LEDBURY TOWN COUNCIL

TOWN COUNCIL OFFICES . CHURCH STREET . LEDBURY
HEREFORDSHIRE HR8 1DH . Tel. (01531) 632306 .

e-mail: admin@Iledburytowncouncil.gov.uk
website: www.ledburytowncouncil.gov.uk

5 May 2023

To: All Members of Ledbury Town Councll
Dear Member
You are hereby summoned to attend the Annual Meeting of LEDBURY TOWN
COUNCIL to be held on Thursday, 11 May 2023 starting at 7.00 pm at The Burgage
Hall, Church Lane, Ledbury for the purpose of transacting the business shown in the
agenda set out below.

Yours faithfully

A Price

Angela Price
Town Clerk

FILMING AND RECORDING OF COUNCIL MEETINGS
Members of the public are permitted to film or record meetings to which they
are permitted access, in a non-disruptive manner. Whilst those attending
meetings are deemed to have consented to the filming, recording, or
broadcasting of meetings, those exercising the rights to film, record or
broadcast must respect the rights of other people attending under the General
Data Protection Regulations 2018 and the Data Protection Act 1998.

AGENDA

1. To Elect a Town Mayor for the 2023/24 Municipal Year
(Town Mayor to make Statutory Declaration of Acceptance of Office and
address the Council with their opening remarks)

2. a. Vote of Thanks to outgoing Chairman
b. Retiring Mayor’s Response and closing remarks
3. To receive apologies for absence

4. To elect a Deputy Town Mayor for 2023/243 Municipal Year
(Deputy Town Mayor to make Statutory Declaration of Acceptance of Office)


mailto:admin@ledburytowncouncil.gov.uk
http://www.ledburytowncouncil.gov.uk/

To receive Declarations of Interest and written requests for Dispensations

(Members are invited to declare pecuniary interests and other interests in items
on the agenda as required by the Ledbury Town Council Code of Conduct for
Members and by the Localism act 2011)

(Note: Members seeking advice on this item are asked to contact the Monitoring
officer at least 72 hours prior to the meeting)

Public Participation

(Members of the public are permitted to make representations, answer
guestions, and give evidence of any item of business included in the agenda.
The period of time, which is at the Chairman’s discretion, for public participation
shall not exceed 15 minutes. Each member of the public is entitled to speak
once only in respect of business itemised on the agenda and shall not speak
for more than five minutes. Questions/comments shall be directed to the
Chairman/Mayor)

MINUTES

7.

10.

To receive and note the minutes of the Annual Council meeting held on
12 May 2022, which were formally approved and signed as a correct
record at a meeting of Full Council held on 31 May 2022

(Pages 1-10)

To approve and sign as a correct record the minutes of a meeting of
Council held on 30 March 2023 (Pages 11-27)

To receive and note the minutes of the Annual Parish Meeting held on 27
April 2023 (Pages 28-37)

To receive and note the minutes of an extraordinary meeting of the
Finance, Policy & General Purposes Committee held on 27 April 2023
(Pages 38-39)

GOVERNANCE

11.

To consider a report on a newly proposed Committee Structure and if
approved appoint Members to the following Council Committees for the

2023/24 Municipal year (Pages 40-44)
a) Environment & Leisure Committee

b) Finance, Policy & General Purposes Committee

C) Planning, Economy & Tourism Committee

d) Personnel Committee (ad-hoc meetings)



12. Suspension Of Standing Orders

Members are requested to suspend Standing Orders to elect Chairs and Vice
Chairs of Standing Committees

13. To elect Chairs and Deputy Chairs to the following Committees

Management Committee

Environment & Leisure Committee

Finance, Policy & General Purposes Committee
Planning, Economy & Tourism Committee

14. Reinstatement Standing Orders

Members are requested to reinstate Standing Orders to allow the remainder of
the business of the agenda to be carried out

15. To consider and approve a draft Schedule of Meetings for the 2023/24
Municipal Year (Page 45)

16. To approve and adopt the Council’s Standing Orders
(Pages 46-68)

17. To approve and adopt the Council’s Financial Regulations
(Pages 69-88)

18. To note the Council’s Code of Conduct (Pages 89-102)
19. To appoint Council Representatives to serve on Outside Bodies
(Page 103)
20. To review the Councils Asset Register (Pages 104-107)
21. Toreview the Councils Risk Register (Pages 108-118)
22. To receive and note arrangements for the Council’s insurance cover in
respect of all insurable risks for 2022/23 (Pages 119-136)
23. Corporate Plan (Pages 137-169)
24.  Co-option (Pages 170-178)
FINANCE

25. To determine the Council’s Cheque signatories for 2023/24
Pages 179-180)



26. Date of next meeting

The next meeting of Full Council will be held on 25 May 2023, subject to
approval of the Draft Schedule of Meetings at agenda item 11

Distribution: - Full agenda reports to all Councillors
Agendareports excluding Confidential items to Local Press,
Library and Police



LEDBURY TOWN COUNCIL

MINUTES OF THE ANNUAL COUNCIL MEETING HELD ON 12 MAY 2022

PRESENT:

Councillors Bannister, Bradford, Chowns, Eakin, Howells,
Hughes; Morris, Sinclair, and Troy

ALSO PRESENT: Angela Price — Town Clerk

C586.

3 Members of the public
TO ELECT THE TOWN MAYOR FOR THE 2022/23 MUNICIPAL YEAR

Councillor Bannister proposed Councillor Phillip Howells for the position
of Town Mayor for the 2022/23 Municipal year, this was seconded by
Councillor Hughes.

Councillor Morris pointed out that Councillor Howells had recently been
the Mayor and Deputy Mayor and suggested that someone else should
be nominated. Councillors Bradford and Sinclair both raised concerns
over the discussions that had been taking place on social media about
the role of Mayor and both urged Councillor Howells to consider his
position carefully.

Councillor Howells advised that he would be happy to accept the
nomination, but if any other councillor were to be nominated he would
welcome the nomination.

Councillor Sinclair nominated Councillor Bradford; however, Councillor
Bradford declined the nomination.

Councillor Morris proposed the following councillors.for the position of
Mayor in 2022/23, however all declined the nomination:

Councillors Troy, Chowns, Bannister, Hughes, Eakin.

All those present agreed that to avoid such issues arising in future years,
the council should find a less contentious means of electing Mayors and
Deputy Mayors in the future, and it was agreed that the Clerk would
provide a report to a future meeting of council with options for an election

policy.

Councillor Sinclair requested a named vote, the result of which was:

For ' Against Abstention
Councillor Bannister Councillor Sinclair Councillor Bradford
Councillor Chowns Councillor Morris  Councillor Howells

Councillor Troy
Councillor Hughes
Councillor Eakin

1
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C587.

RESOLVED:

1.

a.

That Councillor Phillip Howells be duly elected to the
position of Town Mayor for the 2022/23 Municipal Year.

That the Clerk submit a report on a future Mayoral election
policy for consideration at a future Council meeting.

Vote of Thanks to outgoing Mayor

RESOLVED: That a vote of thanks be given to the outgoing
Mayor, Councillor Andrew Manns, for all his hard work over
the past year.

Retiring Mayor’s Response

Unfortunately, the outgoing Mayor was unable to attend the
meeting due to ill health, however he had provided an outgoing
speech which the Town Clerk read out.

“It has been a very interesting year as Mayor to say the least. At
the beginning things were a littie slow due to the Covid
restrictions, and the lockdown partially easing, and also missing
almost two months of my term due to Covid restrictions.

Once the event invitations started coming in | began to attend
various functions which even though strenuous for me were a
pleasure to go to.

The events that were put on in Ledbury were quite well attended
with the exception of one or two coffee mornings where people
were still reserved about social mixing.

Notable events of attendance in Ledbury were:- the start of the
car rally, Carnival in the car park, Ledbury Mop Fair,
Remembrance Day and Remembrance Sunday, Traders late
night opening and Christmas lights switch on.

Starting this year there were spikes in Covid and still restrictions
on, which were most unhelpful to start with and later coincided
with transport problems and very serious and severe health
issues for me.

There wasn't much | could do for a month or two and | have almost
virtually been housebound since. Things are still not good and
I'm trying a very slow, gradual slide back into my council role and
hope it works out.

I have met some really great people at outside events that | would

like to remain in contact with as | feel that being connected will be
beneficial for our town and county.

a
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C588.

C589.

C590.

C561.

C592.

I wish | could have done more but circumstances are out of my
control and far from ideal. It has been an absolute pleasure,
privilege, and honour to be Mayor of Ledbury for the period | had.”

. Retiring Mayor’s response and closing remarks
g

The Deputy Mayor advised that due to the ill health of the Mayor
he had provided support in attending civic events whenever
possible, noting that the main part of his role had been to support
the Mayor by chairing Council and Resources meetings. He
stated that it had been an honour fo support Councilior Manns
throughout the year.

APOLOGIES FOR ABSENCE

Apologies for absence were received from Councillors Harvey, Knight
and Manns.

TO ELECT A DEPUTY TOWN MAYOR FOR THE 2022/23 MUNICIPAL
YEAR

Councillor Sinclair nominafed Councillor Nick Morris; this was seconded
by Councillor Troy.

Councillor Hughes nominated Councillor John Bannister; this was
seconded by Councillor Eakin.

Councillor Morris withdrew his nomination in favour of Councillor
Bannister.

RESOLVED:

That Councillor John Bannister be duly elected to the position of
Deputy Town Mayor for the 2022/23 Municipal Year.

PAST MAYOR’S BADGE

Councillor Howells advised that he would deliver the Past Mayor's badge
to the outgoing Mayor.

TO RECEIVE DECLARATIONS OF INTEREST AND WRITTEN
REQUESTS FOR DISPENSATION

None received.
TO RECEIVE AND NOTE THE NOLAN PRINCIPLES

RESOLVED: That the Nolan Principles be received and noted.

3
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C504.

C595.

C596.

PUBLIC PARTICIPATION

Councillor 'Anson spoke in relation to her experience of Mayoral
elections in other Councils and advised that it was often the practice that
the Deputy Mayor role automatically becomes the Mayor.

TO RECEIVE AND NOTE THE MINUTES OF THE ANNUAL COUNCIL
MEETING HELD ON 24 JUNE 2021

Members were reminded that the minutes of the Annual Council meeting
held on 24 June 2021 had been approved at the first Council meeting
following the Annual Meeting and therefore there were only on the
agenda for noting.

Councillor I'’Anson advised that she had raised an error in respect of
Minute No. C380 at the following Council meeting, however this did not
appear to have been amended. The Mayor advised that amendments
are not made to the minutes following minutes, but that any amendments
raised would have been reported in the minutes of the following Council
meeting.

TO APPROVE AND SIGN AS A CORRECT RECORD THE MINUTES
OF A MEETING OF THE COUNCIL HELD ON 11 APRIL 2022AND
THE RECONVENED MEETING HELD ON 25 APRIL 2022

Councillor Sinclair advised that his comment at minute no. C542 was
incorrect and should have read as follows:

“If you had behaved better at the 2019 Election Hustings, Bill might have
been more amenable towards you.”

RESOLVED:

That the minutes of the meetings of Council held on 11 and 25 April
2022 be approved as a correct record, subject to the above
amendment to minute no. C542.

TO APPROVE THE DRAFT SCHEDULE OF MEETINGS FOR THE
2022/23 MUNICIPAL YEAR

Councillor Chowns asked whether it would be possible to move the
proposed meeting of the Environment & Leisure Committee from 21 July
2022 to an alternative date.

Concerns were raised about the number of meetings being proposed,
with a suggestion that the work being carried out by the working parties
should be carried out within the remit of the Standing Committees.

Councillor Eakin advised that the rationale behind the working parties is
that the working parties can have informed discussions about items, and

A
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make recommendations to the relevant Standing Committees, thus
reducing the workload of the Standing Committees, which allowed for
more items to be considered and actioned. Councillor Eakin particularly
referred to the budget meetings, stating these had proven to be
extremely useful.

Councillor Sinclair asked the Chair permission to ask a question of the
members of the public who were present at the meeting. He asked if any
of those attending were members of any of the Council's working parties,
to which the response was that they were not. Councillor Sinclair
suggested that all working parties should be dissolved, and the work
undertaken in the Standing Committees.

RESOLVED:

1. That the draft schedule of Standing Committee meetings be
approved, subject to the meeting of the Environment &
Leisure Committee proposed for 21 July 2022 being moved
to 7 July 2022.

2. That the draft schedule of Working Party meetings be
accepted as a provisional schedule, subject to consideration
of the meetings and dates by each Standing Committee. '

TO APPOINT THE FOLLOWING COUNCIL COMMITTEES FOR THE
2022/23 MUNICIPAL YEAR AND CONSIDER THEIR TERMS OF
REFERENCE

Members were requested to give consideration to dissolving the
Economy & Tourism Committee and distributing the projects from that
committee to two other Standing Committees. They were also requested
to give consideration to name changes of some of the committees.

Members were advised that a request had been received to give
consideration to the membership of the Resources Committee being
extended to Chairs and Vice Chairs. However, it was felt that due to the
need to ensure there are sufficient members available to sit on an
appeals panel, should one be required, taking into account the current
councillor numbers it would be prudent to keep the membership as
Chairs, with Vice-Chairs as substitutes.

Members were requested to give consideration in respect of which
venue to hold future Standing Committees. The majority of councillors
present felt that the Standing Committees should return io the
Committee Room at the Council Offices with Council meetings to
continue to be held in the Burgage Hall. Councillor Bradford advised
that he was not happy with this decision as he did not feel comfortable
attending meetings in the committee room due to its size. Members
expressed their concern over Councillor Bradford’s impending absence
from meetings and it was agreed that the Clerk would take advice on

5
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whether holding the meetings in the commitiee room raised any
constitutional issues in respect of Councillor Bradford's decision not to
attend the meetings due to health concerns relating to the pandemic.

RESOLVED:

1.

That the Economy & Tourism Committee be dissolved, and
the Economy element of the committee be incorporated into
the Planning Committee, with Tourism being incorporated
into the Environment & Leisure Committee.

That the following amendments be made to the Standing
Committee titles:

a. Planning Committee to be known as Economy &
Planning - noting that the economy part of the
committee will be considered as the first business of
the committee with the planning element to follow

b. Environment & Leisure Committee — no change,

c. Finance, Policy & General Purposes Committee — no
change.

d. Resources Committee to be known as Resources and
Personnel.

That the Terms of Reference for each of the above
committees be approved, subject to submission to each
committee for consideration at their inaugural meeting of the
2022/23 Municipal Year.

That the Membership of the Council’s Standing Committees
for the 2022/23 Municipal Year be as foliows:

Economy & Planning

Councillor Bannister
Councillor Bradford
Councillor Harvey
Councillor Howells
Councilior Hughes
Councillor Knight
Councillor Manns
Councilior Morris

S
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Environment & Leisure

Councillor Bradford

Councillor Chowns

Councillor Eakin

Councillor Howells (Town Mayor - ex-officio)
Councillor Knight

Councillor Manns

Councillor Morris

Councillor Sinclair

Councillor Troy

Councillor Whattler

Finance, Policy & General Purposes Committee

Councillor Bradford
Councillor Eakin
Councillor Harvey
Councillor Howells
Councillor Hughes
Councillor Knight
Councillor Sinclair

Resources & Personnel Committee

To consist of the Mayor, Deputy Mayor, and Chairs of
Standing Committees once committees are established.

5. That future Standing Committee meetings be held in the

Committee Room of the Council Offices, with full council
meetings to be held in the Burgage Hall.

6. That the Clerk seek advice on whether holding the meetings
in the committee room raised any constitutional issues in
respect of Councillor Bradford’s decision not to attend the
meetings due to health concerns relating to the pandemic.

TO APPROVE AND ADOPT THE COUNCIL’S STANDING ORDERS
Members felt that as there were no longer any restrictions in place in
respect of the Covid 19 Pandemic there was no requirement for the

Covid 19 Interim Standing Orders to be included within the Standing
Orders.

-+
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C600.

C601.

RESOLVED:

That the Standing Orders be approved, subject to the removal of
the Covid 19 Interim Standing Orders.

REGULATIONS
RESOLVED:

'TO APPROVE AND ADOPT THE COUNCIL’S FINANCIAL

That the financial regulations be approved and adopted.

TO NOTE THE COUNCIL’S CODE OF CONDUCT

RESOLVED:

That the Council’s Code of Conduct be received and noted.

TO APPOINT COUNCIL REPRESENTATIVES TO SERVE ON

OUTSIDE BODIES

RESOLVED:

That the following Members be elected as Outside Body
Representatives for the 2022/23 Municipal year:

Outside Body

Councillor Representative
2022/23

Age Concern

Councillor Morris

Community Choir

Town Mayor (President)

Herefordshire Council-
Parish Summits

Appropriate Chair or Vice Chair

Ledbury Carnival
Association

Councilior Morris

Ledbury Consolidated
Charities

Councillor Eakin

Ledbury in Bloom

Councilior Morris
Councillor Bannister

l.edbury Stromstad Town Mayor
Twinning Councillor Chowns*
Ledbury Food Group Councilior Morris

Ledbury Food Bank

Councillor Manns
Councilior Bradford
Town Mayor*

Ledbury Children’s Centre

Town Mayor

B

Page 8 of 180



C602.

C603.

C604.

C605.

C606.

RMTG Local Councillor Councillor Phillip Howells
Panel — Rural Vulnerable

Young

RMTG Local Councillor Councillor Sinclair
Panel - Rural Vulnerable

Elderly

LYAS Councillor Bradford*

*Clerk to contact organisations and request additional/new
representation on outside bodies.

TO REVIEW THE COUNCIL’S ASSET REGISTER

RESOLVED:

That the asset register be approved.

TO REVIEW THE COUNCIL’S RISK REGISTER

RESOLVED:

That the risk register be approved.

TO RECEIVE AND NOTE ARRANGEMENTS FOR THE COUNCIL’S
INSURANCE COVER IN RESPECT OF ALL INSURABLE RISKS FOR
2022/23

RESOLVED:

That the arrangements for the Council’s insurance cover in respect
of all insurable risks be received and noted.

CORPORATE PLAN

RESOLVED:

That the Corporate Plan be received and noted, noting that the
Clerk will arrange a workshop for ali Councillors and staff to update

the Corporate Plan.

TO DETERMINE THE COUNCIL’S CHEQUE SIGNATORIES FOR
2022/23

RESOLVED:
1 That the cheque signatories should include the Chair and
Vice Chair of the Finance, Policy & General Purposes

Committee, once established, as well as the Mayor and
Deputy Mayor.

9
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2 That confirmation of the Council’s cheque signatories for
2022/23 be referred back to Council once the Chair and Vice
Chair have been elected.
C607. DATE OF NEXT MEETING
RESOLVED:;

To note that the next meeting of Full Council is scheduled for 9
June 2022.

The meeting ended at 8.50 pm.

[
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LEDBURY TOWN COUNCIL
MINUTES OF A MEETING OF FULL COUNCIL
HELD ON 30 MARCH 2023

PRESENT: Councillors Bannister, Bradford, Chowns, Eakin, Howells

(Chair), Hughes, Morris, Shields, Sinclair & Whattler.

ALSO PRESENT: Angela Price — Town Clerk

Cc710

c711

C712

Julia Lawrence — Deputy Clerk
Charlotte Barltrop — Minute Taker
Councillor ’Anson

7 Members of the public

APOLOGIES
Apologies were received from Councillors Harvey,'Manns and Sims.
DECLARATIONS OF INTERESTS °

Councillor Sinclair declared a personal interest in the Agenda ltem 12, Finance,
Policy & General Purposes Committee Mlnutes in respect of the Corona’uon
Mugs due to him having recommended a company.

Councillor Hughes declared an :nterest in Agenda Item 12, Finance, Policy &
General Purposes Committee Minutes, in respect of the Grant Applications
submitted by Ledbury Carnlval due to Mrs Hughes sitting on the Carnival
Committee.

TO RECEIVE AND NOTE THE NOLAN PRINCIPLES
Councillor Sinc_lair made_ the follewiﬁg statement:

“We note these at every meeting, but some people believe they don’t apply to
them. This is directed at the Mayor, who responded to an email | sent to
Councillor Shields. | have no idea why she couldn’t answer the questions
herself, but the response was from Mayor.

In an email dated 26 February 2023, you made a number of accusations about
me breaching the code of conduct; specifically, Respect, Bullying, harassment
and discrimination. You also accused me of questioning the minutes.

| responded on 27 February 2023, stating: Your response to the email | sent to
Councillor Shields, is unbelievable and inaccurate. Firstly, | did not question
the accuracy of the minutes, why have you made this accusation? Secondly,
you have accused me of breaching the Code of Conduct; specifically, Respect,
Bullying, harassment and discrimination. Please provide evidence to support
these allegations.

Full Council Minutes 30.03.2023 v2
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C714

Cr1i5

| emailed you on 14 March 2023, stating: You have made a number of
allegations against me, where is the evidence | asked for? If you can't provide
evidence, you should apologise for making defamatory comments.

On 28 March, | emailed you and said: Two weeks have passed since | asked
you to evidence the allegations made, where is it?

It is now the 30 of March, are you going to withdraw the allegations, apologise
and put it in writing?”

RESOLVED:
That the Nolan Principles be received and noted.

TO APPROVE AND SIGN THE MINUTES OF EXTRAORDINARY MEETINGS
OF COUNCIL HELD ON 2 AND 9 MARCH 2023

RESOLVED:

That the minutes of the extraordinary meetings of Full Council held on 2
and 9 March 2023 be approved and signed as a correct record with the
highlighted errors to be corrected prior to the next meeting.

HEREFORDSHIRE COUNCILLOR’S REPORTS

Ward reports were received from Ledbury Ward Members:
i. Councillor Harvey . '

ii. Councillor Howells

ii. Councillor 'Anson

RESOLVED:

That the Ward Councillor’s reports be received and noted.

MAYORS COMMUNICATIONS
The Mayor made the following statement:-

“Given this is the last full Council meeting of Ledbury Town Council for this
Administration, as the Mayor I'd like to propose a vote of thanks for the work
our clerk, Mrs Angie Price, and her staff have done on behalf of the Council and
the residents of Ledbury since she joined us four years ago. She has introduced
many improvements, such as reshaped our procedures and policies to improve
how the council is governed, updated our financial reports and budgets to make
them clearer and easier to understand, introduced detailed reports for meetings
which has enabled quicker and more informed decision making, and built a
team of capable and enthusiastic staff who make the office a friendly and helpful
place in which to work and visit for staff, councillors, residents and visitors alike.
It's been a tough 4 years, with a new team to meld together, Covid to deal with
and having to pick up on past War Memorial decisions that has not been at all

Full Council Minutes 30.03.2023 v2
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straightforward, so inevitably there have been some mistakes. However, Angie
has never failed to be open and quick to admit them when they happen and |
for one have been grateful for a mutually supportive working relationship which
| am sure future Mayors will appreciate as much as | have.”

The Mayor asked Members to give a vote of thanks to the Clerk and Ledbury

~ Town Council staff and requested a named vote the outcome of which was:

C716

For

Councillors Bannister, Bradford, Chowns, Eakin, Howells, Hughes, Morris,
Shields, Sinclair & Whattler

Against
None
Abstentions
None
RESOLVED:

1. That a vote of thanks be given to the Town Clerk and Ledbury Town
Council staff for all their hard work over the last 4 years.

