the architectural and historic interest of the
Building as a Grade II* listed building which would not be supported.

The painting of the two organ surrounds to Room 6 losing the original
French polished finish, has altered the character and appearance of
this detail which contributes to the architectural and historic inferest of
the Building as a Grade II* listed building which would not be
supported.

The painting of the balustrading, handrails and wooden detailing to
the main cenftral stair, losing the historically varnished finish, has altered
the character and appearance of this detail which contributes to the
architectural and historic interest of the Building as a Grade II* listed
building which would not be supported.

The removal of the fimber French window to Room 10 which
contributed to the architectural and historic interest of the Building as
a Grade II* listed building and its replacement with a UPVC double-
glazed French window has resulted in the loss of historic fabric and
detail with their replacement with an unsympathetic and
inappropriate material and design which would not be supported.

The installation of a spa bath, together with the application of
concretfe to the flooring Room 31 resulted in the loss of historic fabric
and detail considered an unsympathetic and inappropriate material
and design which would not be supported.

That the installation of fitted wardrobes to Room 33 has resulted in the
installation of new detailing which firstly does not preserve or enhance
the Grade II* listed building and secondly covers over important
architectural detailing, namely the fireplace and surround which
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makes a significant confribution to the architectural and historic
interest of the Building as a Grade II* listed building and which would
not be supported.

That the blocking-up of the doorway between Room 33 and Room 34
has resulted in the loss of historic detailing and alteration to the
planform and circulation of the first floor of the Building as a Grade II*
listed building which would not be supported.

The removal of a wall between Room 34 and Room 35 has resulted in
the loss of historic detailing and alteration to the planform and
circulation of the first floor of the Building as a Grade II* listed building
which would not be supported.

That the installation of a fitted and fixed bed headboard to the wall to
Room 35 has resulted in the installation of new detailing which firstly
does not preserve or enhance the Grade II* listed building and
secondly covers over important architectural detailing, namely the
fireplace and surround which makes a significant contribution to the
architectural and historic interest of the Building as a Grade II* listed
building and which would not be supported.

That the removal of the cenfral timber sash window and the cutting
through of brick-work and stone cill to this window of Room 35 and the
installation of a UPVC door has resulted in wilful damage to the historic
fabric of the building and the installation of a new UPVC door has
infroduced a material and design which has a serious detrimental
effect on the architectural and historic interest of the Building as a
Grade II* listed building which would not be supported.

What the notice requires the appellant to do:

A.

The chandelier to the Rococo ceiling in Room 1 shall be removed and
damage caused to the cenftral ceiling rose shall be made good and
re-instated to the original detail.

The modern composite door handles shall be removed and round
brass door handles to match those remaining shall be reinstated.

The UPVC double-glazed windows to either side of the front enfrance
door shall be removed and new single-glazed timber sash windows to
match in detail, profile and design to those on the rest of the front
elevation shall be reinstated.

The paint on the fireplace and surround in Room 2 shall be carefully
removed and the fireplace and surround shall be varnished to match
that prior to the fireplace being painted.

The new kitchen in Room 3 shall be removed.

The paint covering the wooden panelling in Room 3 shall be carefully
removed and shall be re- varnished and stained to match the finish
prior to the unauthorised works being undertaken.

The new opening between Room 3 and Room 4 shall be blocked up in
brickwork laid in a 1:3 lime mortar, and re-plastered, with a new door
and door surround to match that to the right- hand side of the
fireplace in Room 3 shall be re-instated to Room 3.
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Skirting boards and associated plaster mouldings to match that
remaining in Room 3 in terms of height, profile, pattern, detail and
material shall be re-instated in Room 3 where the works in Step G
above have been finished, and any damage to existing and
remaining plaster mouldings shall be repaired to return the details to
the original, both in materials and detail.

The plasterwork shown in photograph 3.64, Room 4, looking SW of the
Historic Building Report prepared by Donald Insall Associates, March
2021 (Appendix 2) where the new opening has been created shall be
re-instated to Room 4.

Skirting boards and associated plaster mouldings to match that
remaining in Room 4 in terms of height, profile, pattern, detail and
material shall be re-instated in Room 4 where the works in Step G
above have been finished, and any damage fo existing and
remaining plaster mouldings shall be repaired to return the details to
the original, both in materials and detail.

The three UPVC French windows fo Room 4 shall be removed and new
timber single-glazed French windows to match those removed without
consent shall be reinstated.

The fitted cabinet to the front of the fireplace to Room 4, covering the
fireplace and surround shall be removed, and any damage caused fo
the fireplace, fire-surround and/or dado rails shall be repaired in
materials and details to match the existing.

The paint covering the wooden panelling in Room 6 shall be carefully
removed and shall be varnished to match that prior to the painting of
the panelling being undertaken.

The paint covering the two organ surrounds to Room 6 shall be
carefully removed and both shall be French polished.

The paint covering the balustrading, handrails and wooden detailing
to the main cenfral stair shall be carefully removed and following this
shall be varnished to match that prior to the painting of the panelling
being undertaken.

The modern UPVC window to Room 10 shall be removed and a new
timber single-glazed French window to match that removed without
consent shall be reinstated.

The installation of a spa bath, together with the application of
concrete to the floor in Room 31 shall be removed.

The fitted wardrobes to Room 33 shall be removed and any damage
caused to the plaster mouldings and/or the fireplace shall be made
good and where necessary repaired.

The new doorway between Room 33 and Room 34 shall be reinstated
with a door surround to match that shown in photograph 3.118 of the
Historic Building Report prepared by Donald Insall Associates March
2021.

The wall between Room 34 and Room 35 shall be reinstated.
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42.

43.

The fitted and fixed bed headboard to the wall in Room 35 shall be
removed, covering the historic fireplace, and any damage caused to
the plaster mouldings and/or the fireplace shall be repaired in
materials and details to match the existing.

The UPVC French window to Room 35 shall be removed.

New brickwork, fo match the existing in size, finish and colour shall be
carefully re-instated to Room 35, and toothed into the existing
brickwork, and shall be laid in a lime mortar to match the existing on
the rear elevation.

A new stone cill, to match in terms of size, material, profile and design
to the windows immediately to each side of the new unauthorised
doorway to Room 35 shall be re-instated, laid in a lime mortar to
match the existing lime mortar on the rear elevation.

