FALMOUTH TOWN COUNCII,

Minutes of the Annual Meeting of the Council held in the Council Chamber, Municipal Buildings, The

™ Moor, Falmouth on Monday 21 May 2018 at 7.00pm.,

Present: Councillors G G Chappel (Town Mayor), P A Minson (Deputy Mayor), R J Bonney,
L D Coley, G F Evans CC MBE, A J Gillett, A J Jewell CC, M C Morgan,
RJO’Shea, BM A Ross and D W Saunby CC.,

In Attendance: A M Williams (Town Clerk)
R J Gates (Town Manager)
Father I Froom (Mayor’s Chaplain)

Police Cadet C Heidstrom  (Mayor’s Cadet)

PRAYERS
Prior to the formal commencement of the meeting prayers were said by the Mayor’s Chaplain.

C5018 ELECTION OF TOWN MAYOR _ :
The Town Mayor sought nominations, There being one nomination received.

It was proposed by Councillor Bonney, seconded by Councillor O’Shea and

RESOLVED that Councillor Grenville George |
Chappel be appointed Town Mayor for the
ensuing Municipal year. .

Councillor Chappel duly read and signed the Declaration of Acceptance of Office as Town
Mayor. He thanked the Council for its support. He appointed his wife June Chappel as his
consort and Father Ian Froom as his Mayoral Chaplain. He tharked Police Cadet Chelsea
Heidstrom for serving as Mayor’s Cadet and would appoint a Mayoral Cadet shortly. His
Mayoral Charity would be Kernow Youth Carers.

C5019 APOLOGIES

Apologies for absence were received and approved from Councillors Parker (training course)
and Eva (work).

. ) C5020 INTERESTS
None received.

C5021 ELECTION OF DEPUTY MAYOR

The Town Mayor invited nominations for Deputy Mayor. There being one nomination
received.

It was proposed by Councillor Chappel, seconded by Councillor Spargo and

RESOLVED that Councillor Anthony Parker
be appointed Deputy Town Mayor for the
ensuing Municipal year.

The Town Mayor thanked retiring Deputy Mayor Councillor Minson for her efforts and
suppott.



C5022 APPOINTMENT OF STANDING COMMITTEES
The recommendations of the Council were considered.

It was proposed by Councillor Minson, seconded by Councillor O’Shea and i

RESOLVED that

(1) the Standing Committees of the Council be
appointed for the ensuing year as set out at
Appendix I that forms part of these minutes

(i)  Chairs and Vice-Chairs of Standing Committees
be appointed by the respective Committee.

C5023 APPOINTMENT OF WORKING PARTIES AND SUB-COMMITTEES
The recommendations of the Council were considered.

It was proposed by Councillor Bonney, seconded by Councillor Ross and

RESOLVED that :

M the Working Parties and Sub-Committees
be appointed for the ensuing Municipal year
as set out at Appendix II that forms part of )
these minutes

(i) Chairs and Vice-Chairs of Working Parties and
Sub-Committees, where it is not prescribed be
appointed by the respective Working Party and
Sub-Committee.

C5024 REPRESENTATIVES ON OUTSIDE BODIES
The recommendations of the Council were considered.

It was proposed by Councillor Coley, seconded by Councillor Ross and

RESOLVED that the representatives on outside bodies
be appointed to serve the ensuing year as set out at
Appendix III that forms part of these minutes.

C5025 COUNCILLOR CHAMPIONS L)
The recommendations of the Council were considered.

It was proposed by Councillor Saunby, seconded by Councillor Gillet and

RESOLVED that the Champions be appointed to
serve the ensuing year as set out at Appendix IV
that forms part of these minutes.

C5026 COUNCILLOR ATTENDANCE

The Councillor attendance records for the 2017/18 Municipal year that are attached as part of
these minutes at Appendix V were duly noted.

C5027 STANDING ORDERS AND FINANCIAL REGULATIONS
It was proposed by Councillor Ross, seconded by Councillor O’Shea and

RESOLVED that Standing Orders including Financial
Regulations be agreed and operated by the Council =
and as attached as part of these minutes.



C5028 SCHEDULE OF MEETINGS

The schedule of meetings previously agreed by the Council was duly noted and as attached as
part of these minutes at Appendix VL

C5029 HEALTH AND SAFETY
It was proposed by Councillor Ross, seconded by Councillor Coley and

RESOLVED that the Council’s Health and Safety
Policy Statement be agreed and as attached as part
of these minutes at Appendix VIL.

C5030 RISK MANAGEMENT
It was proposed by Councillor O’Shea, seconded by Councillor Gillett and

RESOLVED that the Council’s Risk Management
Policy and Risk Management Strategy be approved
as set out at Appendix VIII as part of these minutes.

C5031 GENERAL POWER OF COMPETENCE
Tt was proposed by Councillor Ross, seconded by Councillor Minson and

RESOLVED that as the Council were compliant with
the electoral mandate and the Town Clérk holds the
certificate in Local Council Administration including
the relevant training, then it exercises the General Power
of Competence pursuant to the Localism Act 2011 s 1,

C5032 TOWN MAYOR'’S CLOSING REMARKS
The Town Mayor thanked the Council and others who had supported him and presented gifts.
He outlined the Councils achievements in his year of office and recognised successes. He then
outlined aspirations for the ensuing year.

There being no further business to transact the Town Mayor declared the meeting closed at 7.35pm.

.
Signed: Date;
44 <o S PN et e



APPENDIX {

Y

'FALMOUTH TOWN COUNCIL
STANDING COMMITTEES 2018/19
Cultural Services Committee

Councillors: (x 8) G F Evans, A J Gillet, M T McCarthy, P A Minson, A Parker,
J C Robinson, B M A Ross and D W Saunby

Planning Committee 7

Councillors: (x 8) R J Bonney, G G Chappel, L D Coley, A J Jewell,
S D Eva, M C Morgan, R J O’Shea and J M Spargo

Finance and General Purposes Committee
Councillors: All Members

Staffing Committee

Councillors: (x 6) R J O’'Shea (as Chair of Finance and General Purposes
Committee), L D Coley, G F Evans (as Chairman of
Cultural Services Committee), G G Chappel (as Town
Mayor) P A Minson and J C Robinson

Licensing Committee
Councillors: (x 6) R J Bonney, S D Eva, P A Minson, M C Morgan,
A Parker and D W Saunby

Attending Officers/Partners:

Cultural Services Committee : | (Town Clerk as required) Cultural Services
Director and Dracaena Centre Manager
Planning Committee : (Town Clerk as required) Administrative Officer

Finance and General Purposes Committee :  Town Clerk and Finance Officer
Licensing Committee : ' Administrative Officer and Police Representative



APPENDIX II

FALMOUTH TOWN COUNCIL
WORKING PARTIES AND SUB-COMMITTEES 2018/19

Trescobeas Recreation Area Working Party

Councillors: (x 5) BM A Ross (Chairman), G G Chappel, L D Coley, M C Morgan and

D W Saunby

(Representatives of the Lambs Lane and Ashfield Members Association also attend in a
non-voting capagity)

Kimberley Park Working Party

Councillors: (x 5 including x3 Smithick Ward Members) J C Robinson (Chairman),
L D Coley, AJ Gillet, BM A Ross and J M Spargo

(Members of Kimberley Park Association also attend in a non- voting capacity)

Cemeteries Working Party

Councillors: (x 6) B M A Ross (Chairrhan), R J Bonney, A J Jewell, P A Minson, A Parker and
D W Saunby

Finance Sub-Crommittee

Councillors: Chairman and Vice-Chairman of Finance and General Purposes Committee
and Town Mayor and Deputy Mayor.