2. That the:Mayor’s Communications be received and noted.

TO CONSIDER QUESTIONS/COMMENTS FROM MEMBERS OF THE
PUBLIC IN ACCORDANCE WITH THE PROVISIONS OF STANDING
ORDERS 3(E) AND 3(F) 5

Nick Bryant spéke to the War Memorial Agenda item:

| have seen various communications that have been shared online by various
Councillors about certain Councillors and their intentions. As an observation,
you're not addressing the points, so | have taken matters into our own hands,
because when | spoke to you the best part of two years ago several councillors
believe that | was talking out of my rear with regards to CDM, planning and
various other legislations.

That leads me nicely on to Councillor Hughes, | think that you've done a
wonderful job with your report, it'’s highlighted a few things, | would like to thank
Councillor Bradford for standing up regarding the War Memorial and certainly
Councillor Sinclair who has quite clearly tried at every possible opportunity to
highlight this issue. | have seen an email from Councillor Bannister where he
believes that throwing accusations at Councillor Bradford when he believes that
you should be held responsible and accountable to the public. It seems that
you are hiding this War Memorial malarkey, | can appreciate that you want to
learn lessons fo reinforce your processes and | applaud that. But if there's a

Full Council Minutes 30.03.2023 v2
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lesson to learn, which you know yourself as an ex-serviceman, you should be
held accountable for your actions. When it was actually put out to the Stone
Workshop, when would you actually submit yourselves to proper scrutiny. For
the best part of two years, | have had no reply of any substance to these
questions. So, could you tell me, are you going to answer this or not?

The Mayor thanked Mr Bryant for his statement and advised that he would give
consideration as to whether his questions require a written reply.

The Mayor stated that the Council have never said that they would not provide
a response to the various questions raised by members of the public in respect
of this issue, however he pointed out that it had previously been necessary to
restrict what could be said due to the ongoing legal situation. He advised that
the Council will at some point provide a response,

Mr Bryant asked one more question directed at the Mayor:;

“Is it your intention to stand for Ledbury again?” The Mayor advised that this
information was in the public domain.

TO RECEIVE MOTIONS PRESENTED BY COUNCILLORS IN
ACCORDANCE WITH STANDING ORDER 9

Motion received from Councillor Hughes, seconded by Councillor Sinclair:

To receive and note the conternts of the report from the Internal Auditor in
respect of matters relating to the repair and renovations on the Town Memorial
in 2020. : ,

Councillor Hughes read the following statement, “ move the motion: to receive
and note the contents of the report from the Internal Auditor in respect of
matters relating to repairs and renovation in 2020 of the Town War Memorial
(Appendix 2).

The Auditor’s report forms a small part of the three-stage plan adopted by
Council in attempted remediation of the damage done during the renovation of
the War Memorial; the use of inferior materials; and the self-evident poor
workmanship.

The three-stage plan is to:

1. Retrieve monies paid to the contractor.

2. Put right our War Memorial.

3. Find out what went wrong at Ledbury Town Council and put in place
measures to ensure it cannot happen again.

I remind Council that the Auditor’s report was commissioned on 1st December
2022 by Ledbury Town Council in response to the report of an internal
investigation carried out by myself and Councilior Bradford.

Full Council Minutes 30.03.2023 v2
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One of the purposes of commissioning a further investigation by the internal
Auditor was to check the main finding of the internal investigation. May | remind
you of the main finding.

In the matter of renovation and repair of the War Memorial (2019-2020)
Councillor Bradford and | determined that:

Ledbury Town Council did not act entirely within the Regulatory Framework
provided by Standing Orders, Financial Regulations, and the Construction
(Design and Management) Regulations (2015).

In his report, the Internal Auditor does not explicitly agree with this main finding.
Instead, he concentrates almost exclusively on, and | quote from the Auditor’s
report:

‘Failure to appoint ‘expert supervision' is the root cause of the subsequent
failure to successfully deliver the project.”

This ‘root cause’ of ‘failure to appoint expert supervision’ was already
established at a Full Council meeting on 315t of August 2021 (19 months ago)
and since that time Council has put in place specific measures to ensure that
expert advice and supervision will always be engaged for any contracted work
of £5000 or more. (It may be that Council should regularly revisit this lower-limit
figure.)

One of the purposes of commissioning the Auditor to investigate, was to
establish how the contractor had been selected and a full investigation of
payments including payments for ‘additional work'.

Amongst the nineteen questions we specifically asked the Auditor to investigate
and answer, were:

(1) Was proper authority obtained for the appointment of all suppliers?
(2) Was proper authority obtained for the commitment of all expenditure?
(3) Were all payments made with proper authority?

The Auditor has not provided any answers to these three questions and also
the sixteen other questions posed by this Gouncil in the specification provided
by Council to the Auditor (Appendix 1). The Auditor indirectly acknowledges
that he has not provided the answers we required (he refers to the nineteen
questions as ‘format’ and ‘structure’) and gives his reason for not attempting to
answer the questions we posed:

| quote: “1 am also concerned that preparing the report in the structure provided
could, perhaps, provide the wrong conclusion, that it was individual failings, or
failure by specific individuals that caused this problem, rather than it being a
systemic failure by the entire Council over a number of years.”

Surprisingly, he roots the failings in 2019/ 2020 to systemic failure going right
back to 2013.

15 Full Council Minutes 30.03.2023 v2
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There are some anecdotal accounts of off-the-record actions, private on-site
meetings and mis-undertakings by individual Councillors and officers acting
alone in 2018 and 2019, that appeared to tie this Council into acting outside of
Standing Orders and Financial Regulations. Many of the senior and
experienced Councillors and staff | spoke to as part of my initial investigation,
told me that they regretted not calling a halt to the process and not insisting that
we begin the proper process again.

However, it is this whole Council who must take collective responsibility.

I contend that we should receive the report; note the contents but understand
the limitations of the findings of the Auditor's report for any forensic examination
of Council's behaviour; and then consider three questions:

1. Does Council have a clear idea, and can Council explain to the people of
Ledbury, what went wrong and why?

2. What went wrong is the responsibility of this current administration. As we
approach the end of our period of office, is it now time that this Council
makes a full and unreserved apology to the people of Ledbury?

3. Has Council acted to ensure that this cannot happen again? | warn Council
as your outgoing Chair of Finance that | see incidents where there remains
a lack of understanding about Financial Regulations, Standing Orders and
CDM 2015 and that the potential for poor governance remains.

I move the motion and ask that this statement be entered into the public record.”

Councillor Bradford stated that Full Council had initiated the investigation into
the War Memorial and that it was not a witch hunt, as had been implied. Ledbury
Town Council now have systems in place to ensure that this doesn’t happen
again. He posed the question that if the auditor has stated that Financial
Regulations are not necessary, why are Ledbury Town Council debating the
matter?

He reiterated his thanks to Councillor Hughes for his report and suggested that
the Council needs to move on from this, noting the plans to have the work
carried out to the War Memorial later in the year.

Councillor Sinclair read the following statement to summarise what had
happened to the War Memorial:-

“No work was carried out to the Specification or the Quotation, but payment
was invoiced and made for the Full Amount. The Paving Stones are a prime
example. Quoted and invoiced at £6,357: what was supplied cost circa £1,600.
Even worse TSW invoiced LTC for £800 to replace cracked paving stones.

LTC hired the TSW(The Stone Workshop}), a contractor who was not qualified
to do repairs to the War Memorial. Paul Jones was clueless about Contracts

Full Council Minutes 30.03.2023 v2
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or Statutory Regulations. | pointed this out to all Councillors in an email dated
4 Feb 22, | stated:

“This sorry episode must end we have a duty to Stuart Heaton and the People
of Ledbury to rectify matters. On Wednesday, 7 February, we must decide
Police or incompetence? Neither of these were accepted because this Council
has refused to accept responsibility for actions taken re. the War Memorial.”

it has been proven beyond any doubt that TSW presented invoices for £5,025
more than they should have. LTC Paid these, where were the check and
balances. During a telephone call on Fri 10 March, the Mayor stated all
payments to TSW were genuine, | challenged him to prove my summary of
payments wrong. Stating if the Mayor can prove me wrong, | will withdraw from
both Herefordshire Council and LTC Elections, if he couldn't, | expected him to
withdraw.

There has been little concern for the victims, they have been ignored:

1. WW?2 Veteran Stuart Heaton who donated £30,642

2. The men whose names are on the WM.

3. The People of Ledbury, especially those who have Family Members, named
on the WM.

4. Ledbury Council Taxpayers.

LTC had a quote from TSW for £17,355, to change the sub-standard paving,
he had knowingly wrongly laid. Steve Ellis pointed the shortcomings out in Mid
Oct 21 and wrote an Interim Report. This it seems was ignored because the
quote from TSW is dated 7 Dec 21. This was redacted from my Second FOI,
by Clirs Howells and Manns, they were trying to hide what had gone on. Two
Local Contractors pointed out the failing, one of the emails was dated 4 January
2021, still nothing was done. To make matters worse, LTC were still getting
TSW to quote. A quotation was sent by Paul Jones, dated 22 February 2021,
the cost has increased to £19,155, this was also redacted. Three people
warned them that Sub-Standard Materials had been used and they were still
communicating with TSW, we must ask why?

If the information from the two local contractors had been available, the Police
may have looked at the case differently. Their findings and timings are crucial.
Then there is the Internal Auditor, he wrote a report stating that Mal Hughes the
current Chair of Finance, was unhelpful for pointing out that LTC had broken
the law! | Propose a Resolution to take this to the Police as a council, to finally
get closure on this sorry episode. This is based on a recommendation (F579 -
Pages 3, 4 and 5) from FPGP meeting dated 23 March 23.”

Councillor Shields asked Members to reflect upon whether the Council take
sufficient advice from the Clerk at the appropriate time, as this was a big
question in her mind.

Councillor Howells asked Councillor Hughes to clarify the motion to be voted
on.

Full Council Minutes 30.03.2023 v2
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C721

RESOLVED:
That the internal auditors report be received and noted.

Councillor Sinclair asked that the recommendations within the Finance, Policy
& General Purposes Committee minutes, in particular those in relation to the
War memorial be adopted.

RESOLVED:

That agenda item 12, Finance, Policy & General Purposes Committee
minutes be brought forward.

TO RECEIVE AND NOTE THE MINUTES OF A MEETING OF THE FINANCE,
POLICY & GENERAL PURPOSES COMMITTEE HELD ON 23 MARCH 2023
AND TO GIVE CONSIDERATION TO ANY RECOMMENDATIONS THEREIN

Councillor Sinclair proposed a Resqiu"t'ion to take this to the Police as a council,
to finally get closure on this sorry episode, as per the recommendation from the
Finance, Policy & General Purposes'Cqmmittge_, : :

Councillor Bradford advised that to do this the Council would need to have
evidence. He pointed out that at the recent Finance meeting those present had
voted on the matter of the overspend and resolved that it should be brought to
Full Councit for consideration, which was correct. -He pointed out that at that
meeting it had been agreed that they needed evidence to provide to the Police
and it was agreed that Councilior Sinclair would do a presentation of evidence,
suggesting that until this was available no action could be taken,

Councillor Eakin agreed with the principles put forward by Councillor Bradford
with regard the need for evidence being available.

Councilior Sinctair responded by saying that he was unsure why Councillor
Bradford had made his statement, pointing out that evidence of invoices etc.
had been provided at a recent meeting between the Mayor and Councillor
Hughes that they had both been present at. He listed the evidence that had
been presented at that meeting, stating that he was not sure what more
evidence was needed to provide to the Police to show wrongdoing.

Councillor Bradford advised that he agreed with what Councillor Sinclair had
said, but pointed out that this information needs to be presented to the Police.
He also stated that he believed that the Council should write to the contractor
to demand he repay the overpayment. He reiterated the resolution of the
Finance Committee that Councillor Sinclair had been asked to provide a
document containing all the information that could be presented to the Police.

Councillor Hughes asked Members to receive and note the Finance, Policy &
General Purposes Committee minutes, to ensure the correct process is being
followed, prior to further discussion in refation to those minutes.

Full Council Minutes 30.03.2023 v2
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Following this he brought Members attention to the resolution within those
minutes that:

Ledbury Town Council pursue the repayment of the overcharge from the Stone
Workshop for the full amount as detailed in the report provided to the Finance,
Policy & General Purposes Committee and proposed that this is what the
Council does.

Councillor Shields raised concerns over whether the Council should consider
the content of the agreement between the Council and TSW in relation to the
dispute over the work undertaken to the War Memorial.

Councillor Hughes advised that the wording of the agreement should be
checked, however he did not believe that this would prevent the Council from
writing to TSW making them aware that there has been an overpayment and
requesting that this money be paid back to the Council. He pointed out that it
is the moral duty of the Council to seek repayment of those monies.

Councillor Hughes pointed out that Without the written report from Councillor
Sinclair being provided at the meeting, the recommendation within the Finance,
Policy & General Purposes Commlttee would fali

Councillor Sinclair advised that it could potentlally take a week to put this
information together, which is why he had provided a summary to this meeting.
Once it had been agreed by Council to proceed he would be willing to put a
report together:

Members were advised that one grant application for multi-year funding had
been omitted from the minutes in respect of the Ledbury Carnival and that this
had been deferred dueto the. meettng having been inquorate at the point of this
discussion.

RESOLVED:

1. That the minutes of a meeting of the Finance, Policy & General
Purposes Commitiee held on 23 March 2023 be received and noted.

2. That the Council pursue the repayment of the overcharge from the
Stone Workshop in the sum of £5,025 as detailed in the report provided
to the Finance, Policy & General Purposes Committee.

3. That Councillor Sinclair provide an evidence pack to the next Finance,
Policy & General Purposes Committee, which will be in the new
Administration which will provide evidence for the Finance, Policy &
General Purposes Committee to review prior to it being sent to the
Police.

4. That the purchase of Commemorative Coronation Mugs for the School
Children of Ledbury Primary School be approved.

Full Council Minutes 30.03.2023 v2
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C723

C724

5. That consideration of whether to provide mugs to John Masefield High
School be referred back to the next Events Working Party.

6. That the grant application in the sum of £1,000 to the Carnival
Association be approved.

7. That the multi-year grant application to the Carnival Committee in the
sum of Year 1- £3,500, Year 2 - £4,000 and Year 3- £4,500 be approved.

TO RECEIVE AND NOTE THE MINUTES OF A MEETING OF THE
RESOURCES COMMITTEE HELD ON 2 MARCH 2023 AND TO GIVE
CONSIDERATION TO ANY RECOMMENDAT]QNS THEREIN

RESOLVED:

1. That the minutes of a meeting of the resources committee held on 2
March 2023 be received and noted.

2. That the outcome of the job éValuation of post holder 60 be approved.

TO RECEIVE AND NOTE THE MINUTES OF MEETINGS OF THE
PLANNING, ECONOMY & TOURISM COMMITTEE HELD ON 9 FEBRUARY
AND 9 MARCH 2023 AND TO GIVE CONSIDERATION TO ANY
RECOMMENDATIONS THEREIN

RESOLVED:

That the minutes of the meetings of the Planning, Economy & Tourism
meeting held on 9 February and 9 March 2023 be received and noted and
that ail highlighted errors be corrected prior to the next meeting.

TO RECEIVE AND NOTE THE MINUTES OF A MEETING OF THE
ENVIRONMENT & LEISURE COMMITTEE HELD ON 16 MARCH 2023 AND
TO GIVE CONSIDERATION TO ANY RECOMMENDATIONS THEREIN

RESOLVED:;

1. That the Clerk contact the Council’s Solicitor in respect of drawing up
a Service Level Agreement between the Town Council and the Rogers
Funfair in advance of the October 2023 Funfair, setting out the
responsibilities for both parties.

2. Thatthe minutes of a meeting of the Environment & Leisure Committee
heid on 18 March 2023 be received and noted.

Full Council Minutes 30.03.2023 v2
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C726

C727

€728

TO RECEIVE INVOICES FOR PAYMENT (March final)
RESOLVED:

That the invoices for Payment for March be approved for payment in the
sum of £796.50 plus VAT7

MARKET TOWNS FUNDING 2023/24

Members were provided with an update on the Market Towns Funding 2023/24
and asked to give consideration to a number of points raised by Balfour Beatty.

RESOLVED:

1. That the information provided in the Market Towns report be received
and noted.

2. That the Clerk request a breakdown of any costs from Balfour Beatty
that may be incurred for the removal of item 10 from the list.

3. That the Clerk advise BBLP that item_ 11 only related to the resurfacing
of the pavement in Robinson’s Meadow.

TO RECEIVE AND NOTE INFORMATION IN RESPECT OF CAPITAL HUBS
PROJECT FUNDING SCHEME :

RESOLVED:

That the information in respecf of the Capital Hubs project funding
scheme_be received and noted.

OUTSIDE BODIES REPORTS (If any)

i. To consider Ledbury Town Council representation on the John Masefield
Society. :

ii. Minutes of a meeting of the Ledbury Carnival Association held on 11
January and 8 February 2023

ii. Minutes of a meeting of the Ledbury Strémstad Twinning Association
held on 27 September 2022

RESOLVED:

1. That Ledbury Town Council become an institutional member of the
John Masefield Society.

2. That Holly Weiford be nominated as a representative on behalf of
Ledbury Town Council and that she act as the financial representative
on the Society in respect of the John Masefield Project.

Full Council Minutes 30.03.2023 v2
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C730

3. That Councillor Morris be nominated to act as the Council’s
representative on the John Masefield Society to represent the
Council’s interest in the John Masefield Memorial Project.

4. That the minutes of the meetings of the Ledbury Carnival Association
held on 11 January and 8 February 2023 be received and noted.

S. That the minutes of the Ledbury Strémstad Twinning Association held
on 27 September 2022 be received and noted.

ENQUIRY RECEIVED FROM MR CHRISTOPHER SCOTT
RESOLVED:

That Ledbury Town Council would write to Mr Christopher Scott to decline
to print his book and offer their best wishes with the endeavour.

LOCAL POLICING CHARTER

There was a short discussion as to"vvhethe_'r the Police Station had been

reopened as there are vehicles using the car park on a regular basis.

C731

C732

RESOLVED:

1. That the members agreed that Councillor Hughes, in his role of
police liaison officer, will meet with the Police and raise the
question of the police station opening hours.

2. That the Police Charter be included on the agenda for discussion
at the next Police liaison meeting.

DATE OF NEXT MEETING
RESOLVED:

That the next meeting of Full Council will be the Annual Council Meeting
scheduled for 11 May 2023.

EXCLUSION OF PRESS AND PUBLIC

RESOLVED:

That in accordance with Section 1{2) of the Public Bodies Admission to
Meetings) Act 1960, in view of the confidential nature of the business

about to be transacted, the press and public are excluded from the
remainder of the meeting.

Full Council Minutes 30.03.2023 v2
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C733 CITIZEN OF THE YEAR AWARDS
There was a short debate as to whether there should be one award or multiple,
due to the wording of the award. Members agreed that there had been multiple
recipients in previous years and felt that this year should be no different.
RESOLVED:
That the Citizen of the Year Award should be jointly awarded to:
1. Tom Collingwood
2. Ann Lumb and Nicola Forde
3. Jeremy Wolfe

C734 YOUTH AWARDS

That there were ho nominations received for the Youth Awards.

The meeting ended at 9.00pm.

Signed ..ooeeeeiiiiiisiin e DA
{Town Mayor)
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LEDBURY TOWN COUNCIL

MINUTES OF THE ANNUAL PARISH MEETING
HELD ON
27 APRIL 2023

PRESENT: Councillors Bannister {(Acting Chair), Chowns, Hughes and
Morris

ALSO PRESENT: Angela Price — Town Clerk
Julia Lawrence — Deputy Town Clerk
Charlotte Barlirop — Minute Taker
14 Ledbury Residents

5. CITIZEN OF THE YEAR AWARDS WERE PRESENTED TO:

Jeremy Wolf
Nicola Forde
Anne Lumb

Unfortunately, Tom Collingwood was not present to receive his award, and it
was noted that the Mayor would arrange a time to meet with Mr Collingwood to
present his award.

8. APOLOGIES FOR ABSENCE

Apologies for absence were received from Councillors Eakin, Harvey and
Howells.

The Chair read the following statement which had been provided by the Mayor
and Councillor Eakin detailing their reasons for their apologies for absence:

“Following legal election advice from their election agent, Councillor Howells,
the Mayor, and Councillor Eakin give their apologies for not attending this
evening’s public meeting on the grounds that it could be seen as giving them
an electoral advantage over County Councillor candidates who would not
receive specific invitations to attend. This meeting could also incur unintended
but declarable electoral expenses.”

74 TO CONFIRM THE ACCURACY OF THE MINUTES OF THE TOWN
MEETING HELD ON 25 JANUARY 2023

RESOLVED:

That the minutes of the Town Meeting held on 26 January 2023 be
confirmed as accurate and signed as a correct record. '

8. CHAIRMAN’S REPORT (read out by Councillor Bannister in the absence
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_ of the Mayor)

“To be the Mayor of Ledbury for a second time has been a special honour in a
year that has seen momentous national events. We moumned the death of
Queen Elizabeth Il after a reign of 70 years and 214 days and a lifetime during
which she was Queen Regnant of 32 sovereign states. She was the Head of
State of 15 realms at the time of her death. Her reign was the longest of any
British Monarch and the longest verified reign of any female head of state in
history when she died on 8 September 2022.

She was the only Monarch most of us had ever known in our lives until we then
marked the Proclamation of a new King. It can be only said to be any Mayor's
proudest moments to be a part of history in making the Declaration of the
Ascension of King Charles 1ll to the throne in front of the Market House to a
packed Ledbury Town centre.

To still be the Mayor on the formal Coronation weekend of the new King will be
a special occasion at which to conclude my year as Mayor. To be the Civic
representative of Ledbury on these and many other occasions during the year
has been a huge and enjoyable privilege.

The Mayor’s diary of invitations has been very full as people have returned to
a more normal life after the restrictions of the covid years. I've attended many
events nearly into treble figures, with formal occasions such as the Declaration
of Robert Robinson as the new High Sheriff and the Civic Services of my own
and other neighbouring Mayors.

There have been many fun and often charity fund raising occasions too
numerous to mention, but including the Ledbury Big Breakfast, the opening of
new and very welcome business ventures such as the Roger Oates Design
Showroom in Tinsmiths Alley and the Pot & Page launch of a new evening
restaurant service, attending street parties and holding Mayor's coffee
mornings. ;

All have been most enjoyable and demonstrated the best of the human spirit
and endeavour. | am grateful to the Mayor's Consort, Hilary Jones, for her
splendid and energetic support throughout the year and to the Deputy Mayor,
Clir John Bannister for backing me up at the few events | was unable to attend.
| must also thank the Clerk and the office staff, and especially Sophie, the
Mayor's Secretary, for her diligent and very competent handling of the Mayor's
. Diary and creative organisation with other staff of many of the Mayoral events
held in the town. ;

I 'am very pleased to note that we have raised considerable sums into four
figures and raised the profile of my charity for the year, Strong Young Minds,
and | would like to thank all those who have contributed so generously.

The Mayor is of course also the Chair of the Council, chairing the full Council
meetings, the Resources Committee and being the Line Manager for our Clerk.
I

2
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Resources is all about staff and office matters, much of which has to
confidential because it often relates to matters affecting individual members of
staff. But, along with the other committee chairs who make up the committee,
we have done good work in organising staff and councillor training, the job
evaluations of several members of staff, producing some new and useful
related policies for council approval and at long last filing the Town
Maintenance post.