A new single-glazed timber sash window to match in profile, detail and
material to the windows either side of this window shall be reinstated
above the cill reinstated as set out in Step X above.

Remove any waste generated from the compliance of Steps A - Y
from the site edged red on the aftached plan.

The appellant has offered an appeal on ground/s:

Ground (b) - That the matters alleged to constitute a contravention of
section 9(1) or (2) of the Act have not occurred.

Ground (c) - That those matters (if they occurred) do not constitute such
a contravention.

Ground (e) - That listed building consent ought fo be granted for the
works, or that any relevant condition of such consent which has been
granted ought to be discharged, or different conditfions substituted.

Ground (g) - Except in relation to such a requirement as is menfioned in
section 38(2) (b) or (c) of the Act, that the requirements of the nofice
exceed what is necessary for restoring the building to its condition before
the works were carried out.

Ground (h) - That the period specified in the notice as the period within
which any step required by the notice is to be taken falls short of what
should reasonably be allowed.

Ground (j) - That the steps required to be taken by virtue of section
38(2)(b) exceed what is necessary to alleviate the effect of the works
executed to the building.

THE HIGH-SPEED RAIL PLANS

Councillor Barnes felt that the work currently being undertaken was not what
representatives from HS2 and Balfour Beatty Vinci had said at the meeting on
Tuesday 09 July 2024 (schedule of works). It was agreed that Councillor
Loescher would draft an email to BBV reminding them of their promises.

CIL MONIES

RESOLVED That the CIL unspent to date totalling £1,980.22 be noted.
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44,

45,

46.

47.

48.

49.

SCHEDULE OF PAYMENTS TO DATE

RESOLVED That the schedule of payments to date be received and
noted.

BUDGET

RESOLVED That the Parish Clerk’s report detailing actual to date figures
(budget) be received and noted.

2025/2026 PRECEPT ON LICHFIELD DISTRICT COUNCIL

RESOLVED That the level of precept to be declared on Lichfield District
Council should be £6,500.

EXCLUSION OF THE PRESS AND PUBLIC

RESOLVED That under the Public Bodies (Admissions to Meetings) Act 1960
(Section 2) (and as expended by Section 100 of the Local Government Act
1972), the press and public be excluded from the meeting for the following
items of business on the grounds that they involve the likely disclosure of
exempt information.

PARISH CLERK'S SALARY

RESOLVED That cheques be drawn in respect of the Parish Clerk’'s October
2024 (cheque number 100734) and November 2024 (cheque number 100736)
salary, Staffordshire Pension Fund — October 2024 (cheque number 100735)
and Staffordshire Pension Fund — November 2024 (cheque number 100737).
DATE AND TIME FOR NEXT PARISH COUNCIL MEETING

RESOLVED That:

Wednesday 15 January 2025

Wednesday 12 March 2025

Wednesday 14 May 2025

All meetings will commence at 6.00 pm.

(The Meeting closed at 6.42 pm)
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SWINFEN AND PACKINGTON
PARISH COUNCIL

MODEL FINANCIAL REGULATIONS FOR LOCAL
COUNCILS

(ADOPTED 15 JANUARY 2025)
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These Financial Regulations were adopted by the council at its meeting held on 15 January
2025.



General

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

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

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

1.4. In these Financial Regulations:

e ‘Accounts and Audit Regulations’ means the regulations issued under Sections
32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any
superseding legislation, and then in force, unless otherwise specified.

o “Approve" refers to an online action, allowing an electronic tfransaction to take
place.

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

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

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

¢ ‘Must’ and bold text refer to a statutory obligation the council cannot change.

e ‘Shall’ refers to a non-statutory instruction by the council to its members and
staff.

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

e acfts under the policy direction of the council;

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

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

ensures the accounting control systems are observed;

ensures the accounting records are kept up to date;

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

e produces financial management information as required by the council.

1.6. The council must not delegate any decision regarding:

¢ setting the final budget or the precept (council tax requirement);



1.7.

o the outcome of a review of the effectiveness of its internal controls

e approving accounting statements;

e approving an annual governance statement;

e borrowing;

¢ declaring eligibility for the General Power of Competence; and

e addressing recommendations from the internal or external auditors
In addition, the council shalll:

¢ determine and regularly review the bank mandate for all council bank
accounts.

Risk management and internal control

2.1.

2.2.

2.3.

2.4.

2.5.

2.6.

2.7.

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

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

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

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

The accounting control systems determined by the Clerk must include measures to:
¢ ensure that risk is appropriately managed;
e ensure the prompt, accurate recording of financial transactions;
e prevent and detect inaccuracy or fraud; and
¢ allow the reconstitution of any lost records;
« identify the duties of officers dealing with transactions and
e ensure division of responsibilities.

At the financial year end, the Chair {or a cheque signatory} shall be appointed to
verify bank reconciliations (for all accounts) produced by the Clerk. The member
shall sign and date the reconciliations as evidence of this. This activity, including any
exceptions, shall be reported to and noted by the council.

Regular back-up copies shall be made of the records on any council computer and
stored either online or in a separate location from the computer. The council shall
put measures in place to ensure that the ability to access any council computer is
not lost if an employee leaves or is incapacitated for any reason.

Accounts and audit

3.1.

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



3.2

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

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

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

e arecord of the assets and liabilities of the council;

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

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

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

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

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

The council shall ensure that the internal auditor:

e iscompetent and independent of the financial operations of the council;

e reports to council in writing, or in person, on a regular basis with a minimum of

one written report during each financial year;

e can demonstrate competence, objectivity and independence, free from any

actual or perceived conflicts of interest, including those arising from family
relationships; and

e has no involvement in the management or control of the council

Internal or external auditors may not under any circumstances:

e perform any operational duties for the council;
e initiate or approve accounting fransactions;

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

tfransactions; or



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

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

3.11. The Clerk 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 documents required by the Local
Audit and Accountability Act 2014, or any superseding legislation, and the Accounts
and Audit Regulations.

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

Budget and precept

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

4.2. Budgets including employer contributions shall be reviewed by the council at
annually in November for the following financial year and the final version shall be
evidenced by a hard copy schedule signed by the Clerk and the Chair of the
Council.