Dracaena Fields Working Party

Councillors {x 5 including x 3 Penwerris Ward Members) G G Chappel (Chairman),

L D Coley, AJ Gillett, M T McCarthy and B M A Ross

(Representatives of the Dracaena Centre and Skateboard Committee also attend in a non-
voting capacity)

Grounds and Property Sub-Committee

Councillors: (x 6) J C Robinson (Chairman), L D Coley, G F Evans, A J Gillett, R J O’Shea
and A Parker




APPENDIX 1l

FALMOUTH TOWN COUNCIL

REPRESENTATIVES ON OUTSIDE BODIES 2018/19

Age Concem
CCTV Stakeholders

Cornwall Association of Local
Councils

Cornwall Association of Larger
Councils — Local Councils
Committee

Cornwall Flood Forum

- Downings Charity

Earle's Retreat

Falmouth Beach Management

Group

Falmouth Car Club Steering
. Group

Falmouth Christmas Activities
Committee

Falmouth Citizens Advice

Falmouth Conservation Area
Committee

Falmouth Fairtrade

Falmouth Gardeners &
Allotment Society

Fal and Helford Advisory
Committee

Councillor S D Eva
Councillor S D Eva

Councillor B M A Ross

Councillor B M A Ross

Councillor B M A Ross
Finance Sub-Committee Members (x4)

(Mayor (Ex Officio) Councillors M C Morgan and
1TBA

Councillor A Parker
TBA

Councillors S D Eva, M C Morgan, A Parker and
J M Spargo

Councillor A J Gillett

Chair and Vice Chair of Planning Committee

Councillors J C Robinson and B M A Ross

Councillor G F Evans

Councillor B M A Ross



Falmouth and Penryn
Community Network

Falmouth in Bloom

Falmouth Neighbourhood Plan
Steering Committee

Falmouth Twinning Association

Maritime Line Working Party
Mencap
National ALC SCN

Office for the Police & Crime
Commissioner (OPCC)

Plastic Free Falmouth
Swanpool Nature Reserve
Taxi and Private Hire Forum

Town and Gown Committee

Councilior B M A Ross

Councillor L D Coley

Councillors G G Chappel and A Parker

(Mayor (Ex Officio) Councillors G G Chappel and
M C Morgan

Coungcillor D W Saunby

Councitlor M C Morgan

Councillor Ms C Atherton (Elected by outside body)

Councillor B M A Ross

Councillors A J Gillett, A Parker and J M Spargo
Councillor G F Evans
Councillor S D Eva

TBA

NB: Also the Town Clerk represents the Council in the following aspects:

Moor Stakeholders, Management Group
Street Pastors Management Committee
Cornwall Resus — Kernow First Aid

Falmouth BID Board
Safer Falmouth
CCTV Stakeholders Group,

Also the Town Manager represents the Council in the following aspects:

Falmouth Week Shoreside Committee
Falmouth Oyster Festival Committee
Sea Shanty Management Committee

Joint Services Group
Safer Falmouth




FALMOUTH TOWN COUNCIL
COUNCILLOR CHAMPIONS 2018/19

Environmental Setvices
Councillor Ms J Robinson
(Contact — Richard Gates/Mike Lynch)

Tourism/Events
Councillor J Spargo
(Contact —Richard Gates)

University Liaison/ Schools
Councilleor R O'Shea
(Contact — Ruth Grimmer/R Hillier)

Town Centre/Night-time Economy
Councillor S D Eva
(Contact — Richard Gates/PC Matt Cummins)

Community Engagement
Councillors Ms A Gillet and B M A Ross
(Contact - Mark Wiliams and Donna Williams)

Health and Safety
Councillor Ms M Morgan
(Contact — Mark Williams / Simon Penna)

Safequarding
Councillor Mrs P Minson

(Contact — Mark Williams or Donna Williams)

Information and Data
TBA

APPENDIX IV



APPENDIX Y

FALMOUTH TOWN COUNCIL

MEMBER ATTENDANCES FOR MUNICIPAL YEAR 2017/18

Councillor
C Atherton

R J Bonney

G G Chappel
L C Coley
SDEva

G F Evans

A T Gillett
A J Jewell

M T McCarthy

P A Minson

M C Morgan

R J O’Shea

A Parker

J C Robinson

B M A Ross
D W Saunby

I M Spargo

Attendance

17 from 19

38 from 45

33 from 41

9 from 11

38 from 45

22 from 30

22 from 24

34 from 35

16 from 26

29 from 40

35 from 45

33 from 41

28 from 32

23 from 30

22 from 24

28 from 34

34 from 35

%

89

84

80

82

84

73

92

97

62

73

78

80

88

77

92

82

97

Apologies

Reason

o2

7

10

11

10

2 x NALC Conference

2 x holiday, 1 xilf, 1 x family commitment.
1 x hospital appointment, 2 x no apology

4 x holiday, 3 x Civie, 1 x no apology

2 x holiday

5 x holiday, 2 x work

4 x ill, 1 x Cornwall Council business,
2 x holiday, 1 x no apology

1 x Council training, 1 x il

1 x work

2 x work, 2 x ill, 1 x holiday, I x other,
1 x Cornwall Council business,

2 x to leave Committee, 1 % no apology

2 x family commitment, 5 x ill, 2 x holiday,
1 x Civic, 1 X other commitment

9 x ill, 1 x Council training

4 x holiday, 1 x personal matter,
2 x family commitment, 1 x other meeting

1 x ill, 2 x Council training, 1 x holiday

1 x family commitment, 1 x ill, 3 x holiday,
1 x family illness, 1 x no apology

1 x family illness, 1 x NALC Conference
3 x ill, 1 x holiday, 2 x no apology

1 x Council training



FALMOUTH TOWN COUNCIL

STANDING ORDERS

APRIL 2018

Approved: 21 May 2018
Minute: C5027



“

How to use these standing orders

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

standing orders for the procurement of contracts.

Meetings of full councils, councillors and the Responsible Financial Officer and Proper Officer are subject to
many statutory requirements. So the council should have standing orders to confirm those statutory
requirements. The council has standing orders to control the number, place, quorum, notices and other
procedures for committee and sub-committee meétings because these are subject to fewer statutory

requirements. If it does not, committees and sub-committees may adopt their own standing orders.

Standing orders that are in bold type contain statutory requirements. Standing orders not in bold are there to
help the council operate effectively but do not contain statutory requirements so they have been designed to
suit the council's needs. For convenience, the word "councillor” is used in standing orders and includes a non-

councillor with or without voting rights unless otherwise stated.

The standing orders do not include the council's financial regulations but they are attached at Appendix 4.
Financial regulations are standing orders to regulate and control the financial affairs and accounting
procedures of a local council. The financial regulations, as opposed to the standing orders of a council, include

most of the requirements relevant to the Responsible Financial Officer.

Standing orders, financial regulations and council policies are issued to all councillors and these standing
orders should be used in conjunction with the Council's financial regulations, code of conduct and all policies
and procedures duly adopted by the Council. Further copies of standing orders may be obtained from the

Town Clerk.

AM Willtams FCIS FSLCC

Town Clerk



List of standing orders

1. Rules of debate at meetings

2. Disotderly conduct at meetings

3. Meetings generally

4, Committees and sub-committees

5. Ordinary council meetings

6. Extraordinary meetings of the council and committees
and sub-committees

7. Previous resclutions

8. Voting on appointments

9. Moations for a meeting that require written notice
to be given to the Proper Officer

10. Motions at a meeting that do not require written notice

11. Handling confidential or sensitive information

12. Draft minutes

13. Code of conduct, Complaints and dispensations

14, Proper Officer

15. Responsible Financial Officer

16. Accounts and accounting statements

17. Financial controls and precurement

18. Handling staff matters

19. Requests for information

20. Relations with the press/media

21. Execution and sealing of legal deeds

22, Communicating with Unitary councillors

23. Restrictions on councillor activities

24. Standing orders generally

APPENDICES

1, Standing Orders for town meetings of the electors of Falmouth

2. Code of Conduct for members

3. Code of practice for handling complaints

4, Financial Regulations

5. Media Policy

6. Speaking Protocols

7. Committee Structure

8. Committees Terms of Reference

10
12
13
13
14
14
15
15
16
16
16

16

18
15
28
30
43
51
57
58



1,

Rules of debate at meetings

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

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

A mation 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.

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

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

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

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

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

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

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

A councillor may not move more than one amendment to an ariginal or substantive motion.
The mover of an amendment has no right of reply at the end of debate on it.

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

Unless permitted by the chairman of the meeting, a councillor may speak once in the debate ona
motion except:
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 he last spoke;
i, to make a point of order;



iv, to give a personal explanation; or
V. in exercise of a right of reply.

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

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

i. to amend the motion;

i, to proceed to the next business;

iii, to adjourn the debate;
iv. to put the motion to a vote;

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

vi., to refer a motion to a committee or sub-committee for consideration;
vii.,  to exclude the public and press; \
viil.  to adjourn the meeting; or

ix. to suspend particular standing order{s) excepting those which reflect mandatory statutory requirements,

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

excluding motions moved understanding order 1(r) above, the contributions or speeches by a councillor shall
relate only to the motion under discussion and shall not exceed 5 minutes without the consent of the chairman of
the meeting.

Disorderly conduct at meetings

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

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

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




—

Meetings generally

= Full Council meetings
® Committee meetings
u Sub-committee meetings

e

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 ata
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 public
thanksgiving or mourning.

The minimum three clear days’ public notice of 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 raise formal questions at a meeting if sufficient notice has
been given and at the discretion of the Town Clerk as to the appropriateness of the
question(s)

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

A person shall raise his hand when requesting to speak and when directed to speak by
the chairman 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 his comments to the chairman of the
meeting.

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

A person may not orally report or comment about a meeting as it takes place if he is
present at the meeting of the Council or its committees but otherwise may :

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

{ii) use any other means for enabling persons not present to see or hear



proceedings at a meeting as it takes place or later:
{iii) report or comment on the proceedings in writing during or after a meeting or
orally report for comment after the meeting.

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

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

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

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

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

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

‘Unless standing orders provide otherwise, voting on a question shall be by a show of

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

The minutes of a meeting shall include an accurate record of the following:

i.  the time and place of the meeting;

ii.  the names of councillors present and absent;

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

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

v.  if there was a public participation session; and

vi.  the resolutions made,

vii, the mover and seconder of motions and amendments.