Working with the Clerk as her Line Manager has been mostly productive and
rewarding, and we have already thanked her for her work since becoming our
clerk at the last full Council meeting. There have been some difficult situations
during the year we have both had to manage and which has sometimes been
unnecessarily distressing for us both, but | am grateful to her for working on
them together to ensure that they have been managed with the dignity and
integrity the public would expect to see.

I'd like to close by saying many thanks to the very many people of Ledbury who
have supported and encouraged me during my term of office.”

COMMITTEE CHAIR REPORTS:

a. Environment & Leisure Committee (Councillor Chowns)

“The Committee’s responsibilities embrace concems ranging from the
physical infrastructure of the town to cultural events and activities. The
Events Working Party and the Climate Change Working Party have worked
during the year under the oversight of this Committee, and a new working
party established to plan the John Masefield Memorial and Celebrations.
We record our appreciation of the work of the Chairs of these Working
Parties, and the support of the Town Council staff. We also wish to record
the contribution made to this sphere of the Council's work over recent years
by the late Clir Dee Knight.

Our remit covers the Recreation Ground, including the Skateboard Park, the
Children's play area, the ‘half-dome’ Shelter, the CCTV coverage of the
area, and the routine maintenance and repair thereof. Vandalism occurred
in several locations, and liaison with the Police has been regular and
constructive. The upgrading of CCTV equipment, here and elsewhere in the
Town, is a continuing priority. A substantial sum was spent during 2022 and
early 2023 in improving the skate park and play equipment.

The other significant ‘green space’ for which we are responsible is Dog Hill
Wood, above the town to the east. The Woodland Management Plan has
highlighted necessary improvements, and we arranged for the restoration
of some of the seating and the signage in this area. A volunteer group was
set up last Autumn whereby members assisted with the coppicing of trees
and clearing vegetation to allow new growth. As a resuilt of a recent Tree
Survey, a programme of tree felling and removal of crowns in some of the
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trees is planned to take place this coming winter, although some trees have
already been felled for safety.

The Cemetery Chapel was opened for visitors on the last Sunday before
Christmas for residents to come and light a candle in memory of their loved
ones. Some interior refurbishment took place in the Chapel last year and
it is hoped that further works can take place this year to enhance the Chapel
pews and lecterns.

A digital mapping system has been created to improve information and
records of the cemetery contents.

The Christmas Lights contractor improved the installation in 2022, and the
lights continue to be well-received by the public.

The Events Working Party includes representatives of the traders, and
organisers of the Community Day, the Carnival, Poetry Festival, and other
town events. This year it once again promoted a World Book Day, a Careers
and Jobs Fair, and the celebration of the Queen’s Platinum Jubilee
celebrations in June 2022 and is now planning for the Coronation event in
May 2023.

The Town Council gazebos, purchased last year, have been extensively
utilised by a variety of organisations, including for example the Twinning
Committee and we would remind residents that these are available for free
for use by Ledbury based organisations. The Climate Change Working Party
supported several volunteer groups which have been tidying and clearing
the Town Trail and organising ‘Litter picks’ The WP aims to promote its
concerns during the national ‘Big Green Week’ event in June 2023.

The E & L Committee is glad to report that a new contractor has been
engaged to rectify the unsatisfactory restoration of the War Memorial. This
work is due to be carried out during the summer, so that the Memorial will
be at its best for the Service of Remembrance in November.”

. Finance, Policy & General Purposes Committee (Councillor Hughes)

“This report is a statement of the work of the of Finance, Policy and General
Purposes Committee. You can access the Year End Statement of audited
accounts 1st April 2021 to 31t March 2022 on the Finance pages of
Council's website. The End of Year documents for 1st April 2022 to 31st
March 2023 will be published on the Finance pages of Council's website by
the end of June 2023. -

The Committee has continued the day-to-day management of the financial
affairs of the Council; and engaged in the continual review and approval of
Council policies and procedures and the Risk Register. There are a number
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of powers delegated to the Committee by Full Council and these include
authorising expenditure on works, goods, and services.

The Committee also meets bi-monthly to approve payment of invoices
received; scrutinise the record of receipts and payments; monitor monthly
spending and balance sheets; verify bank statements and reconciliations
and to receive the outcomes of external audit processes.

The Committee makes recommendations to Full Council including priorities
for the Corporate Plan; makes changes and updates to Council policies to
maintain quality of governance; and recommends an annual budget to
Council.

The Committee has also established two working groups. One group is
tasked with monitoring the budget month-by-month. The other group
determines recommendations for grant applications received by Council
and also recommends spending priorities and choices for monies granted
to the Council. Two recent examples of such grants are UK government
funded ‘Welcome Back’ funds post-COVID, and secondly, the Great Places
fo Visit fund.

My thanks to councillors and officers who are members of or support our
working groups.

In partnership with auditors, the Commitiee also investigates any errors or
anomalies in accounting and the proper application of financial regulations
and Standing Orders; the two principal instruments of governance. We also
receive reports of any monies owing to Council funds and we make
arrangements for the recovery of those monies. This year we have also
investigated matters of governance and regulation in relation to works
carried out to our Town War Memorial.

We have set a budget which maintains services and reserves needed for
current and future stewardship of the historic assets of our town. The
Precept (the towns income from local taxation) has increased by 3.1%. This
increase is made at a time when general inflation in the form of the
Consumer Prices Index rose by 10.4% in the 12 months to February 2023
and building renovation and refurbishment prices have risen by more than
20% in the last 12 months, mostly due to rising costs of materials.

The Committee is grateful for the ongoing work of the Finance Clerk and
Senior Finance Officer, our Town Clerk. | am grateful for the contribution and
guidance offered by other members of the Committee; and | commend the
work of the Committee to the people of Ledbury.”

. Planning, Economy & Tourism Committee (Councillor Morris)

“This has been our first full year, post-pandemic. This is also my first year

as Chair of this committee. Succeeding ClIr Bannister was no easy task! |
have been motivated by his report of iast year and much still applies.
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The purposes of this committee are:

1) To promote events and businesses which attract visitors to Ledbury and
boost the local economy; and;

2) Develop programmes and actions to support local businesses and
attract grants and inward investment

The majority of the day-to-day work, in pursuance of these purposes is
completed by an officer of the Council, the Community Development Officer,
directed and supported by our Town Clerk. This was a new appointment to
the staffing structure of the Council, and we have been most fortunate in the
selection of our substantive CDO and, subsequently, her maternity cover.

It was agreed to concentrate the work of the committee into two main areas:

1) To promote the Charter Market and any other speciality markets in the
town, concentrating effort into the market pitches under, and adjacent to
the Market House.

2) To promote the work of the guides of the Painted Room, the custodians
of other historic attractions and organisers of other cultural and
community events.

Part of this work is to replace the Tourist Information Centre with:

i) much enhanced TIC in the reception area of the Council Offices and;
if) when feasible, with a second TIC in our iconic Master's House as part
of the development of the area at the barn end of St Katherine’s car park.

We have endeavoured to spend money on items that enhance the town from
the following two central government grants — the Welcome Back Fund and
the Great Places to Visit Fund.

In April 2022, the current CDO went on maternity leave.

Prior to this, she had managed the town’s promotion of World Book Day 2022
and set up the plans for the Platinum Jubilee Celebrations.

CDO’s achievements, April 2022-January 2023

Her maternity cover took over the following responsibilities. The first of which
was to oversee the celebration we held on the Recreation Ground for the
Platinum Jubilee.

With the help of some councillors and staff, our gazebos were erected and
decorated for this event. A large number of people attended and enjoyed the
acceptable weather.
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Heritage Open Days

Mid-September after H-Art, the CDO coordinated all the groups taking part
(Burgage Hall, Butcher Row House Museum, Heritage Centre, The Painted
Room, The Poetry House, The Market House, The Master's House and St
Michael’s Church and Bell Tower). As this was only our second year, there was
a very positive and encouraging response to the three-day event.

Charter Markets

The CDO regularly visited the traders and sought new ones, maintaining
favourable relationships with our regulars, and establishing good ties with the
Newcomers.

John Masefield Memorial

This is an ongoing plan for the town, backed unanimously by Full Council. With
extensive knowledge and appreciation of the subject, the CDO laid the
foundation for the Working Party, and it became clear that a Project Manager
should be sought. With the support of Full-Council and the Environment &
Leisure Committee, funds were made available. There was a very positive
response to our advertisement, and we selected a talented professional for this
role. Her enthusiasm and experience will push this project forward.

We are looking forward to Masefield’s birthday on 1%t June which marks the
launch of the project’s next phase.

Pianning Applications

Firstly, in succeeding Clir Bannister as Chair, | would like to thank him for his
impeccable hard work for this committee.

We have looked at a multitude of applications, challenging and questioning the
predatory developers in local builds. There have been issues highlighted by
Ledbury Town Council to Planning Officers at Hereford Council in respect of
the new development at Hawk Rise, and it is hoped that these can and will be
resolved via discussions between Hereford Council Planners and the
Developers, without too much disruption to the families living in these
properties.

| have to thank the Clerk and her staff in supporting and undertaking the
enormous amount of work that this committee requires. At our last meeting, |
thanked all members of the committee for their hard work and productive
contributions.

Looking forward there remain significant challenges to properly coordinating the
mission and work of our community organisations; to harnessing the Herculean

effort of so many individual members of our community and particularly those
who aspire to work with our young people.”
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10.

1.

TOWN COUNCIL BUDGET 2023/24
RESOLVED:

That the information regarding the Town Council Budget 2023/24 be
received and noted. '

COMMENTS AND QUESTIONS FROM ANY ELECTOR OF LEDBURY
PARISH

Q1 - ES — | became a Councillor due to the boich job which was done on the
War Memorial. Steve Ellis told Phillip Howells of the problems and on 3 January
2020, Steve provided an interim report at the end of 2020 confirming that it was
substandard. When Ledbury Town Council knew that the work was
substandard, why were they still getting quotes from The Stone Workshop?

A1 - JB - | don't think that we can answer that question here. I'm not too sure
that this is the right forum to do that. Councillor Hughes put three questions at
the last Full Council meeting, which are still yet to be debated by the Council, it
seems to me that this debate should be left for the next Full Council meeting,
following which it will be able to provide a full statement in response to this
issue.

ES ~ That’s just an entirely poor answer. This Council, you included as well as
Phillip, have tried to block me at every opportunity when | have tried to get to
the bottom of this. Information was redacted, so that its importance was not
clear on the Freedom of Information request. Information was not included on
the Freedom of Information that should have been included and it's not until
recently that | became aware of the redacted information, that this Council was
fully appraised as to what had been done to that War Memorial but was sfill
communicating with the Stone Workshop as if they were best friends. If a
Cowboy builder did something wrong to my house, | would not be getting the
Cowboy builder to quote to put the work right, so why was this Council doing
that? | think that we need an answer.

JB — No doubt an answer will be forthcoming following the next Full Council
meeting.

Q2 — KF — What improvements are being made to the Market?

A2 - NM - The Market is a difficult project; we are still working on getting it back
to strength, but this is a Herculean task and we do think that itis a very important
part of the town.

Q3 - BH — Recently there was a discussion about having a Warden on the
Recreation Ground, but it was decided that a Youth Leader would be more
appropriate. Can you tell me what's happening with this? And has a place been
allocated for the Youth Club?
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A3 - SC - Youth provision is a big issue for the town. | understand that there is
some optimism that the youth drop in will be able to open by the end of 2023.
It was felt that a Warden would be a retrograde step but a drop in will require
volunteers in order to be viable. In a town of 10,000 to not be able to get 18
people to stand for the Council, getting volunteers to run the youth drop in may
be an issue, especially as it's important to have people who are not
octogenarian. We need to learn lessons from Colwall who have an excellent
drop in facility.

Q4 — JW —~ Can outside Busy Bee’s be tidied up?
A4 - SC — This is a Herefordshire Council building.

Q5 - JW — There was a bin moved, is there any possibility of any extra bins?
The bins on Mables Furlong are full and Oaklands Drive is the same.

A5 - SC — We will consider this at the next meeting of Environment & Leisure
Committee

JW — How often should they be emptied?

AP — They should be emptied daily. Officers will follow up with Balfour Beatty if
they are not being done.

Q6 — JW — Regarding the Bus Stops, the warden was out warning people to
move from the one by the Market House as it gets used as a stopping place for
people popping to Greggs. They all need re-lining; | have reported this to
Herefordshire Council.

AB - JB — The Bus stop by the War Memorial has some Section 106 money
allocated to improve it.

Q7 — KF — [ would like to congratulate the Council for the tables and chairs, they
are of real benefit to the community. Are any of the local businesses charged
for them?

A7 - AP — There is no charge for any of the businesses to use them. They are
only for takeaway food; the businesses are not allowed to offer table service in
this area.

JB - This was originally Councillor Harvey’s idea.

A member of the public stated that they would like to say what a good job has been
done of the railings on the Southend, it looks really good down there now.

The meeting ended at 7.46pm.

b Annual Town Meeting 27.04.2023 v2

Page 36 of 180



S+

Page 37 of 180

Annual Town Meeting 27.04.2023 v2



LEDBURY TOWN COUNCIL

MINUTES OF A FINANCE, POLICY & GENERAL PURPOSES COMMITTEE
HELD ON 27 APRIL 2023

PRESENT: Councillors Howells, Hughes, and Sinclair
ALSO PRESENT: Angela Price — Town Clerk
F592. APOLOGIES

Apologies for absence were received from Councillors Bradford, Eakin,
Harvey and Sims.

F593. DECLARATIONS OF INTEREST
None received.

F594. PUBLIC PARTICI__I?ATION
No members of thél;p')'ubi'ic were presént,i_ -

F595. TO APPROVE AND SIGN AS A CORRECT RECORD THE MINUTES
OF A MEETING OF THE FINANCE, POLICY & GENERAL PURPOSES
COMMITTEE HELD ON 28'APRIL 2023
RESOLVED: :

That the minutes of the meeting of Finance, Policy & General
purposes be approved and signed as a correct record.

F596. TO REVIEW THE ACTION SHEET
| 'éésoLVEnsf-
That the acti;ﬁ'n sheet be received and noted.
F597. TO APPROVE INVOICES FOR PAYMENT FOR APRIL 2023
RESOLVED:

That the invoices for payment presented at the meeting be
approved in the total sum of £49,426.23.

Agendas&Minutes/StandingCommittees/Finance/Minutes/2023/April/MinutesEO027.04.2023v1
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F598.

F599.

F600.

F601.

TO CONFIRM VERIFICATION OF BANK STATEMENTS AND
RECONCILIATIONS FOR JANUARY AND FEBRUARY 2023

RESOLVED:

The Chair of the Committee confirmed that he had attended the
Council offices and verified the bank statements and
reconciliations for January and February 2023. He also confirmed
that he had verified the bank statements and reconciliations for
March 2023.

GRANT APPLICATIONS
RESOLVED:

1. That the request for a grant of £1,500 from the Ledbury Food
Group be awarded. it '

2. That the request for a grant of £500 for three years from
Beyond the Hills CSP be awarded. '

REQUEST TO APPROVE THE COST TO ENGAGE CITATION TO
ASSIST WITH DEPUTY CLERK APPRAISAL

RESOLVED: 7

That the cost of £650 for Citation to provide support to the Clerk
and Mayor for administration support in respect of the Deputy
Clerks Annual Appraisal be approved.

DATE OF NEXT MEETING .

RESOLVED:

That it be noted that the next meeting of the Finance, Policy &
General Purposes Committee will be agreed at the Annual Council

meeting scheduled for 11 May 2023, following the local Council
elections.

The meeting ended at 6.47 pm.

{Chairman)
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ANNUAL COUNCIL 11 MAY 2023 AGENDA ITEM: 11

Report prepared by Angela Price — Town Clerk

LEDBURY TOWN COUNCIL COMMITTEE STRUCTURE

Purpose of Report

The purpose of this report is to ask Members to give consideration to a potential
change to the Council’s current committee structure.

Detailed Information

Over the past four years Members of Ledbury Town Council have discussed how the
committee structure could be changed to be more effective and potentially reduce the
number of non-decision-making meetmgs each year.

The current Chairs of each of the Standing Committee, along with the Mayor, have
considered this and asked the Clerk to look into the Council’s committee structure and
provide a report to this meeting for consnderatlon by a[l Members.

Current Committee Structure

The current committee structure at Ledbury Town Counc:l is made up of a number of
levels as follows: -

L FULL g‘iQUNClL
STANDING COMMITTEES

(Env:ronment & Leisure; Finance, Policy & General Purposes; Planning, Economy &
. : Tounsm and Resources)

WORK]NG PARTIES
(established via eacr standing committee)

 TASK & FINISH MEETINGS
(one off-meetings for one specific task)

This structure is a tried and tested democratic processes, however more and more
parish councils are moving away from the traditional committee structure. Many parish
councils who have changed their committee structure have done so because they
believe there have been significant increases in responsibilities and a compelling need
to streamline decision making. Councils recognise the need to give more authority to
the committees and improve streamlining of governance arrangements for
autonomous decisions, without further reference to Full Council.

A9
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Two significant reasons for considering a change of committee structure at Ledbury
Town Council are:

I. a growing awareness amongst current councillors that the traditional dual
role of Mayor and Chair of Council is increasingly onerous, yet is also fege
tenetur — bound together by law; and yet we must

Il.  provide a more efficient way of working.

Full Council is responsible in law for holding the Annual Council meeting which will
include the election of the Mayor and Deputy Mayor annually; the election of members
to sit on the Standing Committees; and the chair and vice chair of that committee for
each Municipal Year. They are also required by law to agree the annual accounts and
the annual budget/precept setting.

Standing Committees are delegated responsibility via the Full Council through the
Terms of Reference, and they can, if they so wish, set up Working Parties and/or Task
& Finish Groups to consider specific projects of the Council.

The Role of Mayor/Chairman of Council =

One question that has been raised with the'Clé‘rk from Members is whether or not the
roles of Mayor and Chairman of the Council could be séparated. The purpose of this
question is to establish whether a new role could be created to replace the role of

Council Chairman, whilst keeping a Mayoral role.

The Local Government Act 1972 s 245(6) states that the Chairman of the Council (and
Deputy) has the right to use the title Mayor (and Deputy) but there is no power for them
to confer those rights to any other person. The legislation goveming parish/town
councils is specific to the sector (i.e. parish and towns) and not for principle authorities
such as Herefordshire Council where control rests with whatever political party is
elected. L=

If the Parish/Town Council are holding a Council meeting it is a legal requirement for
the Chairman/Mayor to Chair the ‘meeting if in attendance, or their Deputy in their
absence. It is not lawful for another Councillor to chair the meeting if either the
Chairman/Mayor or Deputy are present.

Some Parish/Town Councils have created a role within their council of a “‘Leader”,
however in the publication “Local Council's Explained” a Leader of a Parish/Town
Council is defined as a ¢ouncillor who is selected from and among the group of
councillors in the local council that has the political majority. Indeed, in the Clerk’s
previous post the council was made up of political party membership and each year
they elected the leader of the majority party to be the Leader of the Town Council.

However, it should be noted that politics is not formally recognised in the Parish/Town
Council sector, as this can sometimes present challenges for councillors who serve on
both parish/town and principal authorities.
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Suggestion for Alternative Commitiee Structure

The Chairs of the current committees asked the Clerk to review the Council’'s current
structure using research of a comparable council in Herefordshire. Of particular
interest was the committee structure, terms of reference and scheme of delegation
adopted by Ross Town Council. Ross Town Council had recently established that a
number of other parish/town councils had moved to a structure in which the role of
Mayor was externally facing, and in which they created a new role (Chairman of a
committee of all councillors). The role of this committee is to oversee the internal
running of the Council, and many councils have entitled this the Management

Committee.

The Role and Scope of The Management Committee

1.

The Management Commitiee oversees the mternal workmgs and responsibilities
of the Council.

All councillors are members of The Manééement Committee.

There are monthly meetings of The Management Committee except when there
are meetings of full Council, chaired by the Mayor.

Full Council meets at least three times a year to: :

V.

elect a Mayor/Chair of the Council and a Deputy Mayor/Chair of the
Council, establish Standing Committees; elect members for Standing
Committees; and establish Terms of Reference for the Management
Committee.

set an annual budget and precept and for any purpose of reporting to
Herefordshlre County Council; -

adopt and sign the Annual Accounts for External Audit purposes;
debate and determine matters of major policy or of sufficient interest
that does not meet the Terms of Reference of any other meeting, and
that should be suitably debated by Ful| Council; and

make byelaws. =

5. Full Council delegates all powers to the Management Committee except those
setoutin ltems 4.ivto4.v.

The Role and Scope of Other Standing Committees and the Town Clerk

1. The current standing committees will continue with the same powers delegated by
Full Council in 2022/23 but in future delegated by The Management Committee.
Any meeting of a Standing Committee between the first Annual Council Meeting
and the first meeting of The Standing Committee (e.g. Planning, Economy &
Tourism Committee) will be delegated the current (2022/23) powers at the first
Annual Meeting of Full Council.

A2
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2. The standing committees will be:

i.  Environment & Leisure Committee;
ii.  Planning, Economy & Tourism Committee;
iii. ~ Finance, Policy & General Purposes Committee; and
iv.  Personnel Committee. Membership will be the Chairs or Vice-Chairs of
the Standing committees, chaired by the Chair or Deputy Chair of The
Management Committee. Meetings will be called ad. hoc as needed.

3. The Management Committee will delegate appropriate powers similar to those
delegated in (2022/23) to the standing committees but it is intended that full
financial powers within the budget set by Full Council, will be fully delegated to the
Standing Committees. :

4. Standing Committees will establish Working Groups and set their Terms of
Reference. However, it is envisioned that much of the current work undertaken by
working groups will be subsumed into the regular meetings of standing committees

to shorten the decision-making processes.

5. Powers delegated to the Town Clerk will continue until the first meeting of The
Management Committee when current powers will be affirmed or revised. It is
envisaged that The Chair of The Management Committee will be the line manager
for The Town Clerk. LA R

6. The Mayor and Deputy Mayor will be ex-officio ‘members of all Standing
Committees and will have full voting rights and count towards quoracy.

Proposed Committee Structure

FULL COUNCIL/THE MANAGEMENT COMMITTEE

~ STANDING COMMITTEES
(Environment & Leisure; Finance, Policy & General Purposes: Planning, Economy &
Tourism aJd Resources)

WORKING PARTIES
(established by eagh standing committee)

TASK & FINISH MEETINGS
“(one off-meetings for one specific task)
Recommendations
1 That Council establish The Management Committee which will meet no later

than 14 days after the Annual Meeting.

2 That during this Annual Meeting elections will be held for a Chair and Deputy
Chair of The Management Committee.

3. That Council delegate full powers to The Management Committee except those
powers set out in items 4.i to 4.v of this report. Full terms of reference for The
Management Committee will be agreed at the next Full Council Meeting.

5
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4, That the Management Committee be delegated to review the Terms of
Reference for all Standing Committees at it’s first meeting.

24
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Ledbury Town Council

Standing Orders

Adopted 28.02.19
Amended 07.11.19
Updated 26.01.21
Updated 24.06.21
Reviewed 12.05.2022(Minute no. C598)
Next review 11.05.2022
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Introduction

These model standing orders update the National Association of Local Council (NALC)
model standing orders contained in “Local Councils Explained” by Meera Tharmarajah
(© 2013 NALC). Their publication contains new model standing orders which reference
new legisiation introduced after 2013 when the last model standing orders were
published.