4.3. No later than November each year, the Clerk shall prepare a draft budget with
detailed estimates of all [receipts and payments/income and expenditure] for the
following financial year, taking account of the lifespan of assets and cost
implications of repair or replacement.

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

4.5. The Council shall review its draft budget and submit any proposed amendments to
the council not later than the end of November each year.

4.6. The draft budget including any recommendations for the use or accumulation of
reserves, shall be considered by the council.

4.7. Having considered the proposed budget, the council shall determine its council tax
requirement by setting a budget. The council shall set a precept for this amount no
later than November for the ensuing financial year.

4.8. Any member with council tax unpaid for more than two months is prohibited from
voting on the budget or precept by Section 104 of the Local Government Finance
Act 1992 and must and must disclose at the start of the meeting that Section 106
applies to them.

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



4.10.

4.11.

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

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

5. Procurement

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

5.7.

5.8.

5.9.

5.10.

5.11.
5.12.

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

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

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

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

Where the estimated value is below the Government threshold, the council shall
(with the exception of items listed in paragraph 6.12) obtain prices as follows:

For contracts estimated to exceed [£60,000] including VAT, the Clerk shall seek
formal tenders from at least [three] suppliers agreed by [the council] OR advertise
an open invitation for tenders in compliance with any relevant provisions of the
Legislation. Tenders shall be invited in accordance with Appendix 1.

For contracts estimated to be over £30,000 including VAT, the council must comply
with any requirements of the Legislation' regarding the advertising of contract
opportunities and the publication of notices about the award of contracts.

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

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

For smaller purchases, the clerk shall seek to achieve value for money.
Contracts must not be split into smaller lots to avoid compliance with these rules.

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

i. specialist services, such as legal professionals acting in disputes;

1 The Regulations require councils to use the Contracts Finder website if they advertise contract opportunities and also to publicise the
award of contracts over £30,000 including VAT, regardless of whether they were advertised.
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5.13.

5.14.

5.15.

5.16.

5.17.

5.18.

5.19.

5.20.

ii. repairsfo, or parts for, existing machinery or equipment;
iii. works, goods or services that constitute an extension of an existing contract;

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

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

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

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

o the Clerk, under delegated authority, for any items below [£500] excluding VAT.

o the Clerk, in consultation with the Chair of the Council, for any items below
[£2,000] excluding VAT.

o the council for all items of expenditure within their delegated budgets for items
under [£5,000] excluding VAT

e inrespect of grants, a duly authorised committee within any limits set by council
and in accordance with any policy statement agreed by the council.
e the council for all items over [£5,000];

Such authorisation must be supported by a minute or other auditable evidence trail.

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

No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the council.

In cases of serious risk to the delivery of council services or to public safety on
council premises, the clerk may authorise expenditure of up to [£2,000] excluding
VAT on repair, replacement or other work that in their judgement is necessary,
whether or not there is any budget for such expenditure. The Clerk shall report such
action to the Chair as soon as possible and to the council as soon as practicable
thereafter.

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

An official order or letter shall be issued for all work, goods and services above £250
excluding VAT unless a formal contract is to be prepared or an official order would
be inappropriate. Copies of orders shall be retained, along with evidence of receipt
of goods.



5.21. Any ordering system can be misused and access to them shall be controlled by the

Clerk.

Banking and payments

6.1.

6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

6.8.

The council's banking arrangements, including the bank mandate, shall be made
by the Clerk and authorised by the council; banking arrangements shall not be
delegated to a committee. The council has resolved to bank with HSBC. The
arrangements shall be reviewed for security and efficiency.

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

All invoices for payment should be examined for arithmetical accuracy, analysed to
the appropriate expenditure heading and verified to confirm that the work, goods
or services were received, checked and represent expenditure previously
authorised by the council before being certified by the Clerk. Where the
certification of invoices is done as a batch, this shall include a statement by the
Clerk that all invoices listed have been ‘examined, verified and certified’ by the
Clerk.

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

All payments shall be made by cheque], in accordance with a resolution of the
council unless the council resolves to use a different payment method.

For each financial year the Clerk may draw up a schedule of regular payments due
in relation to a continuing contract or obligation (such as Salaries, PAYE, National
Insurance, pension contributions, rent, rates, regular maintenance contracts and
similar items), which the council may authorise in advance for the year}.

A list of such payments shall be reported to the next appropriate meeting of the
council for information only.

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

i. any payments of up fo [£500] excluding VAT, within an agreed budget.

i. paymentsof up to [£2,000] excluding VAT in cases of serious risk to the delivery
of council services or to public safety on council premises.

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



6.9.

iv.  Fund fransfers within the councils banking arrangements up to the sum of
[£10,000], provided that a list of such payments shall be submitted to the next
appropriate meeting of council.

The Clerk shall present a schedule of payments requiring authorisation, forming part
of the agenda for the meeting, together with the relevant invoices, to the council.
The council shall review the schedule for compliance and, having satisfied itself,
shall authorise payment by resolution. The authorised schedule shall be initialled
immediately below the last item by the person chairing the meeting. A detailed list
of all payments shall be disclosed within or as an attachment to the minutes of that
meeting.

Electronic payments

7.1.

7.2.

7.3.

7.4.

7.5.

7.6.

7.7.

7.8.

7.9.

7.10.

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

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

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

The Service Administrator shall set up all items due for payment online. A list of
payments for approval, together with copies of the relevant invoices, shall be sent
[by email] to [two] authorised signatories.

In the prolonged absence of the Service Administrator [an authorised signatory]
shall set up any payments due before the refurn of the Service Administrator.

Two [councillors who are] authorised signatories shall check the payment details
against the invoices before approving each payment using the online banking
system.

Evidence shall be retained showing which members approved the payment online
{and a printout of the fransaction confirming that the payment has been made shall
be appended to the invoice for audit purposes}.

A full list of all payments made in a month shall be provided to the next [council]
meeting {and appended to the minutes}.

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

Payment may be made by BACS or CHAPS by resolution of [the council] provided
that each payment is approved online by [two authorised bank signatories],
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7.11.

7.12.

7.13.

7.14.

evidence is retained and any payments are reported to [the council] at the next
meeting. The approval of the use of BACS or CHAPS shall be renewed by resolution
of the council at least every two years.