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 2 matter
being considered at a meeting is subject to statutory limitations or restrictions under
the code on his right to participate and vote on that matter.




4.

e

m S 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(vii) befow for the quorum of a committee or sub-committee
meeting.

t  If ameeting 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.

u A meeting shall ot exceed a period of 3 hours.

Committees and sub-commitiees

Unless the Council determines otherwise, a committee 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 it is a committee which
regulates and controls the finances of the council.

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

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 full council;

i.  shall permit a 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) above, appoint and determine the terms of office of
members of such a committee;

V. shall, after it has appointed the members of a standing committee, appoint the chairman of the
standing committee or delegate that appointment to the standing commitiee;

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

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

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

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

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

xi. may dissolve a committee.

The consideration of all licensing applications, and licensing matters referred to the council by the
Licensing Authority or otherwise, shall be undertaken by the Licensing Committee to make observations
within the time period specified without referral for approval by the council



f The consideration of all applications and planning matters referred to the Council by the Planning
Authority, which require the submission of observations within a perlod of time specified by legislation ..
shall be considered by the Planning Committee to exercise the said power within the period described i
by law. Applications wilf be reviewed by the Chairman/Vice-Chairman of the Planning Committee (or
other member(s) of the Committee if the Chairman and Vice-Chairman are unavailable) and will decide
whether an application is significant or routine. Routine applications will be placed on a delegated list
with an appropriate recommendation by the Chairman and Vice-Chairman (or other member(s)) and
approved by the Planning Committee en bloc without discussion, unless a member of the Council
notifies the Chairman of the Planning Committee of concerns prior to the meeting, which will entail it
being moved to the significant applications list. Other planning applications will be treated as significant
and considered individually by the Planning committee.

The Council recognises and operates to the Planning Authority protocols regarding consideration of
planning matters.

g Unless the Council determines otherwise each standing Committee shall appoint a Chairman and a
Vice-Chairman at Its first meeting In the relevant municipal year.

h Unless the Council or parent Committee determines otherwise each Sub-Committee and Working Party
shall appoint a Chairman and a Vice-Chalrman at its first meeting in the relevant municipal year.
Except for the Finance Sub-Committee, where the Chairman of the Finance and General Purposes
Committee will Chair. 7

Membership of the Staffing Committee, Planning Committee and Licensing Committee will be
dependent upon the coungcillor having undertaken the agreed training relevant to that role.

j For those councillors that enter meetings after its commencement and/or leave before the cessation,
and/or leave for a part of the meeting then that detail shall be recorded in the minutes.

k The Planning Committee shall normally have a separate membership to the Cultural Services
Committee to ensure a better equality of allocation of seats.

The Staffing Committee membership will normally include the Town Mayor, Chairman of the Cultural
Services Committee and Chairman of the Finance and General Purposes Committee.

5. Ordinary Council meetings

a In an election year, the annual meeting of the council shall be he!d on or within 14 days following
the day on which the new councillors elected take office. v
b In a year which is not an election year, the annual meeting of a council shall be held on such day

in May as the council may direct.
c. The annual meeting of the councll shall take place at 7pm.

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

e The first business conducted at the annual meeting of the council shall be the election of the
Chairman (Town Mayor) and Vice-Chairman (Deputy Mayor) of the Council.

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

g The Vice-Chairman of the Council, unless he resigns or becomes disqualified, shall hold office .
untl! immediately after the election of the Chairman of the Council at the next annual mesting of -
the council.
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In an election year, if the current Chairman of the Council has not been re-elected as a member of
the council, he shall preside at the meeting until a successor Chairman of the Council has been
elected. The current Chairman of the Council shall not have an original vote in respect of the
election of the new Chairman of the Council but must give a casting vote in the case of an equality
of votes.

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

Following the election of the Chairman of the Council and Vice-Chairman of the Council at the annual
meeting of the council, the business of the annual meeting shall include, and as required:

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

if. Confirmation of the aceuracy of the minutes of the last meeting of the council;

ifi. Recelpt of the minutes of the last meeting of a committee;

iv.  Consideration of the recommendations made by a committee;

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

vi.  Review of the terms of reference for committees;

vii.  Appointment of members to existing committees;

vl Appointment of any new committees in accordance with standing order 4 above;

ix.  Review and adoption of appropriate standing orders and financial regulations;

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

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

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

xii. Review of inventory of land and assets including buildings and office equipment;

Xiv.  Confirmation of arrangements for insurance cover in respect of all insured risks;

xv. Review of the council's and/or staff subscriptions to other bodies;

xvi. Review of the council’'s complaints procedure;

xvii. Review of the council's procedures for handling requests made under the Freedom of Information
Act 2000 and the Data Protection Act 1988;

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

xix. Determining the time and place of ordinary meetings of the full council up to and including the next
annual meeting of full council.

For those councillors that enter meetings after its commencement and/or leave before the cessation,
and/or leave for a part of the meeting then that detail shall be recorded in the minutes.

Extraordinary meetings of the Council and
committees and sub-committees

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

If the Chairman of the Council does not or refuses to call an extraordinary meeting of the council
within seven days of having been requested in writing to do so by two counciliors, any two



councillors may convene an extraordinary meeting of the council. The public notice giving the
time, place and agenda for such a meeting must be signed by the two councillors.

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

If the chairman of a committee or a sub-committee does not or refuses to call an extracrdinary meeting
within 7 days of having been requested by to do so by 3 members of the committee or the sub-
committee, any 3 members of the committee and the sub-committee may convene an extraordinary
meeting of a committee and a sub-committee.

Previous resolutions

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

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

Voting on appointments

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

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

No motion may be moved at a meeting unless it is on the agenda and the mover has given written notice
of its wording to the Proper Officer at least 5 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) above, correct obvious grammatical or typographical errors in the wording of the maotion.

If the Proper Officer considers the wording of a motion received in accordance with standing order 9(h)
above is not clear in meaning, the motion shail be rejected until the mover of the motion resubmits it in
writing to the Proper Officer so that it can be understood at least 5 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 conveneu.-
the meeting, to consider whether the motion shall be included in the agenda or rejected.




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

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

Motions rejected shall be recorded in a book for that purpose with an explanation by the Proper Officer
for their rejection.

10. Motions at a mesting that do not require written

notice

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

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

il, to move to a vote;

ii.  to defer consideration of a motion;

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

V. to appoint a person to preside at a meeting;

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

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

vili.  to require a written report;

ix, toappoint a committee or sub-committee and their members;

x.  toextend the time limits for speaking;

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

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

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

xiv.  to temporarily suspend the meeting;

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

xvi. to adjourn the meeting; or

xvil. to close a mesting.

11. Handling confidential or sensitive information

a

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

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

12. Draft minutes

a

b

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

There shall be no discussion about the draft minutes of a preceding meeting except in relation to their




accuracy. A motion to correct an inaccuracy in the draft minutes shall be moved in accordance with
standing order 10(a)(i) above.

c 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.

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

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

e Upen 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.

13 Code of Conduct, complaints and dispensations

See also standing order 3(r) above.
General

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

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

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

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

Members and the Code of Conduct

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

e. Al councillors and members of the public co-opted to serve on Councll committees and sub committees
shall maintain a Register of Disclosable Pecuniary Interests, and must update their register by notifying
the Monitoring Officer and the Clerk of any changes within 28 days.

f. All councitlors shall undertake training in the Code of Conduct within 6 months of the delivery of thelr
declaration of acceptance of office.

g. Unless granted a dispensation, a councillor or non-cauncillor with voting rights who has registered a
Disclosable Pecuniary Interest in refation to any item of business being transacted at a meeting, shall
leave the room whenever the item is being discussed, including any part of the meeting where the public
are entitled to speak. )

g



Unless granted a dispensation, a councillor or non-councillor with voting rights who has registered a non- i
registerable interest in relation to any item of business being transacted at a meeting, shall leave the ‘
room whenever the item is being discussed, including any part of the meeting where the public are i
entitled to speak. |

Where a non-registerable interest arises from membership of an outside body as defined in 3.5a of the
Coungil's Code of Conduct, a councillor may remain in the room to address the meeting, provide a short
statement and answer questions for no more than three (3) minutes before leaving the room at the
request of the Chairman.

You must record in a register of interests maintained by the Proper Officer any gifts or hospitality that you
are offered or receive in connection with your official duties as a member and the source of the gift or
hospitality that could be seen by the public as likely to influence your judgement in these matters.

A Member of the Councll may, for the purposes of his duty as a member but not otherwise, inspect any
document which has been cansidered by a Committee or by the Council. The Proper Officer or Solicitor
to the Council may decline to allow inspection of any document which is protected by other legislation or
in the event of legal proceedings would be protected by privilege arising from the relationship of solicitor
and client. All Minutes kept for any Committee shall be open for the inspection of any member of the
Council during office hours.