How to use model standing orders

Standing orders are the written rules of a local council. Standing orders are essential
to regulate the proceedings of a meeting. A council may also use standing orders to
confirm or refer to various intemnal organisational and administrative arrangements.
The standing orders of a council are not the same as the policies of a council but
standing orders may refer to them.

Local councils operate within a wide statutory framework. NALC model standing orders
incorporate and reference many statutory réquirements to which councils are subject.
It is not possible for the model standing orders to contain or reference all the statutory
or legal requirements which apply to local councils. For example, it is not practical for
model standing orders to document all obligations under data protection legislation.
The statutory requirements to which a council is subject apply whether or not they are
incorporated in a council’s standing orders.

The model standing orders do not include model financial regulations. Financial
regulations are standing orders to regulate and control the financial affairs and
accounting procedures of a local council. The financial regulations, as opposed fo the
standing orders of a council, include most of the require’menté relevant to the councii’s
Responsible Financial Officer. Model financial regulations are available to councils in
membership of NALC. ; :

Drafting notes

Model standing orders that are in bold type contain legal and statutory requirements.
It is recommended that councils adopt them without changing them or their meaning.
Model standing orders not in bold are designed to help councils operate effectively but
they do not contain statutory requirements so they may be adopted as drafted or
amended to suit a council’s needs. It is NALC's view that all model standing orders will
generally be suitable for councils.

For convenience, the word “councillor” is used in model standing orders and, unless
the context suggests otherwise, includes a non-cquncillor with or without voting rights.

A model standing order that includes brackets like their {( )’ requires information to be
inserted by a council. A model standing order that includes brackets like their [ 1' and
the term ‘OR' provides alternative options for a council to choose from when
determining standing orders. '

3
Fﬁ%ﬂofﬁso



" Rules of debate at meetings

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

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

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

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

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

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

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

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

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

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

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

A councillor may not move more than one amendment to an original or
substantive motion.

The mover of an amendment has no right of reply at the end of debate on it.

Where a series of amendments to an original motion are carried, the mover of
the original motion shall have a right of reply either at the end of debate on the
first amendment or at the very end of debate on the final substantive motion
immediately before it is put to the vote.

Unless permitted by the chairman of the meeting, a councillor may speak once
in the debate on a motion except:
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i to speak on an amendment moved by another councillor;

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

iii. to make a point of order;
iv. to give a personal explanation; or
v. to exercise aright of reply.

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

A point of order shall be decided by the chairman of the meeting and their
decision shall be final.

When a motion is under debate, no other motion shall be moved except:
i. fo amend the motion;

ii. to proceed to tﬁe next business;

ii. toadjourn the debate;

iv. to putthe motion to a vote;

v. to ask a person to be no longer heard or to leave thé meefing;

vii torefera rhotion to a committee or sub-cdmmittee for consideration;
vii. to éxclude the public and préss;

viii. to adjourn the meeting; or

ix. to suspend particular standing order(s) excepting those which reflect
mandatory statutory or legal requirements.

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

Excluding motions moved under standing order 1(r), the contributions or
speeches by a councillor shall relate only to the motion under discussion and
shall not exceed 5 minutes without the consent of the chairman of the meeting.
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Disorderly conduct at meetings

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

If person(s) disregard the request of the chairman of the meeting to moderate or
improve their conduct, any councillor or the chairman of the meeting may move
that the person be no longer heard or be excluded from the meeting. The motion,
if seconded, shall be put to the vote without discussion.

If a resolution made under standing order 2(b) is ignored, the chairman of the
meeting may take further reasonable steps to restore order or to progress the
meeting. Their may include temporarily suspending or closing the meeting.

Meetings generally

Full Council meetings °
Committee meetings ®
Sub-committee meetings

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

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

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

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

Members of the public may make representations, answer questions and give
evidence at a meeting which they are entitled to attend in respect of the
business on the agenda.

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

Subject to standing order 3(f), a member of the public shall not speak for more
than 5 minutes.
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In accordance with standing order 3(e), a question shall not require a response
at the meeting nor start a debate on the question. The chairman of the meeting
may direct that a written or oral response be given.

A person shall raise their hand when requesting to speak and stand when
speaking (except when a person has a disability or is likely to suffer
discomfort). The chairman of the meeting may at any time permit a person to
be seated when speaking.

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

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

Subject to standing order 3(m), a person who attends a meeting is
permitted to report on the meeting whilst the meeting is open to the
public. To “report” means to film, photograph, make an audio recording
of meeting proceedings, use any other means for enabling persons not
present to see or hear the meeting as it takes place or later or to report
or to provide oral or written commentary about the meeting so that the
report or commentary is available as the meeting takes place or later to
persons not present.

A person present at a meeting may not provide an oral report or oral
commentary about a meeting as it takes place without permission.

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

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

The Chairman of the Council, if present, shall preside ata meeting. If the
Chairman is absent from a meeting, the Vice-Chairman of the Council (if
there is one) if present, shall preside. If both the Chairman and the Vice-
Chairman are absent from a meeting, a councillor as chosen by the
councillors present at the meeting shall preside at the meeting.

Subject to a meeting being quorate, all questions at a meeting shall be
decided by a majority of the councillors and non-counciliors with voting
rights present and voting.
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The chairman of a meeting may give an original vote on any matter put to
the vote, and in the case of an equality of votes may exercise their casting
vote whether or not they gave an original vote.

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

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

The minutes of a meeting shall include an accurate record of the following:
i. the time and place of the meeting;

i, the names of councillors who are present and the names of councillors
who are absent:

il.  interests that have been declared by councillors and non-councillors with
voting rights;

iv.  the grant of dispensations (if any) to councillors and non-councillors with
voting rights;

V. whether a councillor or non-councillor with voting rights left the meeting
when matters that they held interests in were being considered:;

vi. iftherewasa public participation session; and
vii.  the resolutions made.

A councillor or a non-councillor with voting rights who has a disclosable
Pecuniary interest or another interest as set out in the Council's code of
conduct in a matter being considered at a meeting is subject to statutory
limitations or restrictions under the code on their right to participate and
vote on that matter.

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

See standing order 4d(viii) for the quorum of a committee or sub-committee
meeting.
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If a meeting is or becomes inquorate no business shall be transacted
and the meeting shall be closed. The business on the agenda for the meeting
shall be adjourned to another meeting.

A mesting shaﬂ not exceed a period of 2.5 hours (2 hours plus no more than
30 minutes extra to complete the business on the agenda)

Committees and sub-committees

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

The members of a committee may include non-councillors unless itis a
committee which regulates and controls the finances of the Council.

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

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

i shall determine their terms of reference;

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

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

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

v. may, subject to standing orders 4(b) and (c), appoint and determine the
terms of office of the substitute members to a committee whose role is 10
replace the ordinary members at a meeting of a committee if the ordinary
members of the committee confirm to the Proper Officer ( ) days before
the meeting that they are unable to attend;

vi. shall, afterithas appointed the members of a standing committee, appoint
the chairman of the standing committee;

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

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

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

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

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

Xii. may dissolve a committee or a sub-committee.
Ordinary council meetings

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

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

if no other time is fixed, the annual meeting of the Council shalj take place
at 6pm.

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

The first business conducted at the annual meeting of the Council shal be
the election of the Chairman and Vice-chainnan'(if there is one) of the
Council. '

The Chairman of the Council, unless they have resigned or becomes
disqualified, shall continue in office and preside at the annual meeting until
their successor is elected at the next annual meeting of the Council.

The Vice-Chairman 'of the Council, if there is one, unless they resigns or
hecomes disqualified, shail hold office until immediately after the election
of the Chairman of the Council at the next annual meeting of the Councii.

In an election vear, if the current Chairman of the Council has not been re-
elected as a member of the Council, they shall preside at the annual
meeting until a successor Chairman of the Council has been elected. The
current Chairman of the Council shali not have an original vote in respect
of the election of the new Chairman of the Council but shall give a casting
vote in the case of an equality of votes.
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Following the election of the Chairman of the Council and Vice-Chairman (if there
is one) of the Council at the annual meeting, the business shall include:

i.

vi.
vii.

viil.

Xi.

xii.

Xiii.

Xiv.

XV.

Xvii.

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

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

Receipt of the minutes of the last meeting of a committee;
Consideration of the recommendations made by a commitiee;

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

Review of the terms of reference for committees;
Appointment of members to existing committees;
Appointment of any new committees in accordance with standing order 4;

Review and adoption of appropriate standing orders and financial
regulations;

Review of arrangements (including legal agreements) with other local
authorities, not-for-profit bodies and businesses.

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

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

Review of inventory of l[and and other assets including buildings and office
equipment;

Confirmation of arrangements for insurance cover in respect of all
insurable risks;

Review of the Council's and/or staff subscriptions to other bodies;
Review of the Council's complaints procedure;

Review of the Council’s policies, procedures and practices in respect of
its obligations under freedom of information and data protection
legislation (see also standing orders 11, 20 and 21);
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xviii. Review of the Council’s policy for dealing with the press/media;
XiX. Review of the Council’s employment policies and procedures;

xX. Review of the Council's expenditure incurred under s.137 of the Local
Government Act 1972 or the general power of competence.

xxi. Determining the time and place of ordinary meetings of the Council up to
and including the next annual meeting of the Council.

Extraordinary meetings of the council, committees and sub-committees

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

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

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

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

Previous resolutions

A resolution shall not be reversed within six months except either by a special
motion, which requires written notice by at least 6 councillors to be given to the
Proper Officer in accordance with standing order 9, or by a motion moved in
pursuance of the recommendation of a committee or a sub-committee.

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

Voting on appointments

Where more than two persons have been nominated for a position to be filled by
the Council and none of those persons has received an absolute majority of votes
in their favour, the name of the person having the least number of votes shall be
struck off the fist and a fresh vote taken. Their process shall continue until a
majority of votes is given in favour of one person. A tie in votes may be settled
by the casting vote exercisable by the chairman of the meeting.
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10.

Motions for a meeting that require written notice to be given to the proper
officer

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

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

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

If the Proper Officer considers the wording of a motion received in accordance
with standing order 9(b) is not clear in meaning, the motion shall be reiected until
the mover of the motion resubmits it, 0 that it can be understood, in writing, to
the Proper Officer at least 7 clear days before the meeting.

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

The decision of the Proper Officer as to whether or not to incmde the motion on
the agenda shall be final.

Motions received shall be recorded and numbered in the order that they are
received.

Motions rejected shall be recorded with an explanation by the Proper Officer of
the reason for rejection. '

Motions at a meeting that do not require written notice

The following motions may be moved at a meeting without written notice 1o the
Proper Officer:

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

ii. tomove toavote;

ii. to defer consideration of a motion;

iv. torefer amotiontoa particular committee or sub-committee;
v. to appoint a personto preside at a meeting;

vi. to change the order of business on the agenda;
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11.

vil.  to proceed to the next business on the agenda;

viil.  to require a written report;

iX.  to appoint a committee or sub-committee and their members;
X. 1o extend the time limits for speaking;

Xi.  toexclude the press and public from a meeting in respect of confidential
or other information which is prejudicial to the public interest;

Xii.  to not hear further from a councillor or a member of the public;
xiii.  to exclude a councillor or member of the public for disorderly conduct;
xiv. fo temporarily suspend the meeting;

Xv.  to suspend a particular standing order (unless it reflects mandatory
statutory or legal requirements);

xvi. to adjourn the meeting; or
xvil. to close the meeting.

Management of information

See also standing order 20.

a

The Council shall have in place and keep under review, technical and
organisational measures to keep secure information (including persconal

personal data,

The Council shali have in place, and keep under review, policies for the
retention and safe destruction of all information {including personal data)
which it holds in paper and electronic form. The Council’s retention policy
shall confirm the period for which information (including personal data)
shall be retained or if their is not possible the criteria used to determine
that pericd (e.g. the Limitation Act 1980).

The agenda, Papers that support the agenda and the minutes of a meeting
shall not disclose or otherwise undermine confidential information or
personal data without legal justification.

Councillors, staff, the Council's contractors and agents shaii not disclose
confidential information or personal data without legal justification.
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12.

13.

Draft minutes

Full Council meetings ®
Committee meetings e
Sub-committee meetings 2

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

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

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

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

“The chairman of their meeting does not believe that the minutes of
the meeting of the ( ) held on [date] in respect of ( ) were a correct
record but their view was not upheld by the meeting and the minutes
are confirmed as an accurate record of the proceedings.”

If the Council’s gross annual income or expenditure {whichever is
higher) does not exceed £25,000, it shall publish draft minutes on a
website which is publicly accessible and free of charge not later than
one month after the meeting has taken place.

Subject to the publication of draft minutes in accordance with standing order
12(e) and standing order 20(a) and following a resolution which confirms the
accuracy of the minutes of a meeting, the draft minutes or recordings of the
meeting for which approved minutes exist shall be destroyed.

Code of conduct and dispensations

See also standing order 3(u).

a

All counciliors and non-councillors with voting rights shall observe the code of
conduct adopted by the Council.

Unless he has been granted a dispensation, a councillor or non-councillor with
voting rights shall withdraw from a meeting when it is considering a matter in
which he has a disclosable pecuniary interest. He may return to the meeting after
it has considered the matter in which he had the interest.
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14.

Unless he has been granted a dispensation, a councillor or non-coungillor with
voting rights shall withdraw from a meeting when it is considering a matter in
which he has another interest if so required by the Councif's code of conduct. He
may return to the meeting after it has considered the matter in which he had the
interest.

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

A decision as to whether to grant a dispensation shall be made [by the Proper
Officer] OR [by a meeting of the Council, or committee or sub-committee for
which the dfspensation is required] and that decision is final.

A dispensation request shall confirm:

i. the description and the nature of the disclosable pecuniary interest or other
interest to which the request for the dispensation relates;

ii. whether the dispensation is required to participate at a meeting in a
discussion only or a discussion and a vote;

ii.  the date of the meeting or the period (not exceeding four years) for which
the dispensation is sought; and

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

Subject to standing orders 13(d) and (f), a dispensation request shall be
considered at the beginning of the meeting of the Council, or committee or sub-
committee for which the dispensation is required]. ;

A dispensation may be granted in accordance with standing order 13(e} if
having regard to all relevant circumstances any of the following apply:

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

ii. granting the dispensation is in the interests of persens living in the
Councii’s area; or

iii. itis otherwise appropriate to grant a dispensation.
Code of conduct complaints

Upon notification by the District or Unitary Council that it is dealing with a
complaint that a councillor or non-councillor with voting rights has breached the
Council’s code of conduct, the Proper Officer shall, subject to standing order 11,
report this to the Council.
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15.

Where the notification in standing order 14(a) relatestoa complaint made by the
Proper Officer, the Proper Officer shali notify the Chairman of Council of this fact,
and the Chairman shall nominate another staff member to assume the duties of
the Proper Officer in relation to the complaint until it has been determined and
the Council has agreed what action, if any, to take in accordance with standing
order 14(d).

The Council may:

i provide information or evidence where such disclosure is necessary to
investigate the complaint or is a legal requirement;

i  seek information relevant to the complaint from the person or body with
statutory responsibility for investigation of the matter;

Upon notification by the District or Unitary Council that a councillor or non-
councillor with voting rights has breached the Council’s code of conduct,
the Council shall consider what, if any, action to take against them. Such
action excludes diSquaIiﬁcatidn or suspension from office.

Proper officer

The Proper Officer shall be either (i) the clerk or (i) other staff member(s)
nominated by the Council to undertake the work of the Proper Officer when the
Proper Officer is absent. ' ; ‘

The Proper Officer shall:

i at least three clear days before a meeting of the council, a committee
_or a sub-committee, :

'« serve on councillors by delivery or post at their residences or by
email authenticated in such manner as the Proper Officer thinks
fit, a signed summons confirming the time, place and the agenda
(provided the councillor has consented to service by email), and

o Provide, in a conspicuous place, public notice of the time, place
and agenda (provided that the public notice with agenda of an
extraordinary meeting of the Council convened by councillors is
signed by them).

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

i. subject to standing order 9, include on the argenda all motions in the order
received unless a coungillor has given written notice at least 3 days before
the meeting confirming their withdrawal of it;

i. convene ameeting of the Council for the election of a new Chairman
of the Council, occasioned by a casual vacancy in their office;

iv. facilitate inspection of the minute book by local government electors;
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16.

Vi.
vii.

viil.,

Xi:

Xii.

Xiii.

Xiv.

XVii.

receive and retain copies of byelaws made by other local authorities;
hold acceptance of office forms from councillors:
hold a copy of every councillor’s register of interests;

assist with responding to requests made under freedom of information
legislation and rights exercisable under data protection legistation, in
accordance with the Council's relevant policies and procedures;

liaise, as appropriate, with the Council's Data Protection Officer (if there is
one);

receive and send'general correspondence and notices on behalf of the
Council except where there is a resolution to the contrary:

assist in the organisation of, storage of, access to, security of and
destruction of information held by the Council in paper and electronic form
subject to the requirements of data protection and freedom of information
legislation and other legitimate requirements (e.g. the Limitation Act 1980);

arrange for legal deeds to be executed;
(see also standing order 23);

financial regulaﬂons;

record every planning application notified to the Council and the Councit's
response to the !oca_l planning authority in a book for such purpose;

refer a planning application received by the Council to the Chaiman or in
their absence the Vice-Chairman (ifthere is one) of the planning committee
within two working days of receipt to facilitate an extraordinary meeting if
the nature of a planning application requires consideration before the next
ordinary meeting of the planning committee]_;

manage access -to information about the Council via the publication
scheme; and

retain custody of the seal of the Council (if there is one) which shall not be
used without a resolution to that effect.
(see also standing order 23).

Responsible financial officer

The Council shall appoint appropriate staff member(s) to undertake the work of
the Responsible Financial Officer when the Responsible Financial Officer is
absent.
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17.

i8.

Accounts and accounting statements

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

All payments by the Council shall be authorised, approved and paid in
accordance with the law, proper practices and the Coungil's financial reguiations.

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

i the Council’'s receipts and payments (or income and expenditure) for each
quarter;

ii. the Councils aggregate receipts and payments (or income and
expenditure) for the year to date;

ii.  the balances held at the end of the quarter being reported and

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

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

I each councillor with a statement summarising the Councii:'s receipts and
payments (or income and expenditure) for the last quarter and the year to
date for information; and

i. tothe Councilthe accounting statements for the year in the form of Section
2 of the annual governance and _accountabiﬁty return, as required by proper
practices, for consideration and approval.

The year-end accounting statements shall be prepared in accordance with
proper practices and apply the form of accounts determined by the Council
(receipts and payments, or income and expenditure) for the year to 31 March. A
completed draft annual governance and accountability return shall be presented
to all councillors at least 14 days prior to anticipated approval by the Council.
The annual governance and accountability return of the Council, which is subject
to external audit, including the annual governance statement, shall be presented
to the Council for consideration and formal approval before 30 June.

Financial controls and procurement

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

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

ii. the assessmentand management of financial risks faced by the Council;

0 O

Page 64 of 180



iii.  the work of the independent internal auditor in accordance with proper

iv. the inspection and'copynng by councillors and local electors of the Council's
accounts and/or orders of payments; ang

circumstances are exempt from 3 tendering process or procurement
exercise. '

website regardless of what other means it uses to édvertise the
opportunity unless jt Proposes to use an existing list of 3 Pproved suppliers
(framework agreement).

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

ii.  an invitation to tender shall be drawn up to confirm () the Council's
specification (ji) the time, date and address for the submission of tenders

encourage or support their tender outside the prescribed process;

fil.  the invitation to tender shall be advertised in alocal newspaper and in
any other manner that is appropriate; '

iv.  tenders are to pe submitted in writing in a sealeq marked envelope
addressed to the Proper Officer:

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

vi.  tenders are to be reported to and considered by the appropriate meeting

responsibility.
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19.

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

A public contract regulated by the Public Contracts Regulations 2015 with
an estimated value in excess of £189,330 for a public service or supply
contract or in excess of £4,733,252 for a public works contract; or £663,540
for a social and other specific services contract {or other thresholds
determined by the European Commission every two years and published
in the Official Journal of the European Union (OJEU)) shall comply with the
relevant procurement procedures and other requirements in the Public
Contracts Regulations 2015 which include advertising the contract
opportunity on the Contracts Finder website and in OJEU.

A public contract in connection with the supply of gas, heat, electricity,
drinking water, transport services, or postal services to the public; or the
provision of a port or airport; or the exploration for or extraction of gas, oil
or solid fuel with an estimated value in excess of £378,660 for a supply,
services or design contract; or in excess of £4,733,252 for a works
contract; or £663,540 for a social and other specific services contract (or
other thresholds determined by the European Commission every two years
and published in OJEU) shall comply with the relevant procurement
procedures and other requirements in the Utilities Contracts Regulations
2016, i

Handling staff matters

A matter personal to a member of staff that is being considered by a meeting of
the Resources committee is subject to standing order 11.

Subject to the Council's policy regarding absences from work, the Council's most
senior member of staff shall notify the chairman of the Resources or, if they are
not available, the vice-chairman (if there is one) of te Resources committeeof
absence occasioned by illness or other reason and that person shall report such
absence Resources committee at its next meeting.

The chairman of Resources committee or in their absence, the vice-chairman
shall upon a resolution conduct a review of the performance and annual
appraisal of the work of the Clerk. The reviews and appraisal shall be reported
in writing and are subject to approval by resolution by Resources commitiee.

Subject to the Council's policy regarding the handling of grievance matters, the
Council’s most senior member of staff (or other members of staff) shall contact the
chairman of -Resources commitiee or in their absence, the vice-chairman of
Resources committee in respect of an informal or formal grievance matter, and
their matter shall be reported back and progressed by resolution of the Resources
committee. '

Subject to the Council’'s policy regarding the handling of grievance matters, if an
informal or formal grievance matter raised by the Clerk relates to the chairman
or vice-chairman of the Resources committee, this shall be communicated to
another member of the Resources committee], which shall be reported back and
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20.

progressed by resolution of the Resources committee.

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

In accordance with standing order 11(a), persons with line management
responsibilities shall have access to staff records referred to in standing order

19(f). '

Responsibilities to provide information

See also standing order 21, -

a

21.

In accordance with freedom of informati_on legislation, the Council shali
publish information in accordance with its publication scheme and
respond to requests for information held by the Council.

[/f gross annual income or expenditure (whichever is higher) does not exceed

£25,000] The Council shall publish information in accordance with the
requirements of the Smaller Authorities (Transparency Requirements)
(England) Regulations 2015, o '

OR

[if gross annual income or expenditure (whichever js the higher) exceeds
'£200,000] The Council, shali publish information in accordance with the
requirements of the Local Government (Transparency Requirements)
{England) Regulations 2015 '

Responsibilities under data protection legislation

Below is not an exclusive list. See also standing order 11.

a

The Council may appoint a Data Protection Officer.

The Council shall have policies and procedures in place. to respond to an
individual exercising statutory rights concerning their personal data,

The Council shall have a writien policy in place for responding fo and
managing a perseonal data breach.

The Council shali keep a record of all personal data breaches comprising
the facts relating to the personal data breach, its effects and the remedial
action taken.

The Council shall ensure that information communicated in its privacy
notice(s) is in an easily accessible and available form and kept up to date.

The Council shall maintain g written record of its processing activities.
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22.

23.

Relations with the press/media

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

Execution and sealing of legal deeds

See also standing orders 15(b)(xii) and (xvii).

a

24.

25.

26.

A legal deed shall not be executed on behalf of the Council untess authorised by
a resolution.