If thought appropriate by the council, regular payments of fixed sums may be made
by banker’s standing order, provided that the instructions are signed {or approved
online} by [two members], evidence of this is retained and any payments are
reported to council when made. The approval of the use of a banker’s standing
order shall be reviewed by [the council] at least every two years.

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

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

Remembered password facilities {other than secure password stores requiring
separate identity verification} should not be used on any computer used for council
banking.

Cheque payments

8.1.

8.2.

8.3.

8.4.

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

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

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

Cheques or orders for payment shall not normally be presented for signature other
than at, orimmediately before or after a council meeting. Any signatures obtained
away from council meetings shall be reported to the council at the next convenient
meefting.

Payment cards

9.1.

9.2.

9.3.

Any Debit Card issued for use will be specifically restricted to the Clerk 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]. Transactions and purchases made will be reported to
[the council] and authority for topping-up shall be at the discretion of [the council].

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

11



9.4.

Personal credit or debit cards of members or staff shall not be used {under any
circumstances.} OR {except for expenses of up to [£250] including VAT, incurred in
accordance with council policy.}

10. Petty Cash

10.1. 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 (for example for postage or
minor stationery items) shall be refunded on a regular basis OR The Clerk shall
maintain a petty cash of [£100] and may provide petty cash to officers for the
purpose of defraying operational and other expenses.

a) Vouchers for payments made from petty cash shall be kept, along with receipts

fo substantiate every payment.

b) Cash income received must not be paid info the petty cash float but must be

separately banked, as provided elsewhere in these regulations.

c) Payments to maintain the petty cash float shall be shown separately on any

schedule of payments presented for approval.}

11. Payment of salaries and allowances

12.

11.1.

11.2.

11.3.

11.5.

11.8.

12.1.

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

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

Salary rates shall be agreed by the council. No changes shall be made to any
employee’s gross pay, emoluments, or terms and conditions of employment without
the prior consent of the council.

. Payment of salaries shall be made, after deduction of tax, national insurance,

pension confributions and any similar statutory or discretionary deductions, on the
dates stipulated in employment confracts.

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

. Each payment to employees of net salary and to the appropriate creditor of the

statutory and discretionary deductions shall be recorded in a payroll confrol
account or other separate confidential record, with the total of such payments
each calendar month reported in the cashbook. Payroll reports will be reviewed by
[the finance committee] to ensure that the correct payments have been made.

. Any termination payments shall be supported by a report to the council, setting out

a clear business case. Termination payments shall only be authorised by the full
council.

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

Loans and investments

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

12



13.

12.2.

12.3.

12.4.

12.5.

12.6.

Any financial arrangement which does not require formal borrowing approval from

the [Secretary of State] (such as Hire Purchase, Leasing of tangible assets or loans to
be repaid within the financial year) must be authorised by the full council, following
a written report on the value for money of the proposed fransaction.

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

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

Allinvestment certfificates and other documents relating thereto shall be retained in
the custody of the Clerk.

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

Income

13.1.

13.2.

13.3.

13.4.

13.5.
13.6.

13.7.

13.8.

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

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

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

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

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

The Clerk shall ensure that VAT is correctly recorded and that any VAT Return
required is submiftted by the due date OR any repayment claim under section 33 of
the VAT Act 1994 shall be made at least annually af the end of the financial year.

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

Any income that is the property of a charitable trust shall be paid into a charitable

bank account. Instructions for the payment of funds due from the charitable trust to
the council (tfo meet expenditure already incurred by the authority) will be given by
the Managing Trustees of the charity meeting separately from any council meeting.

13



14.

15.

16.

Payments under contracts for building or other construction works

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

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

Stores and equipment

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

15.2. 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.

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

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

Assets, properties and estates

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

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

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

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

No tangible moveable property shall be purchased or otherwise acquired, sold,
leased or otherwise disposed of, without the authority of the council, together with
any other consents required by law, except where the estimated value of any one
item does not exceed [£500]. In each case a written report shall be provided to
council with a full business case.
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17. Insurance

18.

19.

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

17.2. The Clerk shall give prompt nofification of all new risks, properties or vehicles which
require to be insured and of any alterations affecting existing insurances.

17.3. The Clerk shall be notified of any loss, liability, damage or event likely to lead to a
claim, and shall report these to the council af the next available meeting. The Clerk
shall negotiate all claims on the council's insurers.

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

[Charities]

18.1. Where the council is sole managing trustee of a charitable body the Clerk shall

ensure that separate accounts are kept of the funds held on charitable trusts and
separate financial reports made in such form as shall be appropriate, in
accordance with Charity Law and legislation, or as determined by the Charity
Commission. The Clerk shall arrange for any audit or independent examination as
may be required by Charity Law or any Governing Document.

Suspension and revision of Financial Regulations

19.1.

19.2.

19.3.

The council shall review these Financial Regulations [annually] and following any
change of clerk. The Clerk shall monitor changes in legislation or proper practices
and adyvise the council of any need to amend these Financial Regulations.

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

The council may temporarily amend these Financial Regulations by a duly notified
resolution, to cope with periods of absence, local government reorganisation,
national restrictions or other exceptional circumstances.
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Appendix 1 - Tender process

1)

2)

3)

4)

5)

6)

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

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

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

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

Any invitation to tfender issued under this regulation shall be subject to Standing Order
[insert reference of the council’'s relevant standing order] and shall refer to the tferms
of the Bribery Act 2010.

Where the council, or duly delegated committee, does not accept any tender,
quote or estimate, the work is not allocated and the council requires further pricing,
no person shall be permitted to submit a later fender, estimate or quote who was
present when the original decision-making process was being undertaken.
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Model Councillor Code of Conduct 2020

Joint statement

The role of councillor across all tiers of local government is a vital part of our country’s
system of democracy. It is important that as councillors we can be held accountable and all
adopt the behaviors and responsibilities associated with the role. Our conduct as an
individual councillor affects the reputation of all councillors. We want the role of councillor to
be one that people aspire to. We also want individuals from a range of backgrounds and
circumstances to be putting themselves forward to become councillors.

As councillors, we represent local residents, work to develop better services and deliver
local change. The public have high expectations of us and entrust us to represent our local
area, taking decisions fairly, openly, and transparently. We have both an individual and
collective responsibility to meet these expectations by maintaining high standards and
demonstrating good conduct, and by challenging behaviour which falls below expectations.