Allegations of breaches of the Code of Conduct

Notification of any complaint shalf remain confidential to the Proper Officer of the Council until such time
as the matter has been concluded, when the outcome of the complaint shall be reported to a meeting of
full Council.

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

Where a notification relates to a complaint made by an employee (not being the Proper Officer) the
Proper Officer shall ensure that the employee in question does not deal with any aspect of the complaint.

The Council may:
i. Provide information or evidence where such disclosure is necessary to progress an
investigation of the complaint or is required by law;
i, Seek information relevant to the complaint from the person or body with statutory
responsibility for investigation of the matter;

References to a notification shall be taken to refer to a communication of any kind which relates to a
breach or an alleged breach of the Code of Conduct by a councilior.

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

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



Dispensations

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

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

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

14. Proper Officer

a The Town Clerk shall undertake the role of the Proper Officer. When the Clerk is absent the
Administrative Officer shall undertake the work of the Proper Officer. He shall manage the operation of
the Council within the policies and budgets set by the Council.

b The Proper Officer shall:

v,
V.

vi.
vil.

viil.

iX.

X,

Xii.

xiil.

XiV.

XV.

at least three clear days before a meeting of the council, a committee

and a sub-committee serve on counciliors a summons, by email, confirming the time, place and the™” \
agenda provided any such emait contains the electronic signature and title of the Proper Officer].

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

give public notice of the time, place and agenda at least three clear days before a meeting

of the council or a meseting of a committee or a sub-committee (provided that the public

notice with agenda of an extraordinary meeting of the council convened by councillors is
signed by them);

See standing order 3(b} above for the meaning of clear days for a meeting of a full council and
standing order 3{(c) above for-a meeting of a committee.
subject to standing order 9 above, include on the agenda all motions in the order received unless a
councillor has given written notice at least 5 days before the meeting confirming his withdrawal of
it;
convene a meeting of fuil council for the election of a new Chairman of the Councll,
occasioned by a casual vacancy in his office; .
facilitate inspection of the minute book by local government electors; 7
receive and retain copies of byelaws made by other local authorities; )
retain acceptance of office forms from councillors,

“ratainma copy of every councillor's register of interests;
assist with responding to requests made under the Freedom of Information Act 2000 and Data
Protection Act 1998, in accordance with and subject to the council’s policies and procedures
relating to the same;
receive and send general correspondence and notices on behalf of the council except where there
is a resolution to the contrary,
manage the organisation, storage of, access to and destruction of information held by the councit
in paper and electronic form;
arrange for legal deeds to be executed;
See also standing order 21 below.
arrange or manage the prompt authorisation, approval, and instruction regarding any payments to
be made by the council in accordance with the council’s financial regulations;
record every planning application notified to the council and the council's response to the local
planning authority,
refer a planning application received by the Council to the Chairman, or in his absence the Vice-
Chairman, of the Planning Committee within three working days of receipt to facllitate an ;
extraordinary meeting if the nature of a planning application requires consideration before the next




ordinary meeting of the planning committee;

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

xvil. retain custody of the seal of the council which shall not be used without a resolution to that effect.
See also standing order 21 below.

c When decisions of an urgent nature need to be made between meetings of Committees the Town Clerk
shall be given delegated powers to act, in consultation with the relevant committee Chairman and Vice-
Chairman and/or Town Mayor and Deputy Mayor. The decision to be reported back to the next

© Committee meeting.

d The Town Clerk as Proper Officer will undertake the management and supervisory functions of the
Council's staff and contractors.

15. Responsible Financial Officer

a The Town Clerk shali undertake the role of the Responsible Financial Officer. When the Town Clerk is
absent the Finance Officer shall undertake the work of the Responsible Financial Officer.

16. Accounts and accounting statements

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

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

c The Responsible Financial Officer shall supply to each counciilor as soon as practicable after 30 June,

30 September and 31 December in each year a statement to summarise:
iii. thecouncil's receipts and payments for each quarter;

iv.  the council's aggregate receipts and payments for the year to date;
v, the balances held at the end of the quarter being reported

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

d As soon as possible after the financial year end at 31 March, the Responsible Financial Officer shall
provide:
i. each councillor with a statement summarising the council’s receipts and payments for the iast
quarter and the year to date for information; and
. to the full council the accounting statements for the year in the form of Section 1 of the annual
return, as required by proper practices, for consideration and approval.

@

The year end accounting statements shall be prepared in accordance with proper practices and applying
the form of accounts determined by the council {receipts and payments, or income and expenditure) for a
year to 31 March. A completed draft annual return shall be presented to each coungillor before the end of
the following month of May, The annual return of the coundll, which is subject to external audit, including
the annual governance statement, shall be presented to council for consideration and formal approval
before 30 June or as instructed by the Council’s external auditor.



17. Financial controls and procurement

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

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

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

il, the assessment and management of financlal risks faced by the counci;

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

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

' procurement policies (subject to standing order 17(c} below) including the setting of values for
different procedures where a contract has an estimated value of less than £60,000.

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

c Financial regulations shall confirm that a proposed contract for the supply of goods, materials,
services and the execution of werks with an estimated value in excess of £60,000 shall be
procured on the basis of a formal tender as summarised in standing order 17(d) below.

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

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

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

iil.  theinvitation to tender shall be advertised in a local newspaper and in any other manner that is
appropriate;

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

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

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

vii.  Detaits of the successful tender shall be reported and advertised as required by law.

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

f Where the value of a contract is likely to exceed £164,000 (or other threshold specified by the
Office of Government Commerce from time to time) the council must consider whether the Public
Contracts Regulations 2006 (5] No. 5, as amended) and the Utilities Contracts Reguiations 2006
(S! No. 6, as amended) apply to the contract and, if either of those Regulations apply, the council
must comply with EU procurement rules.

18. Handling staff matters

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

b The Council shall engage and be cognisant of the advice of its External HR Advisors.

;
e
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Subject to the Council's policy regarding absences from work, the town clerk shall notify the chairman of
the staffing committee o, if he is not available, the vice-chairman of the committee of significant absence
occasioned by illness or other reason and shall report such absence to the staffing committee at its next
meeting.

The Town Clerks terms and conditions shall be regularly reviewed by the Council's External HR Advisors.

The Chairman and the Vice-Chairman of the Staffing Committee shall conduct annual appraisal of the
work of the town clerk. The Town Clerk shall conduct annual appraisal of the work of the Administrative
Officer, Finance Officer, Town Manager, Grounds and Facilities Manager, Cuitural Services Director
being the posts comprising the council’'s management team. The management team shall conduct
annual appraisal of the work of those members of staff subordinate to them.

Subject to the Council’s policy regarding the handling of grievance matters, the town clerk shall contact the
chairman of the staffing committee or in his absence, the vice-chairman of the staffing committee in respect
of an informal or formal grievanice matter, and this matter shall be reported back and progressed by
resolution of the staffing committee

Subject to the council's policy regarding the handling of grievance matters, if an informal or formal
grievance matter raised by an employee refates to the chairman or vice-chairman of the staffing
committee, this shall be communicated to another member of the staffing committee or the town mayor,
which shall be reported back and progressed by resolution of the staffing committee.

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

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

Only persons with line management responsibilities shall have access to staff records referred to in
standing orders 18(f) and (g} above if so justified.

Access and means of access by keys andfor computer passwords to records of employment referred to
in standing orders 18(f) and (g) above shall be provided only to the Town Clerk and Chairman of the
Staffing Committee on request of the town clerk

19. Requests for information

a

b

Requests for information held by the councit shall be handled in accordance with the Council's policy in
respect of handling requests under the Fresdom of Information Act 2000 and the Data Protection Act
1998.

Correspondence from, and natices served by, the Information Commissioner shall be referred by the
Proper Officer to the Chairman of the Finance and General Purposes Committee. The said committee
shall have the power to do anything to facilitate compliance with the Freedom of Information Act 2000.

20. Relations with the press/media

a

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



21. Execution and sealing of legal deeds
See also standing orders 14(b)(xii) and (xvii) above.

a Alegal deed shall not be executed on behalf of the Council unless authorised by a resolution.

b Subject to standing order 21(a) above, the Council's common seal shall alone be used for sealing a deed
required by law. It shall be applied by the Proper Officer in the presence of a witness.

22. Communicating with unitary councillors

a An invitation to attend a meeting of the Council shall be sent, together with the agenda, to the Falmouth
glectoral division councillars of the Cornwall Council

b Unless the council determines otherwise, a copy of each letter sent to the Cornwall Council shall be sent
to the Falmouth electoral division Cornwall Councillor representing the area the subject of the letter.

23. Restrictions on councillor activities

a. Unless authorised by a resolution, no councilior shall;
I. inspect any land and/or premises which the Council has a right or duty to inspect; or
fi. issue orders, instructions or directions.

24, Standing orders generally

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

b A motion to add to or vary or revoke one or mare of the council's standing orders, except one that
incorporates mandatory statutory requirements, shall be proposed by a special motion, the written notice
by at least 5 councillors to be given to the Proper Officer in accordance with standing order 9 above.