Subject to standing order 23(a), any two councillors may sign, on behalf of
the Council, any deed required by law and the Proper Officer shall witness
their signatures.

The above is applicable to a Council without a common seal.
Communicating with district and county or unitary councillors

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

Unless the Council determines otherwise, a copy of each letter sent to the District
and County Council OR Unitary Council shall be sent to the ward councillor(s)
representing the area of the Council.

Restrictions on councillor activities
Unless duly authorised no counciflor shall:

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

ii. issue orders, instructions or directions.
Standing orders generaily

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

A motion to add to or vary or revoke one or more of the Council's standing orders,
except one that incorporates mandatory statutory or legal requirements, shall be
proposed by a special motion, the written notice by at least 6 councillors to be
given to the Proper Officer in accordance with standing order 9.

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

The decision of the chairman of a meeting as to the application of standing orders
at the meeting shall be final.
s 6%
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These Financial Regulations were adopted by the council at its meeting held on 28 February

2019.

1. General

)

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

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

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

The council's accounting control systems must include measures:

e for the timely production of accounts;

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

 identifying the duties of officers.

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

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

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

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

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

1 Model Standing Orders for Councils (2018 Edition) is available from NALC (SNALC 2018)

=

Page 71 of 180



1.9,

1.10.

1.11.

1.12.

The RFQ;

e acts under the policy direction of the council;

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

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

¢ ensures the accounting control systems are observed:;

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

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

s produces financial management information as required by the council.

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

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

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

* arecord of the assets and liabilities of the council; and

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

The accounting control systems determined by the RFO shall include:

® procedures to ensure that the financial transactions of the council are
recorded as soon as reasonably practicable and as accurately and
reasonably as possible: '

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

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

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

® measures to ensure that risk is properly managed.
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1.14.

1A5:

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

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

¢ approving accounting statements;

e approving an annual governance statement;

e borrowing;

¢ writing off bad debts;

e declaring eligibility for the General Power of Competence; and

e addressing recommendations in any report from the internal or external
auditors, shali be a matter for the full council only.

In addition, the councii must:

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

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

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

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

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

Accounting and audit (infternal and external)

21.

2.2.

2.3.

All accounting procédures and ﬁnanc'ia! records of the council shall be
determined by the RFO in accordance with the Accounts and Audit
Regulations, appropriate guidance and proper practices.

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

The RFO shall complete the annual statement of accounts, annual report, and
any related documents of the council contained in the Annual Return (as
specified in proper practices) as soon as practicable after the end of the
financial year and having certified the accounts shall submit them and report

5
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2.4,

2.5

26

2.7.

2.8.

2.9.

2.10.

thereon to the council within the timescales set by the Accounts and Audit
Reguilations,

supply the RFO, internal auditor, or external auditor with such information and
explanation as the council considers necessary for that purpose.

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

The internal auditor shall:

* be competent and independent of the financial operations of the council;

® report to council in writing, or in person, on g regular basis with a minimum
of one annuai written report during each financial year:

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

* has no involvement in the financial decision making, management or
control of the council.

Internal or external auditors may not under any circumstances:

® perform any operational duties for the council;

e initiate or approve ac_:countihg transactions; or

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

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

The RFO shall make arrangements for the exercise of electors’ rights in relation
to the accounts including the opportunity to inspect the accounts, books, and

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

Annual estimates (budget) and forward planning

3.1.

Each committee (if any) shall review its three-year forecast of revenue and
capital receipts and payments. Having regard to the forecast, it shall thereafter
formulate and submit proposals for the following financial year to the council
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3.2

3.3.

3.4.

3.5.

not later than the end of November each year including any proposals for
revising the forecast.

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

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

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

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

Budgetary control and authority to spend

41.

42

4.3.

4.4,

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

+ the council for all items over £5,000;

o a duly delegated committee of the council for items over £500; or

e the Clerk, in conjunction with Chairman of Council or Chairman of the
appropriate committes, for any items below £500.

Such au_th_ority is to be evidenced by a minute or by an authorisation slip duly
signed by the Clerk, and where necessary also by the appropriate Chairman.

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

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

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

The salary budgets are to be reviewed at least annually in October for the
following financial year and such review shall be evidenced by a hard copy

7
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4.5.

4.6.

4.7.

4.8.

4.9.

schedule signed by the Clerk and the Chairman of Council or relevant
committee. The RFO will inform committees of any changes impacting on their
budget requirement for the coming year in good time. '

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

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

borrowing approval has been obtained.

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

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

Changes in earmarked réserves shali be approved by council as part of the
budgetary control process.

Banking arr_ang_eménts and authorisation of payments

5.1.

5.2

The council's banking arrangements, including the bank mandate, shall be
made by the RFO and approved by the council; banking arrangements may not
be delegated to a cornmittee. They shall be regularly reviewed for safety and
efficiency.

The RFO shall prepare a schedule of payments requiring authorisation, forming
part of the Agenda for the Meeting and, together with the relevant invoices,
present the schedule to the Fi_nance, Policy & General Purposes Committee.

itself shall authorise payment by a resolution of the committee. The approved
schedule shall be ruled off ahd initialied by the Chairman of the Meeting. A
detailed list of al payments shall be disclosed within or as an attachment to the
minutes of the meeting at which payment was authorised. Personal payments
(including salaries, wages, expenses and any payment made in relation to the
termination of a contract of employment) may be summarised to remove public
access to any personal information.

8
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5.3.

5.4.

5.5.

5.6.

7.

5.8.

5.9.

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

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

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

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

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

¢) fund transfers within the councils banking arréngements up to the sum of
£10,000, provided that a list of such payments shall be submitted to the next
appropriate meeting of council or finance committee.

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

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

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

Members are subject to the Code of Conduct that has been adopted by the
council and shall comply with the Code and Standing Orders when a decision
to authorise or instruct payment is made in respect of a matter in which they

9
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5.10.

5.11.

have a disclosable pecuniary or other interest, unless a dispensation has been
granted.

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

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

Instructions for the making of payments

6.1.

6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

6.8.

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

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

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

Cheques or orders for payment drawn on the bank account in accordance with
the schedule as presented to council or commitiee shall be signed by two
members of council and. countersigned by the Clerk, in accordance with a
resolution instructing that payment. A member who is a bank signatory, having
a connection by virtue of family or business relationships with the beneficiary

of a payment, should not, under normal circumstances, be a signatory to the

- Payment in question

To indicate agreement of the details shown on the cheque or order for payment

with the counterfoil and the invoice or similar documentation, the signatories
shall each also initial the cheque counterfoil.

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

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

If thought appropriate by the council, payment for certain items (principally
salaries) may be made by banker’s standing order provided that the instructions
are signed, or otherwise evidenced by two members are retained and any
payments are reported to council as made. The approval of the use of a
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6.9.

6.10.

6.11.

6.12.

6.13.

6.14.

6.15.

6.16.

banker's standing order shall be renewed by resolution of the council at least
every two years.

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

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

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

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

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

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

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

Acéess to any internet banking accounts will be directly to the access page
(which may be saved under “favourites”), and not through a search engine or
e-mail link. Remembered or saved passwords facilities must not be used on

11
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6.17.

6.18.

6.19.

6.20.

6.21.

6.22

6.23

6.24

any computer used for council banking work. Breach of this Regulation will be
treated as a very serious matter under these regulations.

Changes to account details for suppliers, which are used for internet banking
may only be changed on written hard copy notification by the supplier and
supported by hard copy authority for change signed by two members and the
Clerk. A programme of regular checks of standing data with suppliers will be
followed. |

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

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

The Clerk and Debuty Clerk will each be issued with a credit card with a limit
of £1,000 per card.

The credit cards will be kept locked in the Council safe when not in use.

All purchased on the credit card will be made in accordance with Financial
Reguiation 4 above “Budgetary Control and Authority to Spend” and no
purchase shall be made on the credit card without prior knowledge and
approval by the Clerk or Deputy Clerk in their absence.

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

a) The RFO shall maintain a petty cash float of £250 for the purpose of
defraying operational and other expenses. Vouchers for payments
made from petty cash shall be kept to substantiate the payment.

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

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

12
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7.2

7.3.

74.

5.

7B,

.

748

Payment of salaries

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

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

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

Each and every payment to employees of net salary and to the appropriate
creditor of the statutory and discretionary deductions shall be recorded in a
separate confidential record (confidential cash book). This confidential record
is not open to inspection or review (under the Freedom of Information Act 2000
or otherwise) other than:

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

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

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

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

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

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

13
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Loans and investments

8.1.

8.2.

8.3.

8.4.

g.5.

8.6.

8.7

8.8.

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

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

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

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

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

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

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

Payments in respect of short term or long-term investments, including transfers
between bank accounts held in the same bank, or branch, shall be made in
accordance with Regulation 5 {(Authorisation of payments) and Regulation 8
(Instructions for payments).

Income

9.1.

9.2.

9.3.

94.

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

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

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

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

14
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10.

9.5.

9.6.
9.7.

9.8,

8.9.

9.10.

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

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

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

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

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

Any income arising which is the property of a charitable trust shall be paid into
a charitable bank account. Instructions for the payment of funds due from the
charitable trust to the council (to meet expenditure already incurred by the
authority) will be given by the Managing Trustees of the charity meeting
separately from any council meeting (see also Regulation 16 below).

Orders for work, goods and services

10.1.

10.2.

10.3.

10.4.

10.5.

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

Order books shall be controlled by the RFO.

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

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

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

15
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10.6  Quotes for sustainable and/or renewable goods and from eco/green suppliers
will be sought in the first instance.

11. Contracts
11.1.  Procedures as to contracts are laid down as follows:

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

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

ii. for specialist services such as are provided by legal professionals
acting in disputes;

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

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

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

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

vii. Quotes for sustainable and/for renewable goods and from
eco/green suppliers will be sought in the first instance.

b) Where the council intends to procure or award a public supply contract,
_public service contract or public works contract as defined by The Public
Contracts Regulations 2015 (“the Regulations”) which is valued at
£25,000 or more, the council shall comply with the relevant
requirements of the Regulations2.

=€) The full requirements of The Regulations, as applicable, shall be
followed in respect of the tendering and award of a public supply
contract, public service contract or public works contract which exceed
thresholds in The Regulations set by the Public Contracts Directive
2014/24/EU (which may change from time to time)2.

2 The Regulations require councils to use the Confracts Finder webslte to advertise contract opportunities, set out the
procedures to be followed in awarding new contracts and to publicise the award of new contracts
® Thresholds curently applicable are:

a) For public supply and public service contracts 209,000 Euros (£181,302)

b) For public works contracts 5,225,000 Euros (£4,551,413)
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d) When applications are made to waive financial regulations relating to

contracts to enable a price to be negotiated without competition the reason
shall be embodied in a recommendation to the council.

e)  Such invitation to tender shall state the general nature of the intended

contract and the Clerk shall obtain the necessary technical assistance to
prepare a specification in appropriate cases. The invitation shall in addition
state that tenders must be addressed to the Clerk in the ordinary course of
post. Each tendering firm shall be supplied with a specifically marked
envelope in which the tendér 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.

g) Any invitation to tender issued under this regulation shall be subject to

Standing Order 18, Financial Controls and Procurement and shall refer to
the terms of the Bribery Act 2020.

h)  When it is to enter into a contract of less than £25,000 in value for the

)]

supply of goods or materials or for the execution of works or specialist
services other than such goods, materials, works or specialist services as
are excepted as set out in paragraph (a) the Clerk or RFO shall obtain 3
quotations (priced descriptions of the proposed supply); where the value is
below £3.000 and above £100 the Clerk or RFO shall strive to obtain 3
estimates. Otherwise, Regulation 10.3 above shall apply.

i) The council shall not be obliged to accept the lowest or any tender, quote

or estimate.

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

12. -~ Payments under contracts for building or other construction works

12.1.

12.2.

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

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

17
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14.

12.3.

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

13. Stores and equipment

13.1.

13.2.

13.3.

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

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

Stocks shall be kept at the minimum levels consistent with operational

requirements.

13.4.

The RFO shall be re'sponsi'ble for periodic éhecks of stocks and stores at least
annually.

Assets, properties, and estates

14.1.

14.2.

14.3.

14.4.

14.5.

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

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

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

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

Subject only to the limit set in Regulation 14.2 above, no tangible moveable
property shall be purchased or acquired without the authority of the full council.
In each case a report in writing shall be provided to council with a full business
case.
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15.

16.

17.

14.6.

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

Insurance

15.1.

16.2.

Following the annual risk assessment (per Regulation 17), the RFO shall affect
all insurances and negotiate all claims on the council's insurers in consultation
with the Clerk.

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

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

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

15.5. 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, or duly

delegated committee.

Charities

16.1. 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.

Risk management

17.1.

12

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

When considering any new activity, the Clerk with the RFO shall prepare a draft
risk assessment including risk management proposals for consideration and
adoption by the council.
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18.

Suspension and revision of Financial Regulations

18.1.

18.2.

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

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

20
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LEDBURY TOWN COUNCIL

LOCAL GOVERNMENT ASSOCIATION MODEL COUNCILLOR CODE OF
CONDUCT - ADOPTED DECEMBER 2022

Definitions

For the purpose 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. s 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 commiitee 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. ltis also fo
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 fo 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 Pubiic Life, also known as the Nolan Principies.

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

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

I act with integrity and honesty
| act lawfully
| treat all persons fairly 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 intérests of the local community

I 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 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 or co-opted member.

The 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
* during online or telephone meetings
* in written communication

e in verbal communication

* - in non-verbal communication

[ ]

in electronic and social-media communication, posts, statements, and
comments.
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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 the Monitoring Officer on
any matters that may relate to the Code of Conduct. Town and parish councillors are
encouraged fo seek advice from their Clerk, who may refer matters to the Monitoring
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:
11  Treat other councillors and members of tfle public with respect;

1.2  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 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 the with local authority’s councillor/officer protocol.

Q\
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Bullying, harassment and discrimination

As a councillor:

21
2.2

2.3

| do not bully any person.
I do not harass any person.

| 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 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 counciller:

3.1

I do 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
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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

42.

4.3

| do not disclose information:

a. given to me in confidence by anyone;

b. acquired by me which | believe, or ought responsibly fo be
aware of, is of a confidential nature, unless;

i | have received the consent of a person authorised to
give it;
il. | am required by law to do so;

iii. the disclosure is made to a third 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 (or Clerk)

- prior to its release. :

| do not improperly use khowledge gained solely as a resulf of my
role as a councillor for the advancement of myself, my friends, my
family members, my employer, or my business interests.

| do not prevent anyone from getting information that they are
entitled to by law. '

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 it is 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.
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5.

Disrepute

As a councillor:

5.1

I do 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
councitlors and/or our local authority and may lower the public’s
confidence in your or your local authority’s ability to discharge yourfits
functions. For example, behaviour that is considered dishonest and/or
deceitful can bring your authority into disrepute.

Use of position

As a councillor:

6.1

I 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.

Use of local authority resources and facilities

As a councillor:

7.1

7.2

| do not misuse council resources.

! will, when using the resources of the local authority or authorising
their use by others:

a. act in accordance with the local autherity’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 counciilor.
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Examples include:

office support

stationery

equipment such as phones and computers

transport

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.

Complying with the Code of Conduct.

As a councillor:

8.1

8.2

8.3:

8.4

i undertake Code of Conduct training provided by my local
authority '

| cooperate with any Code of Conduct investigation and/or
Determination '

i do not intimidate or attempt to intimidate any person who is likely
to involved with the administration of any investigation or
proceedings ,

i comply with any sanction imposed on me foliowing 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 the
Monitoring Officer. '

Protecting your reputation and the reputation of the local authority.

interests

As a councilior:

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 ofthe authority.

You need to register your interests so that the public, local authority
employees and fellow councillors know which of our interests might give
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10.

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 mesting, 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 the
Monitoring Officer.

Gifts and hospitality

As a councillor:

10.1

10.2

10.3

I do not accept gifts or hospitality, irrespective of estimated vaiue,
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.

[ register with the Monftoring Officer (or Clerk) a ny gift or hospitality
with an estimated value of at least £50 within 28 days of its receipt.

I register with the Monitoring Officer (or Clerk) 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 councilior. The presumption should always be not to accept
significant gifts or hospitality. However, there may be times when such
a refusal may be difficuit 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 counciilor, 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 impartially, 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.

Leadershib — 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.
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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

“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.

1L 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.

2. A “sensitive interest” is an interest which, if disclosed, could lead to the
councillor, or a person connected within the councillor, being subject to violence
or intimidation.

3. Where you have 2 “sensitive interest” you must notify the Monitoring Officer
with the reasons why you believe it js a sensitive interest If the Monitoring
Officer agrees they will withhold the interest from the public register.

Non-participation in cases of disclosable Pecuniary interest

4. Where a matter arises at a meeting which directly relates to one of your

remain in the room unless you have been granted a dispensation. If it is g
“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. :

8. Where you have a disclosable pecuniary interest on a matter to be considered
or is being considered by you as a Cabinet Member, or in a Member executive
role, in exercise of your executive function, you must notify the Clerk of the
interest and must not take steps or further steps in the matter apart from
arranging for someone else to dea| with it.

Disclosure of Other Registerable interests
6. Where a matter arises at g meeting which directly relates to the financial

interest or welibeing of one of your Other Registerable Interests (as set out in
Table 2), you must disclose this interest. You may speak on the matter only if
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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 fo disclose the nature of the interest.

Disclosure of Non-Registerable interests

s

10.

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 meémbers 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. Ifit is a “sensitive interest’,
you do not have fo disclose the nature of the interest.

Where a matter arises at a meeting which affects:

a. Your own financial interest or well-being;

b. A financial interest or well-being of a relative or close associate; or

c. A financial interest or well-being of a body included under Other
Registerable 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 weli-being:

a. to a greater extent than it affects the financial interests of the majority of
inhabitants of the ward affected by decision, and

b. a reasonable member of the public knowing all the facts would believe that
it would affect your view of the sider 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 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 you have an Other Registerable Interest or Non-Registerable Interest
on a matter to be considered or is being considered by you as a Cabinet
Member, or in an executive role, in exercise of your executive function, you
must notify the Clerk 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) Regulations 2012

Subject

Description

Employment, office, trade,
profession, or vocation

Any employment, office, trade, 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 in carrying out their duties as a
councillor, or towards their 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 their spouse or civil partner or the person
with whom the councillor is living as if they
were spouses/civil partners (or a firm in
which such a person is a partner, or an
incorporated body of which such personisa
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 their 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
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Corporate Tenancies

Any tenancy where (to the councilior’s
knowledge)
(a) the landlord is the council; and
(b) the tenant is a body that the

councillor, or their spouse or civil
partner or 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

body were

(b) either
(i

(i)

Any beneficial interest in securities* of a

(a) that body (to the councillor's
knowledge) has a place of business
or land in the area of the council; and

the total nominal value of the
securities* exceeds £25,000
or one hundredth of the total
issued share capital of that
body; or

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

industrial and provident society.

»director” includes a member of the committee of management of an

“sacurities” 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.
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Table 2: Other Registerable 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 contro|

Or management and to which You are nominated or appointed by your
authority;

€) any body:
(M exercising functions of a public nature:
(i) directed to charitable purposes or;
(i)  one of whose principal purposes includes the influence of public
opinion or policy (including any political party or trade union);
(iv) __is not open to the public without formal membership.
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Gallagher

Insurance ] Risk Management | Consulting

Blenheim House

Private & Confidential 1-2 Bridge Street

Guildford
: Surrey
Ms Angela Price
, 4R

Ledbury Town Council RUITARY

Town Gouncil Offices Tel: 01483 462860

Ledbury

Herefordshire

HR8 1DH

www.ajg.com/uk

8th December 2021

Dear Ms Price,

Insurance Policy: AJG Community Schemes
Client Name: Ledbury Town Council

Client Reference Number: 21888087

Policy Reference:

Effective Date: 18/12/2021

Eurther io our recent renewal letter and any subsequent discussions, we are delighted that you have
chosen to renew your business through Gallagher.

In accordance with your instructions, or where we advised you that we have automatically renewed,
we have placed your insurances with the insurers shown below.

AJG Community  Hiscox Insurance

Schemes Company Limited £2 97465 £356.96 £50.00 £3,381.61

Significant Terms, Conditions, Warranties, Exclusions and Subjectivities

Your policy documents will record what is insured and against what Insured Perils (risks) apply.
along with details of any Warranties which sets out those things which you must make sure happen
or have in place at all times. Your cover may be subject to Exclusions and Endorsements, which set
out additionai Policy Terms which are particularly important. Please also consider any Conditions
with which you have to comply in order for your cover to be valid and for you to make a claim.

It is important that you read and make sure that you understand the full extent of the cover
that is provided by your insurance policy. The policy wording should be read in conjunction with
your policy schedule. Please read these carefully as they may have an impact on the validity of your
cover and/or your ability to make recovery for any claims made.

If there are any areas of the policy which you are concerned about or do not understand, or where
you are unable to comply, then please contact us to discuss in further detail. It may be possible, albeit
at higher cost, to obtain wider or less restrictive cover.

The attached insurer schedule details the following endorsements applicable to your policy.

Arthur J. Gallagher Insurance Brokers Limited is authorised and
Page 1 regulated 2y the Financial Concuct Authanty Registered Cffice:
9 Spectrum Bullding, 71h Fleer, 55, Elythswocd Street, Clasgow, 52
\ \ q 7AT. Registersd in Scofland. Company Number: SC108S08.
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Gallagher

Insurance I Risk Management I Consulting

= Contents - Endorsement - Minimum security condition - 240.3

e Contents - Endorsement - Addition of cover (Travel expenses) - 6226.0

* Contents - Endorsement - Floating amount insured {Contents) - 6349.1

¢ Contents - Endorsement - Amendment of cover (Fidelity guarantee) - 6222.0

* Business Interruption - Endorsement - Floating amount insured {Business interruption) -
6350.1

+ Contents Away from Premises - Endorsement - Contents temporarily elsewhere - 65.00
«  Crisis Management - Endorsement - Crisis containment provider: Hill Knowlton - 9003.0

*  Employers' Liability - Endorsement - Employers Liability Tracing Office (ELTO) - mandatory
information required - 3121.0

* Legal Expenses - Endorsement - Commercial legal protection (charities) - 524.0
« Officials and Trustees - Endorsement - Prior and pending litigation date - 705.4

= Public Liability - Endorsement - Firework and bonfire condition endorsement - 6080.0

Policy Documenis

It is important that you check through your policy documentation. Please read all documents carefully,
paying particular attention to the limits, endorsements and exclusions. If any information is
incorrect, please contact us immediately.

fiaking a Claim

If you need fo make a claim, please notify us as soon as possible after an incident either by telephone
on 01483 462860 or by email to mailto:communityclaims@ajg.com. Alternatively out of hours in an

emergency, you may also contact your insurer direct. Please refer to your insurer documentation for
contact details for your insurer's claims department.

You will need to have as much information about the claim as possible, including but not limited to:

* Policy fype and policy number

« Date loss occurred

* Location and description of loss

* Name and address of injured party if applicable

Claims must be notified to us immediately. Any delay in notification could prejudice your own or your
insurer’s position. Our full information regarding on what to do in the event of a claim was provided in
our renewal invitation letter.

Payment Opiions

Our standard payment terms are payment on or before your policy inception or renewal date. This
ensurss we receive your funds in time to settle our Insurer accounts where there are strict
requirements.