Importantly, we should be able to undertake our role as a councillor without being
intimidated, abused, bullied, or threatened by anyone, including the general public.

This Code has been designed to protect our democratic role, encourage good conduct and
safeguard the public’s trust in local government.
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SWINFEN AND PACKINGTON PARISH COUNCIL 

(ADOPTED 15 JANUARY 2025)


Introduction

The Local Government Association (LGA) has developed this Model Councillor Code of
Conduct, in association with key partners and after extensive consultation with the sector,
as part of its work on supporting all tiers of local government to continue to aspire to high
standards of leadership and performance. It is a template for councils to adopt in whole
and/or with local amendments.

All councils are required to have a local Councillor Code of Conduct.

The LGA will undertake an annual review of this Code to ensure it continues to be fit- for-
purpose, incorporating advances in technology, social media and changes in legislation. The
LGA can also offer support, training and mediation to councils and councillors on the
application of the Code and the National Association of Local Councils (NALC) and the
county associations of local councils can offer advice and support to town and parish
councils.

Definitions

For the purposes of this Code of Conduct, a “councillor” means a member or co-opted
member of a local authority or a directly elected mayor. A “co-opted member” is defined in
the Localism Act 2011 Section 27(4) as “a person who is not a member of the authority but
who

a) is a member of any committee or sub-committee of the authority, or;
b) is a member of, and represents the authority on, any joint committee or joint sub-
committee of the authority;

and who is entitled to vote on any question that falls to be decided at any meeting of that
committee or sub-committee”.

For the purposes of this Code of Conduct, “local authority” includes county councils, district
councils, London borough councils, parish councils, town councils, fire and rescue
authorities, police authorities, joint authorities, economic prosperity boards, combined
authorities and National Park authorities.

Purpose of the Code of Conduct

The purpose of this Code of Conduct is to assist you, as a councillor, in modelling the
behaviour that is expected of you, to provide a personal check and balance, and to set out
the type of conduct that could lead to action being taken against you. It is also to protect
you, the public, fellow councillors, local authority officers and the reputation of local
government. It sets out general principles of conduct expected of all councillors and your
specific obligations in relation to standards of conduct. The LGA encourages the use of
support, training and mediation prior to action being taken using the Code. The
fundamental aim of the Code is to create and maintain public confidence in the role of
councillor and local government.
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General principles of councillor conduct

Everyone in public office at all levels; all who serve the public or deliver public services,
including ministers, civil servants, councillors and local authority officers; should uphold
the Seven Principles of Public Life, also known as the Nolan Principles.

Building on these principles, the following general principles have been developed
specifically for the role of councillor.

In accordance with the public trust placed in me, on all occasions:

* | act with integrity and honesty

* | act lawfully

* | treat all personsfairly and with respect; and

* | lead by example and act in a way that secures public confidence in the role of
councillor.

In undertaking my role:

* | impartially exercise my responsibilities in the interests of the local community

* | do not improperly seek to confer an advantage, or disadvantage, on any
person

* | avoid conflicts of interest

* | exercise reasonable care and diligence; and

* | ensure that public resources are used prudently in accordance with my local
authority’s requirements and in the public interest.

Application of the Code of Conduct

This Code of Conduct applies to you as soon as you sign your declaration of acceptance of
the office of councillor or attend your first meeting as a co-opted member and continues to
apply to you until you cease to be a councillor.

This Code of Conduct applies to you when you are acting in your capacity as a councillor
which may include when:

* you misuse your position as a councillor

* Your actions would give the impression to a reasonable member of the public with
knowledge of all the facts that you are acting as a councillor;

The Code applies to all forms of communication and interaction, including:

* at face-to-face meetings

* at online or telephone meetings
* in written communication

* in verbal communication

* in non-verbal communication

* in electronic and social media communication, posts, statements and
comments.

You are also expected to uphold high standards of conduct and show leadership at all times
when acting as a councillor.

Your Monitoring Officer has statutory responsibility for the implementation of the Code of
Conduct, and you are encouraged to seek advice from your Monitoring Officer on any
matters that may relate to the Code of Conduct. Town and parish councillors are
encouraged to seek advice from their Clerk, who may refer matters to the Monitoring
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Officer.

Standards of councillor conduct

This section sets out your obligations, which are the minimum standards of conduct required of
you as a councillor. Should your conduct fall short of these standards, a complaint may be
made against you, which may result in action being taken.

Guidance is included to help explain the reasons for the obligations and how they should be
followed.

General Conduct

1. Respect
As a councillor:

1.1 I treat other councillors and members of the public with respect.

1.2 I treat local authority employees, employees and representatives of partner
organisations and those volunteering for the local authority with respect and
respect the role they play.

Respect means politeness and courtesy in behaviour, speech, and in the written word.
Debate and having different views are all part of a healthy democracy. As a councillor, you
can express, challenge, criticise and disagree with views, ideas, opinions and policies in a
robust but civil manner. You should not, however, subject individuals, groups of people or
organisations to personal attack.

In your contact with the public, you should treat them politely and courteously. Rude and
offensive behaviour lowers the public’s expectations and confidence in councillors.

In return, you have a right to expect respectful behaviour from the public. If members of the
public are being abusive, intimidatory or threatening you are entitled to stop any
conversation or interaction in person or online and report them to the local authority, the
relevant social media provider or the police. This also applies to fellow councillors, where
action could then be taken under the Councillor Code of Conduct, and local authority
employees, where concerns should be raised in line with the local authority’s councillor-
officer protocol.

2. Bullying, harassment and discrimination
As a councillor:

2.1 1do not bully any person.
2.2 1 do not harass any person.

2.3 | promote equalities and do not discriminate unlawfully against any
person.

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as
offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power
through means that undermine, humiliate, denigrate or injure the recipient. Bullying might be
a regular pattern of behaviour or a one-off incident, happen face-to-face, on social media, in
emails or phone calls, happen in the workplace or at work social events and may not always
be obvious or noticed by others.

The Protection from Harassment Act 1997 defines harassment as conduct that causes
alarm or distress or puts people in fear of violence and must involve such conduct on at least
two occasions. It can include repeated attempts to impose unwanted communications and
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contact upon a person in a manner that could be expected to cause distress or fear in any
reasonable person.