C The Praper Officer shall provide a copy of the council's standing orders to a councillor as soon as
possible after he has delivered his acceptance of office form.

d The decision of the chairman of a meeting as to the application of standing orders at the meeting shall be
final.
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APPENDIX |

STANDING ORDERS FOR TOWN MEETINGS OF THE ELECTORS OF FALMOUTH

1.

The Annual Town Meeting of the electors of the Town of Falmouth shail be held in the Council
Chamber, Municipal Buildings, The Moor, Falmouth, on such day in the month of April, as the
Council may determine, commencing at precisely seven o'clock in the evening. If, in the event of
an emergency or extensive repairs being carried out, a suitable location to be agreed.

Other Town Meetings calfed under Section 15 of Local Government Act 1972 shall be held in the
Councif Chamber, as and when required and shalf commence at precisely seven o'clock in the
evening,

In the absence of the Mayor and the Deputy Mayor from a Town Meeting, the meeting shall
appoint such other person as it thinks fit, to act as Chairman before it proceeds to any other
business.

The Town Clerk shall ensure that proceedings of Town Meetings, are recorded.

As soon as the Chair has been filled, the Minutes of the previous Town Meeting shall be
submitted for approval as a correct record, and subject to such approval shall be signed by the
Mayor or person presiding at the Meeting.

The business to be transacted at the Annual Town Meeting shalf be as foflows:

fa) To appoint a Chairman if the Mayor and Deputy Mayor are absent from the

Meeting.

(b) To readgcmd approve as a correct record the Minutes of the previous Town Meeting.

{c) To receive any reports prepared by the Town Clerk.

{d) Ta receive reports on items of Community Interest,

{e) Toreceive reports regarding the activities of Cornwall Counciffors.

1)) To receive reportsfrom Councif representatives on outside bodies

fg) To consider items raised by efectors of which written notice has been given to the
Town Clerk,

) To.consider such business as may be raised by electors present at the meeting, at the

discretion of the Mayor or person presiding at the Meeting.

At a Town Meeting, other than the Annual Town Meeting, after the Minutes of the previous
Meeting have been signed, no other business shall be transacted other than for which the
meeting is called.

At afl Town Meetings, the ruling of the Mayor or person presiding at a meeting shatl be finaf and
shall not be chaffenged, nor shall any debate ensue upon any such ruling given by the Mayor or
person presiding.

The ruling of the Mayor as to the construction or application of any of these standing
Orders, or as to any proceedings of the Council shall not be challenged by individual
members at any meeting of the Council, nor shalf any debate ensue upon such rufing
given by the Mayor.

—
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Code of Conduct for Members
General ptinciples of public life

The Localism Act 2011 requires the Counctl to adopt a Code of Conduct for Members that is consistent
with the following principles:

Selfiessness — members should serve only the public interest and should never improperly confer an
advantage or disadvantage on any person.

Honesty and integrity — members should not place themselves in situations where their honesty and
integrity may be questioned, should not behave improperly, and should on all occasions avoid the
appearance of such behaviour.

Objectivity ~ members should make decisions on merit, including when making appointments, awatding
contracts, or racommending individuals for rewards or benefits.

Accountability ~ members should be accountable to the public for thelr actions and the manner in
which they carry aut their responsibilities, and should co-operate fully and honestly with any scrutiny
appropriate to thelr particular office.

Openness — members should be as open as possible about their actions and those of their authority, and
should be prepared to give reasons for those actions.

Leadership — members should promote and support these p_rinclptes by leadership, and by exarmple, and
should act in a way that secures or preserves public confidence.

Falmouth Town Council also expects its Members to observe the following principles:

Personal judgement —~ members may take account of the views of athers, including their political
graups, but should reach their own conclusions on the issues before them and act in accordance with
those conclusions. '

Respect for others — members should promote equality by not discriminating unlawfully agalnst any
person, and by treating people with respect, regardless of their race, age, religion, gender, sexual
orientation or disability. They should respect the impartiality and integrity of the authority’s statutory
offlcers and its other employees.

Duty to uphold the law — members should uphold the law and, on ail occasions, act in accordance with
the trust that the publicis entltled to place in them,

Stewardship — merbers should do whatever they are able to do to ensure that their authorities use
thelr resources prudently, and In accordance with the law,

Whilst these overriding principles are not formally part of the Code of Conduct they underpin the
purpose and provisions of the Code of Conduct and are principles In accordance with which Members
should conduct themselves. '
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Introduction and Interpretation

1

This Code of Conduct has been adopted by Falmouth Town Coundil to support its duty to
promote and malntaln high standards of conduct by Members of the Council as required by the
Localism Act 2011,

In this Code:
“Member” inctudes an elected member and a co-opted member

“Monitoring Officer” means the Monitoring Officer of Cornwall Councll. This is because the
Localism Act 2011 requires the Monitoring Officer of the princlpat council to discharge certain
ethical standards responsibillties in refation to the focal councils in their area.

“meeting” means any meeting of the Council and any of the Council’s committees, sub
committees, joint committees with other authorities or other formal meetings

“disclosable pecuniary interest” means an interest desctibed in Part 5A of this Code and which
is an Interest of a Member or an interest of (i) that Member’s spouse or civil partner; (i) a
person with whom that Member Is living as husband or wife; or {iii) a person with whom that

Membet is living as if they were civil partners, and that Member Is aware that that other person
has the interest

“non-registerable interests” mean an interest as defined in Part 5B of this Code

“dispensation” means a dispensation granted by the Council or other appropriate person or
body which relieves a Member fram one or more of the restrictions set out in sub-paragraphs
3(5)(i), 3(5)(11} and 3(S){lii) of Part 3 of this Code to the extent specified-in the dispensation

“register” means the register of disclosable pecuniary interests maintainéd by the Monltoring
Officer of Cornwall Council

“sensitive interest” means an interest that a Member has (whether or not a disclosable
pecuniary interest) in relation to which the Member and the Monitoring Officer cansider that
disclosure of the details of that interest could lead to the Member, or a person connectad with
the Member, being subject to violence ar intimidation

“Interest” means any disclosable pecuniary interest or any non-registerable interest where the
context permits

This Code is arranged as Follows:

Part 1 Application of the Code of Conduict
Part 2 General abligations

Part 3 Registering and declaring interests
Part 4 Sensltive interests

Part 5A Pecuniary interests

Part 5B interests other than pecuniary interests



Part 1~ Application of the Code of Conduct

1.1

L2,
13,

1.4

1.5

1.6

1.7

This Code applies to you as a Member of the Council,
This Code should be read together with the preceding general principies of public life.
It is your responsibility to comply with the provisions of this Code.

Subject to paragraphs 1.5, 1.6 and 1.7 of this Code you must comply with this Code whenever
you:

{a) conduct the business of the Counctl, which in this Code includes the business of the
office to which you have been elected or appointed; or

{b) act, hold yourself out as acting or conduct yourselfin such a way that a third party could
reasonably conclude that you are acting as a representative of the Council

and references to your officlal capacity are construed accordingly.

As well as having effect in relation to conduct in your official capacity, this Code also has effect
where your conduct In your persona! capacity constitutes a eriminal offence for which you have
been convicted {including an offence which you committed before you took office but for which
you are convicted after that date).

Whare yout act as a representative of the Council:

(a) on another authority which has a Code of Conduct, you must, when acting for that other
. authority, comply with that other authority’s Code of Conduct; or

{b) on any other body, you must, when acting for that other body, comply with this Code of
Conduct, except and insofar as it conflicts with any lawful cblngatlons to which that
other body may be subject. '

Where you are atso a member of an authority other than the Council you must make sure that

you comply with the relevant Code of Conduct depending on which role you are acting in. Your

conduct may be subject to more than one Code of Conduct depending on the circumstances.

Advice can be sought fram the proper officer of the Council {i.e. the Clerk to the Councll}.

Part 2~ General obligations

2.1

2.2

2.3

2.4

2.5

You must treat others with respect.

You must not treat others in a way that amounts to or which may reasonably be construed as
unlawfully diseriminating against them,

You must not butly any person.
You must not intimidate or attempt to intimidate others.

You must not conduct yourself in a manner which is contrary to the Councll’s duty to promote
and raintaln high standards of conduct by Members.



2.6

2.7

2.8

29

2.10

211

212

2,13

You must record in a register of interests malntained by the Praper Officet any gifts or
hospitality that you are offered or recelve in connection with your official duties as a member
and the source of the gift or hospitality that could be seen by the public as likely to influence
your judgement in these matters.

You must not do anything which compromises or is likely to compromise the impartiality of
those who wark for or on behalf of the Council.