You can pay by the following options:-
. Cheque

\20
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Gallagher

insurance l Risk Management | Consulting

. Direct Debit with Insurers (if available)

. Bank Transfer (BACS) — Please refer to your invoice for details on how to pay by this method
Please note, should cover be accepted verbally and payment not received, you will also be
responsible for any insurer 'time on risk' charge due from your renewal date to the date of

cancellation.
We look forward to receiving your remittance by return.

Any Questions?

Thank you for renewing your policy with us and if you have any questions relating to your insurance
arrangements, please do not hesitate to contact us.

Yours sincerely,

The Community Team
Tel: 01483 462860
Email: community@ajg.com

L CF
Gallagher

insyrince | Hoh Manigerent | Lanasg

Page 3
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instirance [ Risk Management l Consulting

Statement of Fact(s)

Policy Schedule(s)

Policy Summary(s)} Notice to
Policyholder/Summary of Changes

Our Invoice
Important Information

Our Terms of Business

Information you have provided to us and on which your
policy is based. Please review and advise us of any
changes required.

Please review and advise us immediately if there are any
terms you are unable to comply with or do not understand.

An overview of the proposed cover including limits. Please
read in conjunction with your policy and advise us
immediately if there are any terms you are unable to
comply with or do not understand.

Please note payment terms.
Please read and retain.

Please read and retain.

Page 4 \ZL
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CERTIFICATE OF EMPLOYERS' LIABILITY ..,Q,,
INSURANCE H|SCOX

Policy: 8187838

——

=

CERTIFICATE OF EMPLOYERS' LIABILITY INSURANCE (a)

{Where required by regulation 5 of the Employers' Liability {Compulsory Insurance) Regulations 1998 (the Regulations), one or
more copies of this certificate must be displayed at each place of business at which the policy holder employs persons covered
by the pelicy)

Policy number 8187838/471219105
1. Name of policyholder Ledbury Town Council
5 Date of commencement of insurance policy 18/12/2021
3. Date of expiry of insurance palicy 17/12(2022
Both days inclusive

We hereby certify that subject to paragraph 2:

1 The policy fo which this cerfificate relates satisfies the requirements of the relevant law applicable in Great Britain,
Northern Ireland, the Isle of Man, th fsland of Jersey, the Island of Guernsey, the Island of Alderney (b); and

2 the minimum amount of cover provided by this policy is no less than £5 millian (c).

Signed on behalf of Hiscox Insurance Company Lid

‘5*&1@ LC{/ O

Nofes:

(a) Where the employer is a company to which regulation 3(2) of the regulations applies, the certificate shall stale in a prominent place,
either that the policy covers the holding comparny and all its subsidiaries, or that the palicy covers the helding comparty and all its subsidiaries
except any specifically exciuded by name, or that the policy covers the holding company and ordy the named subsidiaries.

(o)  Specify applicable law as provided for in regulation 4{6) of the Regulations.

(©  Seeregulation 3(1) of the Reguiaticns and delete whichever of paragraphs 2(a) or 2{b) dees not apply. Where 2(b) is applicable, specify
the amount of cover provided by the relevant policy.

About the insurer

{nsurer Hiscox Insurance Company Limited

Registered address 1 Great St Helens, London, EC3A BHX United Kingdom

Company registration Registered in England number 00070234

Status Hiscox Insurance Company Ltd is authorised by the Prudertizl Regulation Authority and

regulated by the Financial Conduct Authority and Prudential Regulation Authority

\ 2D

Page 123 of 180




HI SE’{:’OX Employers' Liability Tracing Office (ELTO)

Hiscox is a member of ELTO and must collect certain information about the entities insurad for UK Employers’ liability insurance
under your policy.

Information we hold for your policy

Policy number: 8187838/471219105
Insured: Ledbury Town Council

We hold the following information for your policy. Please check it and notify us (or your insurance intermediary if you have one)
if anything is incorrect.

Employer/registered | Main/registered address | Postcede ' HMRC ERN not applicable reason
company name Employer
| Réference
Number
; ; : . HERN)
Ledbury Town Town Council Offices HR8 1DH 214/LL116
Council Ledbury

Flease refer to your policy schedule for details of our obligatiors, your rights and how your information may be used.

Mandatory information - what is required?
Below is a summary of the information we must collect from you to help you provide the correct information.

For the main pelicyholder and each additional employer or subsidiary company in the UK insured under the policy, the following
is required:

1. Employer name
2. Full address of employer including postcode
3. HMRC Employer Reference Number (ERN)

Entiiies which do not have an HMRC ERN
If any entity insured does not have an ERN, & reason must be supplied to us from the fellowing;

- Allemployees below PAYE threshold
- Business registered outside England, Scotland, Wales or Ni
- The business does not have any employees

\24
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Hiscox 1 Great St Helen's London EC3A 6HX United Kingdom ’ﬁ
o

Policy SCHEDULE HISCOX

-

Policy Number - 8187838

The information contained on this page is confidential and should not be sent to third parties

NSURANGEDETALS
Period of insurance : Continuous cover from 18/12/2021 until the policy is cancelled
Date issued to insured : 08/12/2021
Underwritien by : Hiscox Underwriting Ltd on behalf of the insurers listed for each section of the policy
Payment method : Payment by Broker's Account

[INSURED DETAILS

Insured : Ledbury Town Council
Address : Town Council Offices
Ledbury
HR8 1DH
Additional insureds : There are no Additional Insureds on this policy
Business : Town Council
General terms and 11604 WD-HSP-UK-PAC-GTC(4)
conditions wording : The General terms and conditions apply to this policy in canjunction with the specific

wording detailed in each section below

PRERUMOETALS

Annual premium : £2,074.65 Annual Tax : £356.96 Total : £3,331.61

NBSCHI100419
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Hiscox 1 Great St Helen's London EC3A 8HX United Kingdom ,
L)

‘e
Policy SCHEDULE HISCOX

Local counclls & not-for profit organisations scheme

| PROPERTY - BUILDINGS -

Section wording 11600 WD-HSP-UK-PAC-PYB(5)
Insurer Hiscox Insurance Company Limited
Eremises address Sum insured —l
Item description Excess Amount Insured
Total Buildings NIA £0
Gates and fences £250 £34518
Fixed outside equipment £250 £25,196
Street furniture £250 £64,294
War memorials £250 £43,148
Playground equipment £250 £150,971
Sports surfaces £250 £0
Other surfaces £250 £0
Rent receivable £250
Excess applies to: Each and every loss
I Special excesses —l
Losses from subsidence £1,000 each and every loss
LAdditional cover (in addition to the overall limit/amount insured above) I
Trace and access £5,000
Emergency services £5,000
Loss prevention costs £25,000
Additions to buildings £50,000
Inadvertent omissions £500,000
Trees, shrubs and plants £25,000
Bequeathed buildings £50,000
Discharge of oil £10,000 in total during any one period of insurance, across all
Property sections combined
Contract works and site materials . £75,000
Endorsements ]

NBSCHI100419
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Hiscox 1 Great St Helen's London EC3A 6HX United Kingdom ’
LoV ed

Policy SCHEDULE HISCOX

L

[ PROPERTY ~ CONTENTS -

Section wording 11602 WD-HSP-UK-PAC-PYC(8)
Insurer Hiscox Insurance Company Limited
Item description Excess Amount Insured
General contents including computer and ancillary £250 £113,578
equipment
Gardening equipment, plant and machinery £250 £13,233
Sports equipment £250 £0
Rent payable £250 £0
Excess applies to Each and every loss
Geographical limits: United Kingdom
Ddditicnal cover {in addition to the overall limit/amount insured above)
Costs following glass breakage £10,000
Additions to contents £10,000 or 10% of the amount insured for contents, whichever
is the greater

Money in the insured location while open for business ~ £1,000
orin a locked safe

Money in transit or at the home of any councillor, £1,000

trustee, employee or volunteer

Money at all other times £1,000

Money - non-negotiable instruments £250,000

Identity fraud £5,000

Personal effects £5,000
Reconstitution of electronic data £5,000
Reconstitution of other business documents £5,000

Lock replacement £10,000

Building damage by theft £10,000

Personal assault - death £10,000 per person
Personal assault - total loss or permanentand total £10,000 per person

loss of use of one or more limbs

Personal assault - total and irrecoverableloss of sight ~ £10,000 per person
in one or both eyes

Personal assault - disablement which totallyprevents £100 per week up to a maximum of 104 weeks
the injured person from carryingout all parts of their
usual occupation

Metered water and fuel ) £5,000

Qutdoor items £5,000

Marquees £10,000

Refrigerated stock £2.500

Undamaged tenant’s improvements £5,000

Contents temporarily elsewhere including whilst in £25,000 or 10% of the amount insured for contents, whichever
transit is the less

Exhibitions stands and equipment temporarily £25,000 or 10% of the amount insured for contents, whichever

NBSCHI100419
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Hiscox 1 Great St Helen's London EC3A 6HX United Kingdom ’
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Policy SCHEDULE HISéOX

elsewhere
Defibrillators
Bequeathed property
Fund raising events
Contents kept at home

Fraud and dishonesty

is the less
£5,000
£5,000
£5,000

£25,000 or 10% of the amount insured for contents, whichever
is the less

£500,000 the aggregate per period of insurance

[ Endorsements

-

240.3

6226.0
6349.1
6222.0

Minimum security condition

Addition of cover (Travel expenses)
Floating amount insured (Contents)
Amendment of cover (Fidelity guarantee)

[ PROPERTY AWAY FROM THE PREMISES

Wording 11602 WD-HSP-UK-PAC-PYC(6)

Insurer Hiscox Insurance Company Limited

Item description Excess Amount Insured
All business equipment £250 £5,000

Excess applies to:
Geographical limits:

Each and every loss

European Union, United Kingdom of Great Britain and Northern Ireland, Channel Islands, Isle of
Man and Gibraltar

LEndorsements

65.00

Contents temporarily elsewhere

| PROPERTY ~ BUSINESS INTERRUPTION

Section wording
Insurer

11601 WD-HSP-UK-PAC-PY1(6)
Hiscox Insurance Caompany Lirmited

Itern description Indemnity period Amount [nsured
Loss of income 12 months
Additional increased costs of working 12 months

Additional cover

(in addition to the overall limit/amount insured above)

Key person

Unauthorised use of public utilities

£400 per week up to a maximum of £2,500 per period of
insurance.

£100,000 or the total amount insured for Business
interruption, whichever is less

| Special limits

(included within and not in addition to the overall limitamount insured above) —l

Denial of access

£100,000 or the total amount insured for Business
interruption, whichever is less

NBSCHI100419
\ 23
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Hiscox 1 Great St Helen's London EC3A 6HX United Kingdom ,
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Policy SCHEDULE HISCOX

Non-damage denial of access £100,000 or the total amount insured for Business
interruption, whichever is less

Bomb threat £100,000 or the total amount insured for Business
interruption, whichever is less

Suppliers £100,000 or the total amount insured for Business
interruption, whichever is less

Public utilities £100,000 or the total amount insured for Business
interruption, whichever is less

Public authority ’ £100,000 or the total amount insured for Business
interruption, whichever is less

Failure of safety equipment £100,000 or the total amount insured for Business

. interruption, whichever is less

Loss of attraction £100,000 or the total amount insured for Business
interruption, whichever is less

Alternative hire costs £5,000

Equipment breakdown . Not insured

‘ Endorsements ‘I
8350.1 Floating amount insured (Business interruption)

| EMPLOYERS' LIABILITY

Section wording 11603 WD-HSP-UK-PAC-EL(4)
Insurer Hiscox Insurance Company Limited
Limit of indemnity £10,000,000
Limit applies to Each and every occurrence including costs
Geographical limits Worldwide
Applicable court United Kingdom
ijecial limits {included within and not in addition to the overall limit/amount insured above) —l
Criminal defence costs £100,000 in the aggregate
Terrorism £5,000,000 in the aggregate
l Endorsements |
31210 Employers Liability Tracing Office (ELTO) - mandatory information required

[ PuBLIC AND PRODUCTS LiABILITY

Section wording 11607 WD-HSP-UK-PAC-GL(4)

Insurer Hiscox Insurance Company Limited

Limit of indemnity £10,000,000

Limit applies to Each and every occurrence, defence costs in addition, other than for pollution or for products to
which a single aggregate policy limit including defence costs applies

Excess £250

Excess applies to Each and every claim for property damage only

Geographical limits United Kingdom

Applicable courts United Kingdom

‘ Additional cover (in addition to the overall limit/amount insured above)

Unauthorised use of third party telephones by your £2,500 any one period of insurance

employees

Loss of excess or no claims discount £250 any one period of insurance

Loss of third party keys £2 500 any one period of insurance

Defamation and intellectual property rights £500,000 any one period of insurance

\ %)\ NBSCHI100419
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Hiscox 1 Great St Helen's London EC3A 6HX United Kingdom

Policy SCHEDULE

HISCOX

| Special limits

(Included within and not in addition to the overall limit/amount insured above)

Criminal defence costs
Pollution defence costs

£100,000 in the aggregate
£100,000 in the aggregate

Hirer liability £5,000,000 in the aggregate
| Endorsements I
6080.0 Firework and bonfire condition endorsement

| OFFICIALS’ AND TRUSTEES INDEMNITY =~ = © =

Section wording
Insurer

Policy limit
Limit applies to

Legal representation costs
Legal representation basis

Geographical limits
Applicable courts

11614 WD-HSP-UK-PAC-DO(5)

Hiscox Insurance Company Limited
£500,000

In the aggregate including costs

£15,000

In the aggregate any one period of insurance
United Kingdom

United Kingdom

| Endorsements

705.4

Prior and pending litigation date

| COMMERCIAL LEGAL PROTECTION (DAS) =~ -

Section wording
Insurer

Section limit
Limit applies to

Excess
Excess applies to
Geographical limits

9927 WD-HSP-UK-CHR-DAS(3)
DAS Legal Expenses Insurance Company Limited
£100,000

All claims resulting from one or more event arising at the same time or from the same

originating cause
£200
Each and every claim arising from aspect enquiries only

For insured incidents 2 Legal Defence (excluding 2(4)), and 3(b) Bodify Injury: The European
Union, the United Kingdom of Great Britain and Northern Ireland, the Isle of Man, the Channel
[slands, Albania, Andorra, Bosnia Herzegovina, Croatia, Gibraltar, Iceland, Lischtenstein,
Macedonia, Manaco, Montenegro, Norway, Romania, San Marino, Serbia, Switzerland and
Turkey (west of the Bosphorus). For all other insured incidents: The United Kingdom of Great

Britain and Northern ireland, the Isle of Man and the Channel Islands

| Endorsements

524.0

Commercial legzl protection (charities)

[ PERSONAL ACCIDENT -

Section wording
Insurer

11608 WD-HSP-UK-PAC-PA(4)
Hiscox Insurance Company Limited

Personal accident

Capital benefit
Temporary benefit
Medical expenses
Insured persons
Operative time

£100,000

£500 per week

£10,000

Councillors, trustees, volunteers and employzes of the insured
While working for you or on your behaif

Page 130 of 180
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Hiscox 1 Great St Helen's London EC3A 6HX United Kingdom '
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Policy SCHEDULE HISCOX

Geographical limits United Kingdom
LSpeciaI limits (included within and not in addition to the overall limit/amount insured above)
Death 100% capital benefit amount per persan
Loss of one limb 100% capital benefit amount per person
Loss of one eye 100% capital benefit amount per person
Loss of two limbs 100% capital benefit amount per persen
Loss of two eyes 100% capital benefit amount per person
Loss of one limb and one eye 100% capital benefit amount per person
Loss of hearing 100% capital benefit amount per person
Loss of speech 100% capital benefit amount par person
Permanent total disablement 100% capital benefit amount per person
Temporary total disablement £500 per week, up to a maximum of 104 weeks, an excess of 14 days applies
Temporary partial disablement £500 per week, up to a maximum of 104 weeks, an excess of 14 days applies
Maximum accumulation £1,000,000 any one loss in the aggregate
| CRISIS CONTAINMENT
Wording 15368 WD-HSP-UK-PAC-CRI(1)
Insurer Hiscox Insurance Company Limited
Limit of indemnity £25,000
Limit applies to Per crisfs and in the aggregate during any one pericd of insurance
" Geagraphical limits The United Kingdom of Great Britain and Northarn Island, the Isle of Man and the
Channel Islands.
ljpecial limits (included within and not in addition to the overall limit/amount insured above) ,

Qutside working hours discretionary crisis mitigation costs £2,000

I Endorsements 7

9003.0 Crisis containment provider: Hili Knowiton

\ e)\ NBSCHI00419
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Hiscox 1 Great St Helen's London EC3A 6HX United Kingdom

Policy SCHEDULE

fs’o

HISCOX

The General Terms of this policy and the terms, conditions and exclusions of the
relevant sections all apply to this endorsement except as modified below:

Property ~ contents clauses infull

Clause

Clause

240.3

6226.0

Minimum security condition

We will not make any payment for damage uniess the physical security measures at
the insured location comply with the following criteria and all devices are put into
full and effective operation whenever the premises are closed for business or left

unattended:
1. The final exit door is secured by:
a. a rim automatic deadlock conforming to or superior to BS3621 ;or
b. a mortice deadlock conforming to or superior to BS3621: or
C. a key operated multi-point locking system having at least three
locking bolts.
2; Any other external door or internal door providing access to any part of the

building not occupied by you, which is not officially designated a fire exit by
the local fire authority, is secured by:

a. a locking device specified in 1 above; or
b. by two key operated security bolts to engage the daor frame.
3. Any other external door or internal door which is officially designated a fire
exit by the local fire authority is secured by:
a. a panic bar locking systermn incorporating bolts which engage both
the head and sill of the daor frame; or
b. a mortice lock having specific application for emergency exit doors

and which is operated from the inside by means of a conventional
handle and/or thumb turn mechanism.
4, All ground and basement level opening windows and any upper floor
opening windows or skylights accessible from roofs, balconies, fire escapes,
canopies, downpipes and other features of the building are:

a. secured by means of a key-operated locking device; or
b. permanently screwed shut.
Please note:
(i) The local fire authority must be consulted before you replace or augment
the existing locking devicz fitted to a designated emergency exit door; and
(i) The provisions of specification 4 do not apply to windows or skylights that
are protected by means of either:
a. fixed round or square section solid steel bars not more than 10 em
apart; or
b. fixed expanded metal, weld mesh or wrought ironwark grilles; or
c. proprietary collapsible locking gate grilles.

Addition of cover - fravel expenses
The following is added to What is covered, Additional cover:

Travel expenses

23. We will also pay for:
the unused travel, accommodation and pre-baoked conference or excursion
expenses which you have paid or legally have to pay and which cannot be
recovered; and
the necessary and reasonable additional travel and accommodation
expenses for your member of staff, councillor or frustee to retum home;
as a result of a pre-amanged business trip being cancelled or cut short,
during the period of insurance, for one of the following reasons:
the death, accidental injury or illness of a member of staff, councillor or trustee; or
the death, accidental injury cr illness of the spouse, pariner, close relstive, fiancée or
fiance of a member of staff, councillor or trustee; or
the death, accidental injury or illness of any person with whom a member of staff,
councillor or trustee is planning to stay or conduct business: or
a member of staff, councillor or trustee being called for jury service or as a court
witness; or
damage to a member of staff or councillor's or trustee'’s pre-booked
accommodation making it impossible for the member of staff or councillor
or trusiee to stay there.
damage fo the scheduled means of transport or any strike, riot, civil

NBSCH100419
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Hiscox 1 Great St Helen's Landon EC3A 6HX United Kingdom

Policy SCHEDULE

o

HISCOX

Clause

Clause

6349.1

6222.0

commotion or terrorism which causes the cancellation or delayed departure
ior 24 hours or more of the scheduled transport on which the member of
staff or councillor or trustee is booked to travel on their outward or retumn
journey.

The most we will pay during the period of insurance under this additional cover is
£750. The excess which applies to this additional cover is £75,

Floating amount insured (Contents)

The cover under this section applies to all locations occupied by you in connection
with your activities within the United Kingdom of Great Britain and Northern Ireland,
the Channel Islands, the Isle of Man and the Republic of Ireland. The amount
insured is the most we will pay in total for damage to your contents however many
locations are affected.

Amendment of cover: fidelity guarantee
What is not covered, 9 is amended to read as follows:

g. loss by fraud or dishonesty of a councillor or any other person working under a
contract of service with you, other than where cover is provided under Additional
cover, Fidelity guarantee.

How much we will pay, Fraud and Dishonesty is deleted.
The following is added to What is covered, Additional cover
Fidelity guarantee

23. your financial loss resulting solely and directly from fraud or dishonesty of a
councillor or any other person working under a contract of service with you,
discavered by you during the period of insurance provided that:

a. dual controls exist for the signing of cheques, issuing instructions for
disbursements of assets or funds, fund transfer procedures and investment; and

b. you were unaware of any previous act of fraud or dishonesty committed in the
course of their employment by such councillor or any other person working under a
contract of service with you; and

c. there was a clear intention to cause you financial loss and to obtain a personal
financial gain over and above salary, bonus or commission; and

d. your financial loss was wholly sustained within the 12 month period prior to its
discovery; and

€. the loss is notified fo us within ten working days of its discovery by you; and

f. satisfactory references covering a period of two years prior to the commencement
of employment for all new clerks and any other person under a contract of service
with you are cbtained from:

i. a previous employer; or

ii. an accountant and ane other customer in regpect of any periods of self
employment; or

iii. the school or college in respect of any full-time education.

The following is added to How much we will pay:
Fidelity guarantee

The most we will pay for all financial losses covered under What is covered,
Additional cover, Fidelity guarantee, including the reascnable charges you must pay
to your professional accountant for producing information we require in support for a
request for setlement under this section, is £500,000.

Property away f‘rq_r'nrthé pj-e:ﬁisés:claﬁsés’ in—fﬁ_ii R e Sl ' ' j

Clause

65.00

Contents temporarily elsswhere
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We will not make any payment when such property is temporarily outside the UK
unless it is in your care, custody or control at all times or otherwise secured in a
locked hotel room or safe, or other sirnilar securely locked room or building.

I;Bui_;ine_ss‘ inferruption clauses infull .. ;. .

Clause 6350.1

Floating amount insured (Business interruption)

The cover under this section applies to all locations occupied by you in connection
with your activities within the United Kingdom of Great Britain and Northern Ireland,
the Channel Islands, the Isle of Man and the Republic of Ireland. The amount
insured is the most we will pay in total for each interruption to your activities
however many locations are affected.

Employers’ liability clauses in full

Clause 3121.0

Employers Liability Tracing Office (ELTO) - mandatory information required

You must provide us with the following information for this section of the policy for
each entity insured under this section of the policy:

1. Employer name; and

2. Full address of employer including postcode; and

3. HMRC Employer Reference Number (ERN).

If any insured entity does not have an ERN, you must provide us with one of the
following reasons:

a. The entity has no employees: or

b. All staff employed earn below the current Pay As You Eam (PAYE)
threshold;

or

c. The entity is not registered in England, Wales, Scofiand or Northern Ireland.

You must inform us immediately of any changes to the above information.

Public and products liability clauses in full

Clause 6080.0

Firework and bonfire condition endorsement

The following applies to the whole of this poliey and is a condition pracedent to our
liability.

We will not make any payment under this insurance unless you comply with all of the
requirements below.