Unlawful discrimination is where someone is treated unfairly because of a protected
characteristic. Protected characteristics are specific aspects of a person's

identity defined by the Equality Act 2010. They are age, disability, gender reassignment,
marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and
sexual orientation.

The Equality Act 2010 places specific duties on local authorities. Councillors have a central
role to play in ensuring that equality issues are integral to the local authority's performance
and strategic aims, and that there is a strong vision and public commitment to equality
across public services.

3. Impartiality of officers of the council

As a councillor:

3.1 1do not compromise, or attempt to compromise, the impartiality of
anyone who works for, or on behalf of, the local authority.

Officers work for the local authority as a whole and must be politically neutral (unless they
are political assistants). They should not be coerced or persuaded to act in a way that would
undermine their neutrality. You can question officers in order to understand, for example,
their reasons for proposing to act in a particular way, or the content of a report that they
have written. However, you must not try and force them to act differently, change their
advice, or alter the content of that report, if doing so would prejudice their professional
integrity.

4. Confidentiality and access to information
As a councillor:

4.1 | do not disclose information:
a. given to mein confidence by anyone
b. acquired by me which | believe, or ought reasonably to be
aware, is of a confidential nature, unless
i. Ihave received the consent of a person authorised to give it;

ii. lam required by law to do so;

iii. the disclosure is made to athird party for the purpose of
obtaining professional legal advice provided that the third
party agrees not to disclose the information to any other
person; or

iv. thedisclosureis:

1. reasonable and in the public interest; and

2. made in good faith and in compliance with the
reasonable requirements of the local authority; and

3. | have consulted the Monitoring Officer prior to its
release.

4.2 1 do not improperly use knowledge gained solely as a result of my role as a
councillor for the advancement of myself, my friends, my family members,
my employer or my business interests.

4.3 1 do not prevent anyone from getting information that they are entitled to by
law.
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Local authorities must work openly and transparently, and their proceedings and printed
materials are open to the public, except in certain legally defined circumstances. You should
work on this basis, but there will be times when itis required by law that discussions,
documents and other information relating to or held by the local authority must be treated in
a confidential manner. Examples include personal data relating to individuals or information
relating to ongoing negotiations.

5. Disrepute
As a councillor:

5.1 1do not bring my role or local authority into disrepute.

As a Councillor, you are trusted to make decisions on behalf of your community and your
actions and behaviour are subject to greater scrutiny than that of ordinary members of the
public. You should be aware that your actions might have an adverse impact on you, other
councillors and/or your local authority and may lower the public’s confidence in your or your
local authority’s ability to discharge your/its functions. For example, behaviour that is
considered dishonest and/or deceitful can bring your local authority into disrepute.

You are able to hold the local authority and fellow councillors to account and are able to
constructively challenge and express concern about decisions and processes undertaken by
the council whilst continuing to adhere to other aspects of this Code of Conduct.

6. Use of position
As a councillor:

6.1 1 do not use, or attempt to use, my position improperly to the advantage or
disadvantage of myself or anyone else.

Your position as a member of the local authority provides you with certain opportunities,
responsibilities, and privileges, and you make choices all the time that will impact others.
However, you should not take advantage of these opportunities to further your own or
others’ private interests or to disadvantage anyone unfairly.

7. Use of local authority resources and facilities
As a councillor:

7.1 1do not misuse council resources.

7.2 1 will, when using the resources of the local authority or authorising their use

by

others:

a. act in accordance with the local authority's requirements; and

b. ensure that such resources are not used for political purposes unless

that use could reasonably be regarded as likely to facilitate, or be
conducive to, the discharge of the functions of the local authority or of
the office to which | have been elected or appointed.

You may be provided with resources and facilities by the local authority to assist you in
carrying out your duties as a councillor.

Examples include:

» office support

* stationery

* equipment such as phones, and computers
e transport
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* access and use of local authority buildings and rooms.

These are given to you to help you carry out your role as a councillor more effectively and
are not to be used for business or personal gain. They should be used in accordance with
the purpose for which they have been provided and the local authority’s own policies
regarding their use.

8. Complying with the Code of Conduct
As a Councillor:

8.1 I undertake Code of Conduct training provided by my local authority.

8.2 | cooperate with any Code of Conduct investigation and/or
determination.

8.3 1 do not intimidate or attempt to intimidate any person who is likely to be
involved with the administration of any investigation or proceedings.

8.4 | comply with any sanction imposed on me following a finding that | have
breached the Code of Conduct.

It is extremely important for you as a councillor to demonstrate high standards, for you to
have your actions open to scrutiny and for you not to undermine public trust in the local
authority or its governance. If you do not understand or are concerned about the local
authority’s processes in handling a complaint you should raise this with your Monitoring
Officer.

Protecting your reputation and the reputation of the local authority

9. Interests

As a councillor:
9.1 | register and disclose my interests.

Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and
maintain a register of interests of members of the authority .

You need to register your interests so that the public, local authority employees and fellow
councillors know which of your interests might give rise to a conflict of interest. The register is
a public document that can be consulted when (or before) an issue arises. The register

also protects you by allowing you to demonstrate openness and a willingness to be held
accountable. You are personally responsible for deciding whether or not you should

disclose an interest in a meeting, but it can be helpful for you to know early on if others think
that a potential conflict might arise. It is also important that the public know about any

interest that might have to be disclosed by you or other councillors when making or taking
part in decisions, so that decision making is seen by the public as open and honest. This
helps to ensure that public confidence in the integrity of local governance is maintained.

You should note that failure to register or disclose a disclosable pecuniary interest as set
out in Table 1, is a criminal offence under the Localism Act 2011.

Appendix B sets out the detailed provisions on registering and disclosing interests. If in
doubt, you should always seek advice from your Monitoring Officer.
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10. Gifts and hospitality
As a councillor:

10.1 1do not accept gifts or hospitality, irrespective of estimated value, which
could give rise to real or substantive personal gain or a reasonable
suspicion of influence on my part to show favour from persons seeking to
acquire, develop or do business with the local authority or from persons
who may apply to the local authority for any permission, licence or other
significant advantage.

10.2 Iregister with the Monitoring Officer any gift or hospitality with an
estimated value of at least £50 within 28 days of its receipt.