You must not disclose Information given to you in confidence by anyone, or information
acquired by you which you believe, or ought reasonably to be aware, is of a confldential nature,
except where —

(1) you have the consent of a person authorised to give it;

{il) you are required by law to do so;

{iit) the disclosure is made to a third party for the purpose of obtalning professtanal advice
provided that the third party agrees in writing not to disclose the information to any
other person before the Information is provided to them; or

(v}  thedisclosure is—

{a) reasonable and in the public interest; and

{b} made in good faith; and

(c) In compliance with the reasonable requirements of the authority, which
requirements must be demonstrable be reference to an adopted policy,
procedure or similar document of the Council or evidenced by advice provided
by the proper officer of the Council (i.e. the Clerk to the Councll) or their
naminee. '

You must not prevent or attempt to prevent another person from gaining access to information
to which that person is entitled by law.

You mitst not conduct yourse!f in a manner which could reasonably be regarded as bringing your
office or the Counctl into disrepute.

You must not Use of attempt to use your position as a member of the Council improperly to
confer on or to secure for yourself or any other person an advantage or disadvantage.

You must when using the resources of the Council:

ii) have the prior formal permission of the Councli;

(i) act in accordance with the reasonable reguirements of the Coundil;

(i) ensure that such resources are not used improperly for political purposes {Including
party political purposes); and

(iv)  have regard to any statutory o other requirements relating to local authority publicity.

You must not authorise the use of the Councll's resources by yourself ot any ather person other
than by your participation in a formal decision made at a meeting and In accordance with the
Council’s standing orders or other procedural rules,



214 When reaching declsions on any matter you must have regard to any relevant advice provided
to you by the proper officer of the Councll {i,e, the Clerk to the Council).

2,15 You must give reasons for all decisions in accordance with any statutory requirements and any
reasonable additional requirements imposed by the Councll,

Part 3 —Registering and declaring interests and withdrawal from meetings

3.1 The provisions of this Part of this Code are subject to the provisions of Part 4 of this Code
relating to sensitive interests,

3,2 Within 28 days of becoming a Member you must notify the Monitoring Officer of any dlsclasable
pecuniary interest that you have at the time of giving the notification.

i3 Where you become a Member as a result of re-election or your co-option being renewed you
need only comply with paragraph 3.1 of this Code to the extent that your disclosable pecuniary
interests are not already entered on the register at the time the notification is given,

3.4 Youare not required to notify non-registerable interests to the Monitoring Officer forinclusion
in the register,

3.5 i you are present at a meeting and you are aware that you have a non-registerable interest or a
disclosable pecuniary interest in any matter being considered or to be considered at tha
meeting you must disclose that interest to the meeting if that interest is not already entered In
the register and, unless you have the benefit of a current and refevant dispensation in relation
to that matter, you must;

(i not partleipate, or participate further, In any discussions of the matter at the meeting;

(i) not participate in any vote, or further vote, taken on the matter at the tneeting; and

(i) remove yourself fror the meeting while any discussion or vote takes place on the
matter, to the extent that you are required to absent yourself in accordance with the
Council’s standlng orders or other relevant procedural rulas,

3.5A Where a Member has a non-registerable interestin a matter to which paragraph 3.5 relates that
does not benefit from a valid dispensation and that interest arises only from the Member's
participation in or membership of a body whose objects or purposes are charitable,
philanthropic or otherwise for the benefit of the community or a section of the community the
Member may [with the permission of the Chairman of the meeting or untll such time as the
Chairman directs the Member to stop) address the meeting to provide such information as they
reasonably consider might inform the debate and decision to be made before complying with
paragraphs 3,5(1}, (il} and {it).

3.6 If a disclosable pecuniary interest ta which paragraph 3.5 relates Is not entered in the register
and has not already been notified to the Monitoring Officer at the time of the disclosure you
must notify the Monitoring Officer of that interest within 28 days of the disclosure belng made
at the meeting.
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3.7 Within 28 days of becoming aware of any new disclosable pecuniary interest, or change to any
disclosable pecuniary interest already registered or notified to the Monitoring Officer, you must
notify that new interest or the change in the interest to the Monitoring Officer,

3.8 Al natifications of disclosable pecuniary Interests to the Monitoring Officer must be made in
writing and such disclosures as are made at meetings must be confirmed in writing to the
Monitoring Officer.

3.9  You must notify the proper officer of your Council in writing of the detail of all disclosable
pecuniary interests that are notified or conflrmed to the Monitoring Officer.

Part 4 - Sensitive interests

41  Members must natify the Monitoring Officer of the details of sensitive Interests but the details
of such Interests will not be included in any published verslon of the register,

42  Therequlrement in paragraph 3(5) of Part 3 of this Code to disclose interests to meetings shall
in relation to sensitive interests be limited to declaring the existence of an interest and the
detall of the interest need not be deciared.

Part 5A ~ Disclosable Pacuniary Interests

I this Part of the Code the expressions in the middle column have the meanings attributed to them in
the right hand column

{ay(i) “hody In which the means a firm in which the refevant person is a partner of
relevant person has a | a body corporate of which the relevant person is a '
beneficial interest” director ot in the securities of which the relevant person
has a beneficlal interest

{a)(Ih “director” includes a member of the committee of management of
an Industrial and provident soctety

(a)(i) “and” includes an easement, servitude, interest, or right over
tand which does not carry wlth it a right for the relevant
person {alone or jointly with another) to occupy the land
or to receive income

{aliiv) “relevant authority” | means the authority of which you are a member

{a){v) “relevant person” means you, your spouse or civil partner, a person with
whom you are living with as husband and wife or a
person with wham you are living with as if you are civil
partners




(a)vi}

“securities”

means shares, debentyres, 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 butlding society

The following table sets out the disclosable pecuniary interests that have been prescribed by the

Secretary of State for the purposes of the Code of Conduct and the Localism Act, 2011

Interest

Description

(b)(i}

Employment, office,
trade, profession or
vocation

Any employment, office, trade, profession or vocation
carried on for profit ar gain

(b)il)

Spansorship

Any payment or provision of any other financlal beneflt
(other than from the relevant authority) made or
provided within the refevant period in respect of any
expenses incurred by you in carrying out your duties as
a member, or tawards the slection expenses of you.
This includes any payment or financial benefit from a
trade unlon within the meaning of the Trade Union and
Labour Relations (Consolidation) Act 1992

()il

Contracts

Any contract which is made between the relevant
person (or a body which in which the relevant person
has a beneficial interest) and the relevant authority
under which goods and services are to be pravided or
works are to be executed and which has not been fuily
discharged

(b){iv)

Land

Any beneficial interest in land which is within the area
of the relevant authority

(b)(v)

Licences

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

(b){vi)

Corporate tenancies

Any tenancy where, to your knowledge the landiord is
the relevant authority and the tenant is a body in
which the relevant person has a beneficial interest

{b){vii)

Securitias

Any beneficial Interest in securities of any body where
that bady, to your knowledge, has a place of business

of land in the area of the refevant authority and either
the total nominal value of the securities exceeds




£25,000 or one hundredth of the total of the (ssued
share capital of that body or If the share capital of that
body is of mote than one class the total nominal value
of the shates in any one dass in which the relevant
person has a benefidal interest exceeds one hundredth
of the tota! Issued share capital of that class

Part 5B — Non-registerable interests

You have a non-registerable interest where a declslon in relation to a matter being determined or to be
determined:

(i)

(It}

might reasonably be regarded as affecting the financlal position or well being of you; a member
of your family or any person with whom you have a close association; or any body or group
which you are a member of more than it might affect the majarity of council tax payets, rate
payers of Inhabitants in the parish; and '

the intetest is such that a reasonable person with knowledge of ail the relevant facts would
consider your interast so significant that it is likely to prejudice your judgement of the public
interest,

save that business relating to the following functions will not give tise to non-registerable interests:

L

school meals or school transport and travelling expenses, whera you are a pareni or guardian of a
child in full time education, or are a parent governor of a school, unless it refates particularly to the
school which the child attends;

statutory sick pay under, where you are in receipt of, or are entitled to the recelpt of, such pay;

an allowance, payment or indemnity given to members;

any ceremonial honour given to members; and

setting of the precept

and for the avoidance of doubt the above exceptions to the definition of non-registerable interests do
not negate the requirements arising from having a disclosable pecuniary interest.



Appendix I Oy

FALMOUTH TOWN COUNCIL

CODE OF PRACTICE FOR HANDLING
COMPLAINTS

APPROVED : 21%*May 2018
MINUTE '



If a complaint about procedures of administration is notified orally to a Counclilot or
the Clerk arfd they cannot satisfy the complainant fully forthwith the complainant
shall be asked to put the complaint in writing to the Clerk and be assured that it will
be dealt with promptly after receipt, The complaint to be copied to the-Chalrman of
the Standing Committees.

If a complainant prefers not to put the complaint to the Clerk he or she shall be
advised to put it to the Chalrman. '

(a) On teceipt of a written complaint the Clerk or Chairman, as the case may be, shall
(except where the complaint is about his or her.own actions) try to settle the
complaint directly with the complainant but shall not do so in respect of a complaint
about the behaviour of the Clerk or'a Councillor without first notlfying the person
complained of and giving an opportunity for comment on the manner in which it is
intended to attempt to settle the complaint, -

{b} Where the Clerk or Chairman receives a written complaint about his or her own
actions he or she shall forthwith refer the complaint to the Councll.