Whenever you are responsible for any firewark or bonfire displays at the insured
location, you must ensure that:

1. there is a written risk assessment in place for the proposed event; and

2. the fire brigade have been notified of the details of the event at least seven
days before the event is due to take place; and

3. the relevant local authorities have been notified and permission for the event

granted and you must also ensure that any reguirements from the
authorities are fully complied with; and

4, all manufacturers’ guidelines in respect of the storage and use of fireworks
and sparklers are strictly adhered to: and

5. ireworks are purchased from a reputable supplier and are not modified in
any way; and

6. all employees or volunteers have received appropriate training (which is
recorded in writing) and are aware of the safety pracedures for the event;
and

f there is appropriate first aid presence on site, in line with the risk
assessment document; and

8. appropriate fire extinguishing equipment is available at the event and

employees and volunteers have been instructed in the safe operation and
use of such equipment; and

8. all members of the public are kept at least 25 metres from both the display
area and any honfire itself behind appropriate safety fencing; and
10. any bonfire is kept at least 25 metres away from the firework display area

and ls not located within five metres of any trees, fencing or other
combustible material; and

1l any bonfire is kept at least 75 metres away from any premises, car park or
storage of any lammable or dangerous material: and

NBSCH!100419
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12. there will be no use of accelerants or other flammables on any bonfire; and

13. an appropriate check is made of the weather conditions prior to the event
going live, and if appropriate a check is made with the fire brigade as to
whether to continue with the event; and

14. at the end of the display, a thorough check is undertaken (which is recorded
in writing) of the area to ensure that no potential fire hazards remain. Any
bonfire area must be doused in water.

We will not make any payment for any claim or loss arising from firework or bonfire

displays unless all of the above criteria have been fully complied with.

| Officials indemnity clauses in Full

Clause

705.4

Prior & pending litigation date i
Prior & pending litigation date 18/12/2021 i

[ Gommercial gl protection (BAS) dauses mal "

Clause

524.0

Commercial legal protection

Legal Expenses - cover for up to £100,000

DAS legal advice line: Tel. 0117 933 0626

Please quote policy reference TS5/5997087 in all correspondence

For the purpose of Commercial Legal Protection, We/Our means DAS Legal :
Expenses Insurance Company Limited, who provide the cover and manage all claims .
under that section. {

Crisis containment: endorsements

Clause

$003.0

Crisis containment provider: Hill & Knowiton
Crisis line contact number (24 hours): +44 (0)800 8402783 / +44 (0)1206 711796

Crisis containment provider: Hill & Knowlton

This contact number will go through to us during working hours, and will go directly
to Hill & Knowtton outside of these hours. !

If you first become aware of a ¢risis outside of working hours, you must notify us
of the crisis as soon as possible within working hours by telephoning +44 (0)800
8402783 or +44 (0)1206 711796.

\ %"5 NBSCHI100419
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| INFORMATION ABOUTUS

This policy is underwritten by Hiscox Undenariting Limited on behalf of the insurers listed below,

Name Hiscox Underwriting Limited
Registered address 1 Great St. Helens
London
EC3A 6HX
United Kingdom
Company registration Registered in England number 02372789
Status Authorised and regulated by the Financial Conduct Authority
Insurers

These insurers provide cover as specified in each section of the schedule.

Name Hiscox Underwriting Limited
Registered address 1 Great St. Helens
London
EC3A 6HX
United Kingdom
Company registration Registered in England number 00070234
Status Authorised by the Prudential Regulation Authority and regulated by the Financial Conduct
Authority and Prudential Regulation Authority
Name DAS Legal Expenses Insurance Company Limited
Registered address DAS House, Quay Side, Temple Back
Bristol
BS16NH
‘ United Kingdom
Company registration Registered in England number 00103274
Status Authorised by the Prudential Regulation Authority and regulated by the Financial Conduct

Authority and the Prudential Regulation Authority

Broker Name Arsthur J. Gallagher Insurance Brokers Lirited
Registered address Spectrum Building

7% Floor

55 Blythswood Street

Glasgow

G2 7AT
Company registration Registered in Scotland. Company Number SC108909
Status Authorised and regulated by the Financial Conduct Authority
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INTRODUCTION
FROM THE MAYOR

i Under the Localism Act 2011, substantial
new powers have been devolved to allow
communities a greater say in how they are run
and managed. They are now able, as never
before, to decide on the services which meet
their specific local needs so they can be
developed and delivered locally.

4 Through the introduction of the Neigbourhood
Ly Development Plan plans (NDP'S) once formally
adopted, councils and residents can stipulate, with
legal force, the location and tyoes of developments,
including housing, schools, shopping, employment
and sporting/recreation needs in the area. It has
{ taken time for the Act's impact to be felt;
NDP's are complex and time consuming
1 to produce, usually taking several years from
concept to adoption.

"Local Government is changing and Modernising”

Like many other towns, Ledbury now has an adopted NDP (January 2019) but such is the pace of
change a second and enhanced version is already well underway.

It is up fo Councils, Councillors and Communities to take up the challenges afforded by the Act {o
shape their communities as they wish. The opportunities are substantial, but they also place a greater
premium on local ambition and on the vision, skills and experience of Councillors-and officers who are

the leaders of their communities.

Ledbury’s Council, its Clerk and staff are united in their desire to ensure Ledbury retains its
heritage, values and charms which attract our many national and international visitors
whilst growing and adapting to the needs of the 21st century, with the right housing and
jobs and especially for our young people. The election in 2019 led to an almost new set of
Councillors whilst around the same time a new Clerk and office staff came onboard. To help us set
our direction for the next few years it was agreed an important first step was to produce a Corporate

Plan.

| am proud to be the Mayor to infroduce this plan, which sets out our ambition for a future prosperous
and modern Ledbury, building on the firm foundations of its centuries old Heritage.

COUNCILLOR PHILLIP HOWELLS

Ledbury Town Mayor
2019-2020

. PAGEOL -
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People —

Place -

Service —

Openness —

THE COUNCIL

OUR VISION

Unity for the Community

OUR MISSION

Working together with integrity to serve, represent and inspire
our community in & positive manner, whilst being proactive,
supportive and inclusive to all.

OUR PRIORITIES

Ledbury Town Councillors and staff are & team working for the  benefit
of the community. As such, we will treat each other, our partners,
customers, visitors, and residents with respect and strive to do our best for

the community at all times.

Ledbury Town Council will endeavour to celebrate all things
Ledbury, providing encouragement and support for organisations and events
within the town. We will strive to  make the Town an even better place
in which to live, work and visit, protecting and improving the quality
of life of the residents.

| edbury Town Councilis proud to serve the residents of Ledbury and to
this end Councillors and  staff will endeavour to rise to meet the

challenges that present themselves daily.

In order to deliver on these priorities, the Council will include the
community by talking to the residents and involving them in decisions
and projects, being collaborative and informing them on services and
projects provided and undertaken by the Council.

PAGEO2
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A local council is a universal term  for community, neighbourhood, parish, and
town councils.  They are the first ftier of local government and are statutory bodies.
They serve electorates and are independently elected and raise their own precept (a form of
council tax). There are 10,000 local councils in England with over 30% of the
country parished and 100,000 Councillors who serve inthese local councils, with over
£1b being invested into these communities every year. (https:/www.nalc.gov.uk/about-local-
councils)

Town & Parish Councils, being the section of local government closest to the people in
their communities, are there to provide the voice of the people  and represent their views.
Councillors are usually elected to their positions, however on some smaller parish councils
there are often insufficient candidates to  enable an election. As an elected tier of
local government Town Council activities are controlled by Acts of Parliament or legislation.

The next tier of government up from Town and Parish Councils are District and Council. In
Herefordshire there are just the two  tiers of  local government and Herefordshire
County Council is classed as a Unitary Authority which delivers services such as education,
town and country planning, environmental health, and social services.

Parish Councils have a variety of powers and duties, all which impact directly
on the community.

The following are all under the remit of local councils:

Allotments

* Burial grounds, Cemeteries, Churchyards and Grematoria

» Bus Shelters

e Bye-laws — the power to make concerning baths and washhouse (swimming pools)
Cycle parks, Mortuaries, and pleasure grounds

¢ Clocks — public clocks can be provided and must be maintained

¢« Community Centres, Conference Facilities, Halls and Public Buildings
* Drainage - of ditches and ponds

e Entertainment and the Arts

s+ Footpaths

e General spending - Parish Councils can spend a limited amount of money on
anything they deem of benefit to the community that is not covered by other specific
responsibilities described in this list

« Highways - lighting, parking places, right to enter into discussions about new roads and
road widening, consent of parish council required for diversion or
discontinuation of highway, traffic signs and other notices, tree planting and verge
maintenance

8 PAGEQ3
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Planning — parish councils may be notified of any planning applications for the area
Land — acquisition and sale of

Legal proceedings — power to prosecute and defend any legal proceedings in
the interests of the community, power to take part in any public inquiry

Litter — provision of litter bins and support for any anti-litter campaigns

Postal and Telecommunication Facilities — power to pay a public telecommunications
operator any loss sustained in providing services in that area

Pubic conveniences — provision and maintenance of public toilets

Recreation — provision of recreation grounds public walkways, pieasure
grounds, open spaces, village greens gymnasiums, playing fields, holiday camps
and boating ponds

Rights of Way — footpath and bridleway maintenance

Seats (public)

Signs - danger signs, place names and bus stop signs

Tourism — financial contributions to any local tourist organisations allowed
Traffic calming

War memorials

Water Supply — power to utilise stream, well or spring water and to provide facilities
for general use.
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THE COUNCIL & THE LAW

Town and Parish Councils are set up and controlled by Acts of Parliament. The introduction
of the General Power of Competence (GPC) via the Localism Act 2011 provides Town

and Parish Council's in England with freedom to do more than they were previously permitted
to do. However, a Council can only use GPC if it qualifies.

To qualify it must have two-thirds or more elected Members and the Clerk must have
obtained a qualification in Certificate in Local Coungil Administration (CILCA) or equivalent

The central business of a Town or Parish Council is to make lawful decisions. A Councii could
be in trouble if:

. It uses unlawful procedures to make a
decision

. It acts ultra vires — or beyond its
powers

Individual Councillors could be in trouble if they behave in an unethical way or act
alone to make decisions affecting the Council.

Law determines what a council must do (its duties), but the Council can choose to
exercise its powers.

_PAGE 05
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LEDBURY

There are 5 Town Council's and 1 City
Council in Herefordshire and each one
has a Mayor or Chairman. As at May
2019 Ledbury had a ftotal of 7,214
registered electorates.

. Ledbury TC

. Bromyard TC

. Kington TC

. Leominster TC
. Ross TC

. Hereford CC

Ledbury Charter Market

“the Ledbury Market Charter was issued by King Stephento Bishop Robert de
Bethune in 1138 and in 1584 Queen Elizabeth | granted a new charter, allowing a weekly
market on Tuesday and two fairs, on the feasts of St Philip and James (1 May) and St
Barnabas (11 Jun). In 1671 a group of citizens bought some property "at a near place
called the Comer Ed" and here built the Market House, which can still be seen standing
proud in the Town.

The market as it is today, is held on a Tuesday and Saturday where you can find a variety
of wares for sale including fresh fish and cheese and vegetables and plants

Over the years the fown has expanded from its core by two major additions; Deer Park, which was
developed in the 1970's and New Mills in the 1990°’s. As part of the national housing
supply demands there is currently a new development being built to the North of the town,
Hawk Rise, and there are plans to build in other areas of the town such asthe Viaduct site
to the South Town. In 1951 the town had a population of just under 4,000, the 2011
Census recorded 9,636 people living in the locality of Ledbury Town, 8,727 in the rural sub-locality
(a total of 18,363) living in the Ledbury Locality). It is important, that with ali the newly proposed
housing developments, the provision of employment thought industry and the needs of the
community are catered for.

"PAGE 06
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HE LEDBURY LOCALITY

The centre of the town boasts a number of 15th, 16th and 17th Century buildings which
include the Market House and St Michael and All Angels Parish Church (Grade 1 listed
buildings), the Masters House, St Katherine’s Hall and Alms-houses, the Old Grammar Schoal,
along with the Feathers and Talbot Hotels (Grade 2* listed buildings). As well as these
many of the retail accommodation in the Town are similar in age and recognised as historically
important or special and are listed as either Grade 2 or Grade 2*. The town centre is alsc a
recognised conservation area, which is defined as such, fo exist, to manage and protect
the special architecture and historic interest of a place due to the features that make it unique.

Ledbury Town Centre has resisted the influx of big stores and prides itself on its thriving
High Street and independent shops, which range from those selling local produce to home

interiors and clothing stores, as well as supporting the more general needs of the town and
its residents.

The location of Ledbury, with the M50 just 5-miles away, provides excelient connections
for its local industries, which include agriculture, drinks production, light engineering, and
distribution and it has a thriving tourist industry. There is also atrain station which provides
a regular service to Hereford, Malvern, Worcester, Birmingham and London.

Situated on the edge of the Malvern Hills AONB, Ledbury is surrounded by beautiful countryside
and rural attractions and when visiting Ledbury for the first time, many are unaware of what
Ledbury has to offer. Ledbury has over 120 local voluntary groups covering a vast range of
interests, one in particular worth mentioning is the Market Theatre where the efforts of the
volunteers provides popular live shows and cinema for the community.

Situated on the edge of the Malvern -
Hilils AONB, Ledbury is surrounded by .l 4
beautiful  countryside and rural |
atiractions and when visiting Ledbury
for the first time, many are unaware of
what Ledbury has to offer. Ledbury
has over 120 local voluntary groups
covering a vast range of interests, one
in particular worth mentioning is the
Market Theatre where the efforts of
the volunteers provides popular live
shows and cinema for the community.
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COUNCILLORS

Councillors are elected to represent and serve the community within their Town or Parish and
are all volunteers. As the tier of government closesttothe peopletheyare recognised as the “voice
of the people and have a role in delivering public services in England. The Local
Authorites (Members Aliowance) (England) Regulations 2001 provides information on
what, if any, allowances a Parish Councillor can claim to ensure they are able to carry out
their role as a voluntary, unpaid Member of a Council.

Ledbury has 18 seats on its Council and until recently these seats  were always
contested in elections. Currently, the Council has 9 elected Councillors with 9 vacancies, which itis
hoped will be filled in the near future.

Councillors have three main areas of work that they should focus on as representatives of the people
and the community they serve: -

Decision Making

Councillors, via their committee structure will make decisions, decide what activities to
support or provide in the town, where money should be spent from its precept, what services
should be delivered and what policies to implement on behalf of the members of the public for the
benefit of the town.

They are required to adhere to the provisions of a Code of Conduct for Counciliors when undertaking
their role.

Monitoring

Once decisions have been made Councillors should monitor the progress of activities and
events to ensure their decisions have resulted in efficient and
effective use of funds and meet the needs of the community.

Representation

Upwards - on issues and decisions to be taken at higher levels of government & outwards - to
neigbouring fowns and parish councils

CODE OF CONDUCT FOR COUNCILLORS

All Councillors must observe the Code of Conduct adopted by the Council. Ledbury Town
Council requires all Members to undertake training in the Code of Conduct within six months of the
delivery of their acceptance of ofiice form.

Ledbury Town Council is signed up to Herefordshire Councils Code of Conduct which embodies
the seven Nolan Principles of Public Life.

. Lselfléssriess 2.integrity -

3. Objectivity 4. Accountability
'5.Openness  6.Honesty
7. Leadership Vel .. PAGEO0B
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Following an election Members are required to sign their Declaration of Members Interest
form, which the Town Clerk will forward to Herefordshire Council.

A Register of Members Interests will be held at the Town Council Offices and available on the wehsite.
The Register will be updated following each meeting, subject to there being new declarations made.

MEET CURCOUNCILLORS

PAGEO9
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COMMITTEE STRUCTURE

Ledbury Town Council has four Permanent (Standing) Commitiees; Economic Development &
Planning, Environment & Leisure, Finance, Policy & General Purposes and Resources. These
committees discuss the detailed work of the council and oversee particular areas of the
council’s responsibilities. The committees can set up Working Parties to undertake particular
activities and members of the public are welcome to participate. For example, projects such as
the Neighbourhood Development Plan, Traffic Management, October Fair and Christmas Lights
switch on are all delivered through Working Parties.

The Town Council welcomes members of the public onto working parties and can co-opt members
of the public as non-Councillor members to its Economic Development & Planning and Environment
& Leisure committees.

Councillors are nominated by the Council to represent the Council on Outside Bodies. Quiside bodies
are organisations which are independent from the council but have an impact on our service areas.

CONMMITTEE STRUCTURE

PAGE10
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STAFFING

Ledbury Town Council emplays 9 staff, Town Clerk/RFO, Deputy Town Clerk, 1 Administrator,
1

Receptionist, 1 Cemetery Operative, 1 Casual Wedding Coordinator and 2 Seasonal Tour Guides
(painted room).

STAFF CODE OF CONDUCT

Council staff are expected to provide a high standard of conduct. Staff are employed to serve their
employing authority in providing advice, implementing Council policy, and delivering services to the
community. When carrying out their duties staff must act with integrity, honesty, impartiality, and
objectivity. A Code of Conduct has been adopted for Local Government Staff and which applies the
following principles:

-~

1. @isclosure of Information 6. Qutside Commitmenis

2. Political Neutrality 7. Personal Interests

3. Potential Conflict of Interest Situations 8. Information

4. Equality 9.  Whistle blowing

5. Stewardship 10.  Appointment of other Employment Matters r

employment matters

STAFF STRUCTURE

s
L
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OUR SERVICES

As part of our commitment to the provision of services we aim to be innovative in the
investigation and provision of services that we can provide in line with our Mission
Statement.

SERVICES

s We are one of the few Burial Authorities in Herefordshire and to this end we are the “responsible”
Burial Authority for Ledbury Municipal Cemetery

s Community Facilities — we own and maintain the Recreation Ground in Ledbury Town Centre and
manage several areas of open spaces within the town;

e The Jacobean Room is available for weddings and other events and is located in the Town Council
offices.

RESPONSIBILITIES

s Provide grant funding to community groups and third sector organisations.

s Consultee on planning applications — as part of the duties placed on Town and Parish Councils,
we comment on planning applications within Ledbury;

o Work closely with the providers of the October Fair;

e Charter Market

o Maintain the War Memorial

¢ Provide for the maintenance of roundabouts within the town boundary

PROPERTY ASSETS

e Market House — we own and maintain the Market House, which is available to hire by residents
and groups and available for viewing on request.

s Painted Room —the painted room is in the Town Council offices and is available for public viewing
between April and October.

COMMUNITY

e We work closely with Ledbury in Bloom to ensure the Town maintains its Britain in Bloom status

¢ We work with outside bodies and organisations to bring events to the town, both annual and
new;

¢ We represent the voice of the community on outside bodies and groups such as the Market
Towns Forum;

 PAGE 12 -
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FUNDING

T R S TR R R L T M e s e R s

The annual running costs of the council are paid for by what is called “The Precept’. This is a tax
which is collected monthly as part of the council tax paid by every household in the parish. It is set
annually as the consequence of the Council undertaking a budgeting process. The purpose of the
budget is to identify what the council wants to do and how much this will cost.

The Town Council notify Herefordshire Council of its annual precept which provides the funds for
the net running costs of the Council for the year (expenditure less earned income).

The Council start consideration of its budget for the next financial year in October/November of
each year by reviewing the current year spending and income generated and use this as a
guide to determine the cost of service provision and other spending plans for the forthcoming
year. Each Commiitee will be asked to consider their anticipated expenditurefincome for the
following year and make recommendations to a meeting of the Council in January to approve the
budget and confirm the precept.

[n 2019/20 the Council confirmed a request to Herefordshire Council for a precept of £477,153,
with approximately 10% of this being passed back to the community in line with the Councils
Grants Policy

B PAGElT
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CORPORATE

GOVERNANCE

Accountancy (CIPFA) Good Governance in the Public Sector demands Governance as

comprising:

“The arrangements put in place to ensure that the intended outcomes for stakeholders are defined and

achieved.”

The fundamental function of good governance in the Public Sector is to ensure that intended

outcomes are achieved, while acting in The public interest

at all times and a number of principles of

Good Governance have therefore been identified by Ledbury Town Council which are set out below:-

Overall Outcome - A competent Councii with robust Corporate Governance

Objective 1

To introduce and maintain a strategic approach to corporate planning.

Key Actions

Regularity/Tims Frame

Hold a Corporate Planning Workshop with all staff and
Councillors to prepare an action plan for the period of the
administration

Annually

Produce an Annual Report summarising the council's
activities and finances

By September 2020 and review
annually.

Narrative summary in time for the
Annual Town Meeting with full
financial report in time for
Governance and Statement statutory
_public consultation period.

To use the Town Plan 2016 as a starting point for
prioritising council activity

One off. Ongoing priorities identified
through Community Engagement Plan
activity

To ensure Council gains and retains the General
Power of Competence (GPC)

At each term of elections beginning in
2023 election (if not acquired before
this date)

Develop and maintain dialogue with Herefordshire Council
for improved cooperation on service provision and shared
working

2020/21 onwards

Obijsctive 2 To maintain appropriate and robust

governance framework

Key Actions

Regularity/Time Frame

Ensure budget is in alignment with Corporate Plan
priorities and review regularly, in accordance with
Financial Regulation requirements.

Annually at budget setting/Corporate
Plan update and then review according
to requirements of Financial
Regulations
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Make best use of advice and guidance throughout internal
audit cycle and ensure annual governance statement and
accounts are produced and made publicly available
according to the statutory timetable

Regular internal audit visits and annual
publication of Annual Report,
Governance Statement and Accounts

Provide statutory and recommended training to all
staff and Counciliors as agreed in the training plan

Annually by review

Ensure sufficient reserves in place to meet council's
statutory requirements and local responsibilities and risks,
as assessed by the Risk Register

Assessment annualy and reviewed
quarterly.

Maintain and update governance framework documents

to align with guidance and best practice

Publish appropriate review timetable for
all procedures, plans and
guidelines.

Objective 3

within the sector

To effectively plan, promote and make available relevant training for all
staff and Councillors, increasing professionalism of the Council Team

Key Acticns

Regularity/Time Frame

Have a training plan for staff separate from Councillors and
review to align with emerging requirement for skills and
capabilities, as dictated by 3-year rolling Corporate
Plan.

Monitored via performance
Management

Undertake regular performance review of all staff in
accordance with the requirements set out in the Staff
Handbook.

Annual appraisals with 6-monthly
review and intermediary supervision

Undertake review of staff roles and responsibilities o
align with requirements of Corporate Plan

Full review every 3 years, update
annually

Ensure all office and cemetery staff are trained in cemetery
processes and procedures to ensure they are equipped to
manage sensitive issues in relation to

bereaved customers

Annual staff training programme

Introduce staff and Councillor survey

2020721 then annually, scheduled to
feed into annual budgeting and
corporate plan cycle

L NAGE1S
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CORPORATE OBIJECTIVES

Overall Outicome — A Prosperous Ledbury

To work with local and other stakeholders to ensure Ledbury has a strong economy and

the appropriate community facilities to mest local neads and expectations.

Objective 14 To work with others to ensure Ledbury is a vibrant place to live in, to
work in and fo visit,

Key Actions Reaquiarity/Time Frame

To encourage and support formal and informal | 2020/21

cooperation and knowledge sharing between

local businesses and employers.

To explore benefits of organised business forums and | 2020/21

lobbying groups, e.g. creation of a local Chamber of
Commerce, Business Improvement District, Business
Breakfast Club, etc.