10.3 I register with the Monitoring Officer any significant gift or
hospitality that | have been offered but have refused to accept.

In order to protect your position and the reputation of the local authority, you should
exercise caution in accepting any gifts or hospitality which are (or which you reasonably
believe to be) offered to you because you are a councillor. The presumption should always
be not to accept significant gifts or hospitality. However, there may be times when such a
refusal may be difficult if it is seen as rudeness in which case you could accept it but must
ensure it is publicly registered. However, you do not need to register gifts and hospitality
which are not related to your role as a councillor, such as Christmas gifts from your friends
and family. It is also important to note that it is appropriate to accept normal expenses and
hospitality associated with your duties as a councillor. If you are unsure, do contact your
Monitoring Officer for guidance.
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Appendices

Appendix A — The Seven Principles of Public Life

The principles are:

Selflessness

Holders of public office should act solely in terms of the public interest.
Integrity

Holders of public office must avoid placing themselves under any obligation to people or
organisations that might try inappropriately to influence them in their work. They should not
act or take decisions in order to gain financial or other material benefits for themselves,
their family, or their friends. They must disclose and resolve any interests and relationships.

Objectivity

Holders of public office must act and take decisions impatrtially, fairly and on merit, using
the best evidence and without discrimination or bias.

Accountability

Holders of public office are accountable to the public for their decisions and actions and
must submit themselves to the scrutiny necessary to ensure this.

Openness

Holders of public office should act and take decisions in an open and transparent manner.
Information should not be withheld from the public unless there are clear  and lawful
reasons for so doing.

Honesty
Holders of public office should be truthful.
Leadership

Holders of public office should exhibit these principles in their own behaviour. They should
actively promote and robustly support the principles and be willing to challenge poor
behaviour wherever it occurs.

Page 9 of 16
Approved 3" 12.2020
Updated 19 January and 17 May 2021



Appendix B Registering interests

Within 28 days of becoming a member or your re-election or re-appointment to office you must
register with the Monitoring Officer the interests which fall within the categories set out in
Table 1 (Disclosable Pecuniary Interests) which are as described in “The Relevant
Authorities (Disclosable Pecuniary Interests) Regulations 2012”. You should also register
details of your other personal interests which fall within the categories set out in Table 2
(Other Registerable Interests).

“Disclosable Pecuniary Interest” means an interest of yourself, or of your partner if you are
aware of your partner's interest, within the descriptions set out in Table 1 below.

"Partner" means a spouse or civil partner, or a person with whom you are living as husband
or wife, or a person with whom you are living as if you are civil partners.

1.

You must ensure that your register of interests is kept up-to-date and within 28
days of becoming aware of any new interest, or of any change to a registered
interest, notify the Monitoring Officer.

A ‘sensitive interest’ is as an interest which, if disclosed, could lead to the
councillor, or a person connected with the councillor, being subject to violence
or intimidation.

Where you have a ‘sensitive interest’ you must notify the Monitoring Officer with
the reasons why you believe it is a sensitive interest. If the Monitoring Officer
agrees they will withhold the interest from the public register.

Non participation in case of disclosable pecuniary interest

4.

Where a matter arises at a meeting which directly relates to one of your Disclosable
Pecuniary Interests as set out in Table 1, you must disclose the interest, not
participate in any discussion or vote on the matter and must not remain in the room
unless you have been granted a dispensation. If it is a ‘sensitive interest’, you do not
have to disclose the nature of the interest, just that you have an interest.
Dispensation may be granted in limited circumstances, to enable you to participate
and vote on a matter in which you have a disclosable pecuniary interest.

[Where you have a disclosable pecuniary interest on a matter to be considered or is
being considered by you as a Cabinet member in exercise of your executive function,
you must notify the Monitoring Officer of the interest and must not take any steps or
further steps in the matter apart from arranging for someone else to deal with it ]

Disclosure of Other Registerable Interests

6.
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Where a matter arises at a meeting which directly relates to the financial interest or
wellbeing of one of your Other Registerable Interests (as set out in Table 2), you must
disclose the interest. You may speak on the matter only if members of the public are
also allowed to speak at the meeting but otherwise must not take part in any
discussion or vote on the matter and must not remain in the room unless you have
been granted a dispensation. If it is a ‘sensitive interest’, you do not have to disclose
the nature of the interest.
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Disclosure of Non-Registerable Interests

7. Where a matter arises at a meeting which directly relates to your financial interest

or well-being (and is not a Disclosable Pecuniary Interest set out in Table 1) or a
financial interest or well-being of a relative or close associate, you must disclose the
interest. You may speak on the matter only if members of the public are also allowed
to speak at the meeting. Otherwise you must not take part in any discussion or vote
on the matter and must not remain in the room unless you have been granted a
dispensation. If it is a ‘sensitive interest’, you do not have to disclose the nature of
the interest.

Where a matter arises at a meeting which affects —
a. your own financial interest or well-being;
b. afinancial interest or well-being of a relative or close associate; or
c. afinancial interest or wellbeing of a body included under Other Registrable Interests as
set out in Table 2

you must disclose the interest. In order to determine whether you can remain in the
meeting after disclosing your interest the following test should be applied

Where a matter (referred to in paragraph 8 above) affects the financial interest or well-being:
a. to a greater extent than it affects the financial interests of the majority of
inhabitants of the ward affected by the decision and;
b. areasonable member of the public knowing all the facts would believe that it
would affect your view of the wider public interest

You may speak on the matter only if members of the public are also allowed to
speak at the meeting. Otherwise you must not take part in any discussion or vote
on the matter and must not remain in the room unless you have been granted a
dispensation.

If it is a ‘sensitive interest’, you do not have to disclose the nature of the interest.

10. Where you have an Other Registerable Interest or Non-Registerable Interest on a matter
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to be considered or is being considered by you as a Cabinet member in exercise of
your executive function, you must notify the Monitoring Officer of the interest and must
not take any steps or further steps in the matter apart from arranging for someone else
to deal with it]
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Table 1: Disclosable Pecuniary Interests

This table sets out the explanation of Disclosable Pecuniary Interests as set out in the
Relevant Authorities (Disclosable Pecuniary Interests) Requlations 2012.