The Clark or Chairman shall report to the next meeting of the Council any written
complainant disposed of by direct action with the complainant.

The Clerk or Chairman shall bring any written complaint which has hot been settled
tothe next meeting of the Council and the Clerk shali notify the complainant of the
date on which the complaint will be considered.

The Council shall consider whether the circumstances attending any complaint
warrant the matter being discussed in the absence of the press and public but any
decision on a complaint shal be announced at the Council meeting in public.

As soon as may be after the decision has been made it and the nature of any action
to be taken shall be communicated In writing to the complainant.

A Council shall defer dealing with any written complaint only if it is of opinion that
issue of law or practice arise on which advice is necessary from the National
Association of Local Councils o other body. The complaint shall be dealt with at the
next meeting after the advice has been received.

Mark Willlams FCIS FLSCC
Town Clerk
April 2018
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These Financial Regulations were adopted by the Council at its Meeting held on st March 2018 (from a
recornmendation by the Finance and General Purposes Committee dated 19 February 2018)

1.

11

12

1.3

L4

15

1.6

17

1.8

1.9

1,10

GENERAL

These financial regulations govern the conduct of financial management by the Councll 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 Counciflors 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 Councll has a sound system of internal controf which facilitates the effective
exercise of the Council’s functlons, including arrangements for the management of risk,

The Council's accounting control systems must include measures:

for the timely production of accounts;

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

identifying the dutles of officers.

L - * -

These financial regulations demonstrate how the Council meets these responstbilities and
requirements. -

At least once a yeé'r,‘ prior to approving the Annual Governance Statemment, thie Council must
review the effectiveness of its system of internal control which shall be in accordance with proper
practices.

A breach of these Regulations by an employee may entail action under the Council’s Disciplinary
Procedures.

Councillors of Counci! are expected to abide by the code of conduct and 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 distepute. ’

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

The Council also employs a financial professional, The Flnance Officer, to support and enable
financial reporting and compliance,

The RFG;

. acts under the palicy direction of the Council;
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1.11

1,12

1.13

1.14

administers the Council's financial affalrs in accordance with all Acts, Regulations and
proper practices; '

determines on behalf of the Councli Its accounting records and accounting contral
systems;

ensures the accounting control systems are observed;

that the accounting records of the Councll are up to date in accordance with proper
practices;

assists the Councll to secure economy, efficiency and effectiveness in the use of s
resources; and

produces financial management information as required by the Council.

The accounting records determined by the RFO shalt be sufficient to show and explain the
Council's transactions and to enable the RFO to ensure thatany income and expenditure account
and statement of balances, or record of receipts and payments and additional informatlon, as the
case may be, or ranagement information prepared for the Council from time to time comply with
the Accounts and Audit Regulations,

The accounting records determined by the RFO shallin particular contain:

entties from day to day of all sums of money recelved and expended by the Council and
the matters to which the income and expenditure or receipts and payments account
relate;

a record of the assets and labilities of the Council; and

whetever relevant, a record of the Councl’s income and expenditure In relation to
clalms made, or to be made, for any contribution, grant or subsldy.

The accounting control systems determinad 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;

procedures to enable the prevention and detectlon of inaccuracies and fraud and the
ability to reconstruct any lost records; _
identification and decumentation of the duties of officers dealing with financlal
transactions and division of respansibliities of those officers in relation to significant
transactions; ’

procedures to ensure that uncollectable amounts, Including any bad debts are not
submitted to the Councll for approval o 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,

The Council is NOT empowered by these Regulations or otherwise to delegate certain specified
decislons. In particdlar any decision regarding;

»

.

setting the final budget or the precept {Councli Tax Requirement);
approving accounting statements;

approving an annual governance statement;

horrowing;

dectaring eligibllity for the General Power of Competence; and



115

1.16

1.17

21

232

2.4

25

» addressing recommendations in any report from the internal or external auditors, which
shall be a matter for the Finance and General Purposes Committee only,

In addition, the Council must:

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

. approve any grantora single commitment in excess of £10,000; and

’ in respect of the annual salary for any employee have regard to recommendations about
annual salaries of employees made by the Staffing Committee In accerdance 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 Audlt
Commission Act 1998, or any superseding legislation, and then in force unless otherwise specifled.

in these financlal regulations the term ‘proper practice’ or ‘proper practices’ shall refer to
guidance issued in Governance and Accountability for Local Councils —a Practitioners’ Guide
{€ngland) issued by the Joint Practitioners Advisory Group {IPAG), avaflable from the websites of
NALC and the Society for Local Council Clerks {SLCCY

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

All accounting procedures and financial records of the Council shall be determined by the RFO in
accordance with the Accounts and Audit Regulations, appropriate Guldance and propet practices.

On a regular basis, at least once in each quarter, and at each financial year end, at least one
member other than the Chairman {the Mavyor} shall be appointed to verify bank recanciliations
(for all accounts} produced by the RFO via the Finance Officer, The member shall sign the
reconciliations and the original bank statements {or similar document] as evidence of verification.
This activity shali on conclusion be reported, including any exceptions, to and noted by the
Finance and General Purposes Committee. N

The RFO via the Finance Officer 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 financlal year and having certifled the
accounts the RFO shall submit them and report thereon to the Council within the timescales set
by the Accounts and Audit Regutations,

The Council shall ensure that there is an adequate and effective system of internal audit of its
accounting records, and of its system of internal control in accordance with proper practices, Any
officer or member of the Council shall make available such documents and records as appear to
the Council to be necessary for the Purpases of the audit and shall, as directed by the Council,
supply the RFO, Finance Officer, internal auditor, or external auditor with such informatlon and
explanation as the Council cohsiders necessary for that Purposes.
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2.6

2.7

2.8

2.9

2,10

2.10

3.1

3.2,

The internal auditor shall be appolnted by and shall carry out the work in relation to Internal
controls required by the Council in accardance with proper practices.

The internal auditor shall:

. be competent and independent of the financial operations of the Councl!;

. report to the Finance and General Purposes Committee in writing, or in person, on a
regular basis with a minimum of one annual written report during each financial year;

. to demanstrate competence, objectivity and independence, be free from any actual or
perceived conflicts of interest, including those arising from family refationships; and

. have no involvement in the financial decision making, management or controf of the
Council,

Internal or external auditors may not under any circumstances!

. perform any operational dutfes for the Councll;
. initiate or approve accounting transactions; or
* direct the activitles of any Council employee, except to the extent that such employees

have been appropriately asslgned to assist the intetnal 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 praciices.

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

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

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

Each service manager shall review forecasts of revenue and capltal receipts and payments for
thelr service, Having regard to the forecast and to committee (appendix 1 sets out the committee
rasponsibie for each service) and Council recommendations, they shall thereafter formulate and
submit proposals for the following financial year to the Council in September each year including

any proposals for revising the forecast, The proposals are usually formulated by the finance sub-
committee,

The RFO via Finance Officer must each year, by no later than November, prepare detalled
estimates of all receipts and payments including the use of reserves and al} sources of funding for
the following financial year in the form of a budget to be considered by the Finance and General
Purposes Committee and then confirmed by the Councll to setits precept (see 3.4).



3.3.

3.4,

3.5,

4,

4.1

4.2

4.3

4.4

4.5

4.6

The Council shall consider annual budget proposals in relation to the Council’s forecast of revenue
and capital receipts and payments including recomniendations 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 ansulng financial year not later than by December each year, The RFO shalf
issue the precept to the billing authorlty and shall supply each member with a copy of the
approved annual budget.

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

BUDGETARY CONTROL AND AUTHORITY TO SPEND

Expenditure on revenue ltems may be incurred up to the amount shown under each approved
Committee and Service schedule (appendix 1), Sub delegation by Service Heads is permitted to
defray day to day small expenditure up to £20 per individual item.

Autherisation of payment Is determined by:

. Approval by two authorised signatories for iterns exceeding £5,000; of
J Approval by one autharised sighatory for items up to but not exceeding £5000.

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
forthat class of expenditure other than by resolution of the Councll, or duly delegated committee.

During the budget year and with the approval of Council having consldered 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 financlal year
and such review shall be evidenced by a hard copy schedule signed by Chalrman of the Staffing
Committee and the Clerk as the Proper Officer, 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
expendlture on hehalf of the Council which in the Clerk's judgement it Is necessary to carry out.
Such expenditure inclutes repair, replacement or other work, whether or not there Is any
budgetary provision for the expenditure, subject to a limit of £10,000. The Clerk shall report such
actlon to the Chairman as soon as possible and to the Council as soon as practicable thereafter.
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4.7

4.8

49

4.10

5.1

52

5.3,

5.4

5.5

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 capltal works shall be administered in accordance with the Council's standing orders and
financial regulations relating to contracts.