To lobby the Local Authority to secure investment in
Technology & Enterprise projects in the town

2020/21 onwards

Work with county council to ensure car park charging
tariffs, on street parking, parking restrictions, lining and
signage meets local needs.

2020/21 onwards

Invest in online and printed promotional material in
support of local events and to encourage visitors
and promote the local economy

2020 onwards

Work with county council planners and local
landowners to achieve sustainable growth by bringing
forward local employment sites alongside new homes
and improved community infrastructure

Continuous

Consider the introduction of community led housing
schemes

2021/22

Objective 2 -To work in partnership with local

schools and community groups to

encourage and support lifelong learning

Key Actions

Reguiarity/Time Frame

Wark with schools and youth groups to continue the

Youth Council and Youth Forum initiatives 2020121
Provide regular opportunities for young people fo be

involved in local decision-making 2020/21
Promote opportunities for young people to be involved

in fown events and initiatives 2020721
Lobby for improved links to the emerging Hereford 2020121

University initiative

\
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Overali Cuicome — A Resiliant Ledbury

Cbhisctive 1

To react to the Worldwide Climate & Ecological Emergency and develop a
graen strategy for Ledbury Town Coungil

Key Actions

Regularity/Tims Frame

Develop a waste management and recycling policy for
all areas of the Council

2020/21

Work with Herefordshire Council and local groups to
provide green waste collection service and advice on
composting and recycling

2020/20 onwards

Consider how best to exercise the parish power for the
provision of allotments and to encourage local people to
make better and more healthy food choices

2021/22

Objective 2

To work in parinership with County Coungcil, schools and commnity
groups to develop environmental initiatives to enhance the area

Key Actions

Regularity/Time Frame

Introduce bird and bat boxes in the cemetery and Dog | 2020/21
Hill Woods

Develop a Greenspace Management Plan for land

assets owned or maintained by the council, to include | 2020/21
proactive tree planting programmes and
wildlife/biodiversity enhancement activity

Work towards meeting the criteria for Green Flag 2020/21

award for open spaces within the town

Plan to map/record all the footways as well as the
PROW, cycle and bridleways in the parish. Identify
extensions and enhancements to the network and
promote the walking and cycling opportunities in the
area. e.g. Herefordshire has a Walking Festival which
we could take a more active part in. To be carried out
via NDP working parties

2020/21 with the help from the NDP
Working Party

Encourage the development of community gardens
and community gardening schemes.

2021722

Objective 3 “} edbury Wears it Beauty Lightly”

Work with Herefordshire Council and its contractors to
ensure litter, dog waste, waste and recycling facilities
and grit bins are correctly located, maintained and
replaced/repaired.

2020/21

Develop a Public Realm management plan for the town
centre and footpaths etc. to sit alongside the Greenspace
Management Plan

2021722

Be creative in introducing altemative and interactive
projects to promote a tidy town, such as talking bins

2021722

Support organisations such Ledbury in Bloom, U3A
gardeners and the allotment association with planting
and enhancement of the town

Annually

and support community clean-up groups to minimise

Promote 'stop the drop' and 'scoop the poop' campaigns
litter and untidiness in the town.

2021/22

Introduce a litter clean-up plan and work in partnership
with schools and local organisations and stakeholders to
organise Litter Picks in areas within the town

Monthly
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Overall Outcome — A Heaalthier Ledbury

Objective 1 To organise, promote and support events which improve the haalth and

weilheing of all

Key Actions Regularity/Time Frams
Work with mental health and wellbeing organisations

to promote their services, including the social media| Continuous

platforms/

To become a Dementia Friendly Town in order to generate

awareness of how to support people living with dementia | 2021/22

To ensure the health and wellbeing of all events run by the

Council or in partnership with other local organisations is a| Continuous

priority

Work with HC and local lobbying and user groups to 2020 onwards

secure improvements to public transport services

Work with local stakeholders, landowners and HC planners | 2020 onwards

to Improve facilities at/serving the train station

Promote walking and cycling in Ledbury Continuous

Promote road safety and take an active approach to Continuous

traffic management in partnership with HC

To encourage the Mayor to include an event that 2019/20

highlights health and wellbeing

Objective 2 To work in partnership with local Health Board and community

organisations to develop and promote health and wellbeing

Key Actions |

Regularity/Time Frame

To invite local health board representatives to pre counci|
meetings to give presentation on health and wellbeing in
Herefordshire and in particular Ledbury

Annually

Encourage grant applicanis to demonstrate how thei
organisation contributes towards the health and wellbeing
of the residents of the town.

When applying

Investigate possible health and wellbeing projects
within Ledbury that the Town Council could support

Continuous

Work with local domestic abuse support groups and
sign up to the principles of the White Ribbon Pledge

2021/22

Have Town Council representation at PACT meetings and
invite police or CSAs to speak to council regularly on loca
issues.

Continuous

Support crime reduction initiatives, such as,
Community Watch, We Don't Buy Crime, etc.

Continuous

Work with the local health board to improve
NHS dentistry, GP Services and minor injuries unit within
the town

Continuous through the NDP
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Encourage availability of information about health and Continuous
welfare services

Maintain and improve access to social and welfare -{ On-going

advice and support services locally such as CAB,

Community Action Ledbury and Age UK

Objective 3 | To recluce lonsliness and isolation of people in Ledbury

Key Actions Regularity/Time Frame
Encourage Town Mayor to hold and attend regular Annually

coffee mornings within the Town
Promote projects that help reduce isolation and | 2020/2021
loneliness — bridge the gap between young and old with
workshops

: PAGE 19
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Overall Outcome — A More Equal Ledbury

Objective 1

To engags with, encourage and suppoit a diverse range of grouns to
create a more inciusive and egual community

Key Actions

Regularity/Time Frame

fnvite non-Councillor representatives to sit on
Economic Development & Planning and Environment &
Leisure committees

Annually

Invite non-Councillor representatives to sit on Council
Working Party Groups

When setting up working parties

Promote diversity in democracy throughout the |Continuous
council through information on council social media

platforms

To work with local youth groups to Continuous

encourage participation in local issues

Assist in providing support for a safe place for
the youth of the town to meet such as a drop-in centre

2020 onwards

Ensure grant funding is allocated equally amongst a
diverse range of organisations

On application

Provide safe and ready access to council services for
all members of the community

Continuous

Objective 2 To ensure all staff and Councillors h
principles of Equalities legislation

ave a clear understanding of the

Key Actions

Regularity/Tims Frame

Provide Equality & Diversity fraining for all staff and
Councillors

2019/20 — training delivered, not all
staff and clirs available — further
session to be arranged following co-
option process in 2020/21

Assess all new policies, plans or projects for Equality & Continuous
Diversity compliance in respect of protected
characteristics

Draft and adopt a new Equality Policy 2020/21
Adopt the Equality & Human Rights Commissioners 2021722
Moving Forward Pledge

Pledge to become a Real Living Wage Employer 2020/21

Objective 3 | Enhance equal opportunities in Ledbury

Key Actions Regularity/Time Frame
Introduce a to Mayor’s Youth Champion 2021722

Encourage local businesses to provide Continuously

work experience places for all groups

To promote services and how to access them for the
disabled within the town

Continuously

To promote equality for our armed forces
families within the town

Continuously
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Overall Quicorme — Cohesive Communities in Ledbury

Objective 1

To engage with the pesople of Ledbury, encouraging community participation

Key Actions Regularity/Time Frame
Promote and encourage public participation at Council On-going

meetings

To have a presence at Community events in Ledbury| Annually

such as the Community Day, Carnival and other such

events

To hold Candle Lighting events at Ledbury Cemetery Annually

Mother's Day and Father's Day last weekend
before Christmas

To hold more Parish Meetings to engage with the
community

When deemed required

Continue to present a Citizen of the Year and Youth
Citizen of the Year Awards

Annual Parish Meeting

Introduce a Ledbury business of the Year Award

2021122

To encourage young people to have a greater say in

what goes on in Ledbury

Continuously

Objective 2

To provide financial assistance support to a thriving voluntary community within

Ladbury

Key Actionis Regularity/Time Frame
Annual grants giving exercise Annually

Consider proposals for new projects or events at Full Continuous

Council or via public forums such as Parish Meetings

Request feed-back from organisations granted financial| Annually

assistance to establish the impact of their group on the

town and its community

To ensure good publicity of the Council’s Annually

grants processes

Objective 3

To support well connected and enhanced community networks and safeguard

community facilities

Key Actions

Regularity/Time Frame

Engage with organisations such as Network Rail

including invitations to give presentations pre council| Annually
meetings
Work in partnership with Herefordshire Council through Annually

the Ledbury Neighbourhood Plan when considering
planning applications to ensure Ledbury
focused S106 projects.

Increase social media presence to enhance
engagement with the community and businesses

2019/20 social media presence has
been growing over the past year

To work with the Market Town's in Herefordshire
through the Market Towns Forum

2019/20

Work with providers of public transport to ensure the
needs of the community are met

2020 onwards

Continue to develop the Neighbourhood Develepment To be adopted by May 2021
Plan
To provide public toilets and baby changing facilities 2020/21

in the town

To continue to work with residents on fraffic
management issues

2019 onwards

165
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Ovsrall Qutcormne — Vibrant Culturs & Heritage in Ledbury

Chjective 1 - Enhance community participation in the arts, culture and heritags

Key Actions

Regularity/Time Frams

Work in partnership with arts festival groups to support and
develop local projects and events such as the Ledbury
Poetry Festival and the Ledbury Fringe

Annually

Produce a business plan for the Painted Room

2020721

Maintain the Council offices and Market House to the
required standard and provide access as and when
required

Continuously

Produce an Asset Management Plan for the council to
include maintenance and improvements to council- owned
buildings

2020/21

Develop and promote the Council Offices and the Market
House as the Heart of the Tourist focus in Ledbury

2021/22

Promote Ledbury in Bloom

Annually

Support the Town Twinning between Ledbury and
Strémstad

Annually

Hold an open day at Ledbury Cemetery and make the
burial books available for inspection and family history
searches

Bi-annually

Continue to support events such as the October Fair,
Ledbury in Bloom, Christmas Lights switch on, Poetry
Festival, Ledbury Big Breakfast and Community Day.

Annually

Objective 2 - Encourage participation in sports and recreation

Key Actions

Regularity/Time Frame

Support local sports clubs via financial assistance
grants

Annually

Work in partnership with Herefordshire Council to promote
and support sporting events in Herefordshire and in
particular Ledbury

Continually

Work with the community and stakeholders to ensure
land for sporting activities is available

2020/21 via NDP Working Party

Maintain and expand the availability of quality public
access spaces for recreation and leisure

Continuously

Encourage greater participation in sport and exercise

Continuously

Objective 3 - Promote heritage, cultiure and achievemsnis

Key Actions

Reguiarity/Time Frame

Celebrate outstanding achievements of citizens
through Freedom of the Town

As nominated

Publish up to date Tourist leaflet 2019/20
Publish regular editions of a Council e-Newsletter Quarterly
Consider possible Blue Plaque sites within Ledbury 2021722

65
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Work in partnership with military organisations in
respect of commemoration plaques for military theatre

2021/22

Create a memory project in partnership with Old Ledbury
to capture people, addresses, pictures, events, memories
about the VW2

To be updated regularly

To repair and maintain the War Memorial 2020

To considerthe erection of a statue of the Poet 2021/22
Laurette “John Masefield”

Celebrate all the poeis with connections fo Ledbury by} ?

way of a poetry and literature project in conjunction with
the Ledbury Poetry Festival

Promote Ledbury more effectively as an attractive
visitor destination

Continuously

Develop and improve facilities to make visitors
welcome

Continuously

Maintain and expand the availability of quality public

access spaces for recreation and leisure

Continuously

| &b
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Overall Quicome -- A Globally Responsible Ledbury

Objective 1 [ To promote and contribuie to global wellbeing

Key Actions

Reguiarity/Time Frame

Build relationship with schools, churches, voluntary
organisations and businesses to encourage them o be
globally responsible in line with the Global development
target list
htips:/isdg.humanrights.dk/goals-and-targets

2020/21 onwards

Endeavour to use environmentally sustainable 2019/20
products at all Civic and Corporate events
Dbjective 2 To undertake local procurement wherever possible, whiist achieving

best value for monsy

Key Actions Regularity/Time Frame
Staff to consider supply chain when entering into the As required

purchase of goods and services

Reduce carbon footprint Continuously

To work with local businesses and community to 2021/22

provide water refill stations throughout the town

Initiate and work with local traders to promote Shop 2021722

Local Campaign

Raise awareness of existing energy discount schemes| 2021/22

and how energy efficiency of homes can be improved -
facilitate an eco-fair

Promote oppartunities for community energy projects

Continuously

Objective 3 | A plastic free Ledbury

Key Actions

Regularity/Time Frame

Develop a plastic free policy for Ledbury Town Council

and pledge a commitment to working towards a plastic| 2020/21
free town
Facilitate and develop regular litter pick events or work 2019/20

with organisations who already do this

To provide recycling bins within the town

1o+
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HAVE YOUR SAY

ey e

Ledbury Town Council would

COUNTHL

love to hear the views of the
CORP ORATE people of Ledbury and take
them on-board and try to reflect

them within the Corporate Plan.
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LEDBURY TOWN COUNCIL

ANNUAL TOWN MEETING | 11 MAY 2023 AGENDA ITEM: 24

Report prepared by Angela Price — Town Clerk

CO-OPTION

Purpose of Report

The purpose of this report is to provide Members with a copy of the Co-option policy
and information on the current vacancies on Ledbury Town Council following the local
Council elections on 4 May 2023.

Detailed Information

As Members are aware there were insufficient candidates to fill all 18 seats on Ledbury
Town Council at the 4 May elections. There are currently 8 vacancies made up as
follows:

Ledbury South — 2 vacancies
Ledbury West — 4 vacancies
Ledbury North — 2 vacancies

With ten Members Ledbury Town Council is quorate and able to function, however,
there is a requirement on all council's who do not fill their seats at election to make
every effort to co-opt members to fill remaining vacancies as soon as possible.

Therefore, Members are requested to authorise the Clerk to proceed with an
advertisement to invite applications from Ledbury residents to fill the 8 remaining
vacancies via co-option and that the timescales be delegated to the Clerk and the
Mayor or chairman of the Management Committee (if the new structure is agreed) to
agree.

Attached is a copy of the current Co-option Policy; Members will note that the Clerk
has made a suggestion for change to the required number of signatories to be
obtained by potential co-option applicants. When the Policy was originally drafted and
presented to Council it requested that two signatories be obtained by candidates.
However, this was amended to ten at a future meeting. it should be noted that when
a candidate stands for election they are only required to obtain two signatures, a
proposer, and a seconder, and therefore it would seem reasonable to only request two
signatures from potential co-option candidates.

Financial Implications
If the vacancies are to be advertised in the local press there will be a cost implication

which will be dependent on the size of the advertisement and the number of weeks it
is in the paper.
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Recommendation

1. That the Co-option be amended to request two signatories for co-option
applicants as highlighted in red in the attached policy.

2. That Members agree to proceed with co-option to fill the remaining 8-seats at
Ledbury Town Council.

3. That the Clerk notify Herefordshire Council Elections that Ledbury Town Council
intend to enter into a co-option process without delay.

4. That the Clerk in consultation with the Mayor or Chair of the Management
Committee be delegated to agree a timeline for the co-option process.

5. That the Clerk be instructed to draft a suitable press release for advertising on

social media and in Ledbury Reporter and obtain quotes for approval by the
Mayor or Chair of the Management Commiitee.
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LEDBURY TOWN COUNCIL

Councillor Co-option Policy

Introduction

This policy sets out the procedure to ensure there is compliance with legislation

and continuity of procedures in the co-option of members to Ledbury Town

Council (LTC). The Co-option procedure is entirely managed by LTC and this

policy will ensure that a fair and equitable process is carried out.

Co-option

The Co-option of a Parish Councillor occurs when:-

1. Insufficient Candidates stand for election at a normal election; or

2. A casual vacancy has arisen on the Council and no poll (by-election) has
been called.

A casual vacancy occurs when:

A councillor fails to make his declaration of acceptance of office at the
proper time;

A councillor resigns;

A councillor dies;

A councillor becomes disqualified; or

A councillor fails for six (6) months to attend any meetings of a council
committee or subcommittee or o attend as a representative of the Council
a meeting of an outside body.

LTC must notify Herefordshire County Council (HCC) of a Casual Vacancy following
which the statutory process will then be followed:

https:/Awww.electoralcommission.org.uk

If ten residents do not request a ballot within fourteen days of the vacancy notice being
posted, as advised by the District Council, LTC is able to co-opt fo fill the vacancies.

3.

Confirmation of Co-option

On receipt, of written confirmation, from the Electoral Services Office from the
HCC, the casual vacancy can be filled by means of Co-option, the Parish Clerk

- will:

e Advertise the vacancy for four-weeks on the Council notice boards and
website

e Advise LTC that the Co-option Policy has been instigated

LTC is not obliged to fill any vacancy. Even if the Council invites applications
for co-option, it is not obliged to select anyone from the candidates who apply.

1|Page
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However, it is not desirable that electors in a ward be left partially or fully
underrepresented for a significant length of time. Neither does it contribute to
effective and efficient working of the Council if there are insufficient councillors
to share the workload; equitably; to provide a broad cross-section of skills and
interests; or the achieve meeting quorums without difficulty.

Councillors elected by co-option are full members of LTC.
Eligibility of Candidates

LTC is able to consider any person to fill a vacancy provided that they qualify
under the Electoral Commission Criteria as per the following link and eligibility
form attached.

https:/iwvww.electoralcommission.org.uk/i-am-a/candidate-or-agent/parish-
and-community-council-elections-england
https://www.gov.uk/government/publications/the-7-principles-of-public-life

Candidates found to be offering inducements of any kind will be disqualified.
Applications

Members may point out the vacancies and the process to any qualifying
candidate(s).

Although there is no Statutory Requirement to do so, candidates will be
requested to:

e Submit information about themselves, by way of completing a short
application form {(Appendix A)

e Confirm their eligibility for the position of Councillor within the statutory
rules

» That all applicants be required to obtain signatures from two electors,
essentially a proposer and a seconder, who reside within the ward the
applicant wishes to represent, which is the requirement for candidates
standing for election.

A dedicated Full Council meeting will be arranged to allow for each candidate
to give a presentation.

Copies of the candidate’s applications will be circulated to all Councillor's by
the Clerk at least 3 clear days prior to the meeting, when the Co-option will be
considered. All such documents will be treated by the Clerk and all Councillors
as Strictly Private and Confidential.

Candidates will be sent a full agenda of the meeting at which they are to be
considered for appointment, together with a copy of the Code of Conduct,
Standing Orders and Financial Regulations of LTC. Candidates will also be
informed that they will be invited to speak about their application at the meeting.

2[{Page
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6. At the Co-option Meeting

At the co-option meeting, candidates will be given up to five-minutes to
introduce themselves to Members, give information on their background and
experience and explain why they wish to become a Member of LTC.

Candidates will be asked to leave the room whilst other candidates give their
presentation.

The meeting will be held in open session, however, in order to allow discussion
on the merits of each candidate, the meeting will be moved into closed session
without prejudice.

The public meeting will be re-opened and councillors will proceed to consider
whether any of the candidates should be nominated to fill any of the vacancies.

Any candidates considered suitable should be nominated/seconded and then
voted upon. Each candidate should receive an absolute majority (50%+1 of the
votes available in the meeting) in order to be successfully co-opted.

After the vote has been concluded for all of the vacancies to be filled at the
meeting, the Chairman will declare the successful candidate(s) duly elected and
ask them to sign their declaration of acceptance of office accordingly.

The Clerk will notify Electoral Services of the new Councillor appointment. The
successful candidate(s) must complete the ‘registration of interests’ within 28
days of being elected. The form should be handed to the Clerk for forwarding
to the Monitoring Officer.

Date Adopted: 6 February 2020
Review Date: 5 February 2022
Next Review: 11 May 2023
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LEDBURY TOWN COUNCIL

APPENDIX A

Application for Co-option

Thank you for your interest in becoming a Parish Councillor. Please provide the below
information to assist the council in making their decision.

FUL NGME & Tl o oneee i et et et et et e e ettt e e et aeeaneaaeans

[ (0] 0= Ve o [ (=T TR

HomE TEISDNONE o mmsmmmsiss s g s ST i3 ve v aass
Nobile: Telephon® i comammmumsvsnmpssssrs s s i s
Email Address .................. ..................................

Which Ward are you applying for? North/South/\West (Please circle)
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About You

Please provide the council with some background information about yourself,

(@)
By
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&}
D
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Reasons for applying

Please provide the council with your reasons for wanting to become a Parish
Councillor

SIGNALUIE ..evvnuiiirrrseremrenn e errrre e rrai st st st nnaea st R s s

Your application also requires signatures of 2 registered electors (known as a proposer
and seconder) from the parish area:

Proposer

SIGNALUIE ... et e et e e e e e s

Seconder

SIGNAIUIE <. ouvovvieiii i et s st ss s tr e e s s s s S S e e
Please return your completed application to the Clerk to the council. Your application
will be considered at the next available Parish Council meeting, where a vote will be
held to decide whether the council agrees to co-opt you on to Ledbury Town Council.

Data Protection Act: The information provided on this application will remain private
and Confidential.
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Co-option Eligibility Form

DECLARATION

b0 0 50,8 s s R S e hereby confirm that | am
eligible for the vacancy of Ledbury Town Councillor, in accordance with the Electoral
Commission Criteria (https://www.electoralcommission.org.uk/i-am-a/candidate-or-
agent/parish-and-community-council-elections-england, and that the information
given on this form is true and accurate record.

Ledbury Town Council is duty bound to treat this information as strictly
confidential.
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LEDBURY TOWN COUNCIL

ANNUAL MEETING 11 MAY 2022 AGENDA ITEM: 25

Report prepared by Angela Price ~ Town Clerk

TO DETERMINE THE COUNCIL’S CHEQUE SIGNATORIES FOR 2023/24

Purpose of Report

The purpose of this report is to ask Members to determine the Council's Cheque
Signatories for the 2023/24 Municipal year.

Detailed Information

The Council's Financial Regulation 6.4 states:

“6.4. Cheques or orders for payment drawn on the bank account in accordance with
the schedule as presented to council or committee shall be signed by two members of
council and countersigned by the Clerk, in accordance with a resolution instructing
that payment. A member who is a bank signatory, having a connection by virtue of
family or business relationships with the beneficiary of a payment, should not, under
normal circumstances, be a signatory to the payment in question”

Therefore, it is a requirement to have more than two Councillor signatories to ensure
impartiality when signing cheques.

The Council's current cheque signatories are Councillors Eakin, Harvey, Manns,
Howells, the Town Clerk, and the Deputy Clerk.

Each cheque must be signed by three signatories, two of these signatories are
required to be Councillors and the third to be the Town Clerk or Deputy Clerk in their
absence.

The Mayor’s Charity account signatories are currently Councillor Manns and the Town
Clerk and Deputy Clerk. This account is not currently set up for payments via internet
banking and therefore all payments are made by cheque.

Recommendation

1. That Members determine the cheque signatories for 2023/24 municipal year.
2. Members are requested to give approval to a formal bank mandate being

completed to instruct the bank to change the Councillor signatories for those
agreed at this meeting.
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8.

B S _

That approval be given for the Clerk to complete a bank mandate in respect of

the Mayor’s Charity account to reflect the 2023/24 Mayor, noting that the Clerk

and Deputy Clerk will remain sign

atories on this account.-
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