Subject Description :
Employment, office, trade, Any employment, office, trade,
profession or vocation profession or vocation carried on for

profit or gain.

Sponsorship Any payment or provision of any other
financial benefit (other than from the
council) made to the councillor during the
previous 12-month period for expenses
incurred by him/her in carrying out
his/her duties as a councillor, or towards
his/her election expenses.

This includes any payment or financial
benefit from a trade union within the
meaning of the Trade Union and Labour
Relations (Consolidation) Act 1992.

Contracts Any contract made between the
councillor or his/her spouse or civil
partner or the person with whom the
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councillor is living as if they were
spouses/civil partners (or a firm in which
such person is a partner, or an incorporated
body of which such person is a director* or
a body that such person has a beneficial
interest in the securities of*) and the council
(a) under which goods or services are to be
provided or works are to be executed; and
(b) which has not been fully discharged.

Land and Property

Any beneficial interest in land which is
within the area of the council.

‘Land’ excludes an easement, servitude,
interest or right in or over land which does
not give the councillor or his/her spouse or
civil partner or the person with whom the
councillor is living as if they were spouses/
civil partners (alone or jointly with another)
a right to occupy or to receive income.

Licenses

Any licence (alone or jointly with others) to|
occupy land in the area of the council for a
month or longer

Corporate tenancies

Any tenancy where (to the councillor’s
knowledge)—

(a) the landlord is the council; and

(b) the tenant is a body that the councillor,
or his/her spouse or civil partner or the
person with whom the councillor is living as
if they were spouses/ civil partners is a
partner of or a director* of or has a
beneficial interest in the securities* of.

Securities

Any beneficial interest in securities* of a
body where—

(a) that body (to the councillor's

knowledge) has a place of business or

land in the area of the council; and

(b) either—

(i) ) the total nominal value of the

securities* exceeds £25,000 or one
hundredth of the total issued share

capital of that body; or

(i) if the share capital of that body is of
more than one class, the total nominal
value of the shares of any one class in
which the councillor, or his/ her spouse or
civil partner or the person with whom the
councillor is living as if they were
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spouses/civil partners have a beneficial
interest exceeds one hundredth of the
total issued share capital of that class.

* ‘director’ includes a member of the committee of management of an industrial and
provident society.

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a
collective investment scheme within the meaning of the Financial Services and Markets Act
2000 and other securities of any description, other than money deposited with a building
society.

Table 2: Other Registrable Interests

You must register as an Other Registerable Interest :
a) any unpaid directorships

b) any body of which you are a member or are in a position of general control or
management and to which you are nominated or appointed by your authority

c¢) any body
() exercising functions of a public nature
(if) directed to charitable purposes or
(iiif) one of whose principal purposes includes the influence of public opinion
or policy (including any political party or trade union)

of which you are a member or in a position of general control or management
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Appendix C —the Committee on Standards in Public Life

The LGA has undertaken this review whilst the Government continues to consider the
recommendations made by the Committee on Standards in Public Life in their report on
Local Government Ethical Standards. If the Government chooses to implement any of the
recommendations, this could require a change to this Code.

The recommendations cover:

* Recommendations for changes to the Localism Act 2011 to clarify in law when the
Code of Conduct applies

* The introduction of sanctions

* An appeals process through the Local Government Ombudsman

* Changes to the Relevant Authorities (Disclosable Pecuniary Interests)
Regulations 2012

* Updates to the Local Government Transparency Code

* Changes to the role and responsibilities of the Independent Person

* That the criminal offences in the Localism Act 2011 relating to Disclosable
Pecuniary Interests should be abolished

The Local Government Ethical Standards report also includes Best Practice
recommendations. These are:

Best practice 1: Local authorities should include prohibitions on bullying and harassment in
codes of conduct. These should include a definition of bullying and harassment,
supplemented with a list of examples of the sort of behaviour covered by such a definition.

Best practice 2: Councils should include provisions in their code of conduct requiring
councillors to comply with any formal standards investigation and prohibiting trivial or
malicious allegations by councillors.

Best practice 3: Principal authorities should review their code of conduct each year and
regularly seek, where possible, the views of the public, community organisations and
neighbouring authorities.

Best practice 4: An authority’s code should be readily accessible to both councillors and
the public, in a prominent position on a council’s website and available in council premises.

Best practice 5: Local authorities should update their gifts and hospitality register at least
once per quarter, and publish it in an accessible format, such as CSV.

Best practice 6: Councils should publish a clear and straightforward public interest test
against which allegations are filtered.

Best practice 7: Local authorities should have access to at least two Independent
Persons.

Best practice 8: An Independent Person should be consulted as to whether to undertake a
formal investigation on an allegation, and should be given the option to
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review and comment on allegations which the responsible officer is minded to dismiss
as being without merit, vexatious, or trivial.

Best practice 9: Where a local authority makes a decision on an allegation of misconduct
following a formal investigation, a decision notice should be published as soon as possible
on its website, including a brief statement of facts, the provisions of the code engaged by
the allegations, the view of the Independent Person, the reasoning of the decision-maker,
and any sanction applied.

Best practice 10: A local authority should have straightforward and accessible guidance
on its website on how to make a complaint under the code of conduct, the process for
handling complaints, and estimated timescales for investigations and outcomes.

Best practice 11: Formal standards complaints about the conduct of a parish councillor
towards a clerk should be made by the chair or by the parish council, rather than the clerk in
all but exceptional circumstances.

Best practice 12: Monitoring Officers’ roles should include providing advice, support and
management of investigations and adjudications on alleged breaches to parish councils
within the remit of the principal authority. They should be provided with adequate training,
corporate support and resources to undertake this work.

Best practice 13: A local authority should have procedures in place to address any
conflicts of interest when undertaking a standards investigation. Possible steps should
include asking the Monitoring Officer from a different authority to undertake the
investigation.

Best practice 14: Councils should report on separate bodies they have set up or which
they own as part of their annual governance statement and give a full picture of their
relationship with those bodies. Separate bodies created by local authorities should abide by
the Nolan principle of openness and publish their board agendas and minutes and annual
reports in an accessible place.

Best practice 15: Senior officers should meet regularly with political group leaders or group
whips to discuss standards issues.

The LGA has committed to reviewing the Code on an annual basis to ensure it is still
fit for purpose.
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