The RFO via the Finance Officer shall regularly provide the Councll with a statement of receipts
and payments to date under each heading of the budget, comparing actual expenditure to the
appropriate date against that planned and 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
varlances. For this Purposes, “material” shall be any amount in excess of 15% of the budget,

Changes in earmarked reserves shall be approved by the Finance and General Purposes
Commlttee as part of the budgetary cantral process,

BANKING ARRANGEMENTS AND AUTHORISATION OF
PAYMENTS

The Council's banking arrangements, including the bank mandate, shall be made by the RFO via
the Finance Officer and approved by the Councll; banking arrangements may not be delegated to
a committee. They shall be regularly reviewed for safety and efficiency.

The RFO via the Finance Officer shall prepare a schedule of authorised payments forming part of
the agenda for the meeting to the Finance and General Purposes Committee for approval, The
approved schedule shall be ruled off and inltialled by the Chalrman of the Meeting. A detailed list
of all payments shall be disclosed within or as an attachment to the minutes of the meeting,
Personal payments {Including salaries, wages, expenses and any payment made in relation to the
termination of a contract of employment) may be summarised to remove public access to any
personal information. :

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

The Finance Officer shall arrange for alf invaices to be examined for arithmetical accuracy and
analyse them to the appropriate expenditure heading. The Finance Officer shall take all steps to
arrange for payment of all involces submitted to be made in a timely manner and in accordance
with 4.1,

A scheme of delegation regarding the authorisation of payments is attached at appendix 1.

In addition, the Clerk/RFO and Finance Officer shall have delegated authority to authorise the
payment of items in the following circumstances:



5.6

5.7

5.8

59

5.10

5.11

6.1

6.2

6.3

aj A revenue expenditure item authorised under 4.1 above and under 5,6 below {continuing
contracts and obligations) provided that a list of such payments shall be submitted to the
fnext appropriate meeting of the Finance and General Purposes Committee; or

b fund transfers within the Councils banklng arrangements,

For each financlal year the RFO via the Finance Officer shall draw up a list of due payments which
arise on a regular basls as the result of a continuing contract, statutory duty, or obligation (such
as but not exclusively, Salaries, PAYE and NI, Superannuation Fund and regular maintenance
contracts and the like for which the Finance and Genera! Purposes Committee, or a duly
authorised committee, may authorise payment for the year provided that the requirements of
regulation 4.1 (Budgetary Controls} are adhered to, provided also that a list of such payments

shall be submitted to the next appropriate meeting of the Finance and General Purposes
Committee,

A record of regular payments made under 5.6 above shall be drawn up and be signed by two
Counciltars 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 the Finance and General Purposes Committee shall approve expenditure
within any limits set by Councll and in accordance with any Policy statement approved by Councll.
Any Revenue or Capltal Grant in excess of £5,000 shall before payment, be subject to ratification
by resolution of the Councll.

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

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

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
by either the RFQ or the Finance Officer and at least one Councillor,

INSTRUCTIOMNS FOR THE MAKING OF PAYMENTS

The Council will make safe and efficlent arrangements for the making of its payments,

Followlng authorisation under Financlal Regulation S above, the Finance and General Purposes
Committee, Council or, if so delegated, the RFO via the Finance Officer shall give instruction that
a payment shall be made,

Al payments shall be effected by cheque or other instructions to the Council's bankers, or
otherwlse, In accordance with a resolution of the Finance and General Purposes Committee.



6.4

6.5

6.6

6.7

6.8

6.9

6.10

6.11

6,12

6.13

Cheques or orders for payment drawn on the bank account in accordance with the schedule as
presented to Council or committee shall be signed In accordance with the bank mandate, in line
with 4.1 above. If a Councillor who is also a bank signatory has declared a disclosable pacuniary
Interest, or has any other interest, in the matter in respect of which the payment is belng made,
that Counciiior shall be required to consider Standing Orders, and thareby determine whether it
is appropriate and/or permissible to be-a sighatory to the transaction in questlon.

To Indicate agreement of the details shown on the cheque of order for payment with the
counterfoll and the invoice or similar documentation.

Detalls of cheques or orders for payment shall be presented in a month by month format to the
Finance and General Purposes Committee at the next meeting following the end of the
preceding calendar month,

if thought appropriate by the Couticil, payment for utitity supplies (energy, telephane and water)
and any Natlonal Non-Domestic Rates may be made by variable Direct Debit provided that the
Instructions are signed by at least one Counclllor and any payments are reported to the Finance
and General Purpases Committes as made. The approval of the use of a variable Direct Debit shall
be renewed by resolution of the Councll annually.

The Council has approved the use of internet banking. The use of a Bankers Standing Order
provided that the instructions are signed by one member and any payments are reported ta the
finance and General Purposes Committee as made, shali be renewed by resolution of the Finance
and General Purpases Committee annually.

If thought appropriate by the Council, payment for certaln iterns may be made by BACS or similar
banking method provided that the instructions for each payment are signed, or otherwlise
evidenced, by one authorised bank signatory and are retained. All payments made by this method
are to be reported to the Finance and General Purposes Committee as rade. The approval of the
use of BACS or other method shall be renewed by resolution of the Finance and General Purposes
Committee annually.

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

Regular back-up coples of the records on any computer shall be made and shall be stared securely
away from the computer In guestion.

The Councll, and any Counclllors using computers for the council’s financial business, shall
ensure that anti-virus, anti-spyware and firewall, software with automatic updates, together
with 2 high teve! of secutity, is used.

Where internet banking arrangements are made with any bank, the RFO and Finance Gfficer shall
be appointed as the Service Administrators, The Bank Mandate approved by the Counel! shall
identify the persons authorised to approve transactions on those accourts, Al transaction made
by this method must be witnessed and signed by the duly authorised persons and witnesses.

10



6.14

6'15

6,16

6.17

6.19

71

7.2

7.3

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

Any Debit Card issued for use will be specifically restricted to the Clerk as the RFO and will also be
restricted to a single transaction maximum value of £1,000 unless authorised by Council or
Finance and General Purposes Committee In writing before any orderis placed,

A pre-pald debit card may be fssued to employees with varylng lmits, These Himits wil be set by
the Finance and General Purposes Committee. Transactions and purchases made will be reported
to the Finance and General Purposes Committee and recenciled to monthly statements by the
Finance Officet, with authority for topping-up at the written discretion of the RFO.

Any corporate credit card or trade card account opened by the Council will be specifically
restricted to use by approved and authorised employees and contractors and shall be subject to
autamatlc payment in full at each month-end.

The RFO via delegated officers shall maintain varying petty cash floats depending on the cost
centre involved, limits as set and amended by the Finance and General Purposes Committee, for
the Purposes of defraying operational and other expenses. Vouchers for payments made from
petty cash shall be kept to substantiate the payment and the petty cash accounts are to he
reconcited on a monthly basis.

a) Income received must not be pald into the petty cash floats but must be separately
banked, as provided for elsewhere in these regulations.

b Payments to maintain the petty cash fioats shall be clearly identifled on the schedule of
payments presented to Councif under 5.2 above,

PAYMENT OF SALARIES

As an employer, the Council shall make arrangements to meet fully the statutory requirements
placed on all employers by PAYE and National [nsurance leglslation, The payment of all salaries
shall be made in accordance with payroll records and the rules of PAYE and Natlonal Insurance

currently operating, and safary rates shall be as agreed by Council, as recommended by the
Staffing Committee,

All time sheets shall be certified as to accuracy by the employees and their line manager and
verified by the RFO via the Finance Officer prior to authorisation of payment.

Travel expenses:

a) All employees should use Council vehicles subject to authorisation of driver whenever
possible when travelling on Counct business. Where this is not possible business mileage
wilt be paid for local authorised travel {usually Comwall and West to Mid Devon only) at
the appropriate NIC agreed rate. Qutside of local area in the interests of best value a

1



7.4

7.5

7.6

7.7

7.8

709

7.10

711

standard rate rail fare would be paid. All clalms for travel and other expenses should be
authorisad by the relevant line manager before being submitted to the Finance Officer
for RFQ approval or In the case of the Town Clerk/RFO, expenses to be authorised by a
Cauncilior.

b) Employees of the Council and Councillors using their own vehicles for local travel must
have In place the appropriate level of ‘business use’ Insurance with the appropriate
documentation provided to the RFO before travel expenses can be authorised for
payment,

As approved by line managers, time in lieu must pe-taken-in-accordance with the Councit's
approved policy and subject to the operational requirements of Council business.

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. All payments to be approved be any one of the, Chairman or
Chairs of the Finance and Genera! Purposes of Staffing Committees.

No changes shall be made to any employee's pay, emoluments, or terms and conditions of
employment without the prior consent of the Staffing Committee.

The Courncil shall via the Flnance Officer maintaln records of each and every payment to
employees of net salary and other payments and to the appropriate credit of the statutory and
discretionary deductions. This confidential record is not open te 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;

)} by the internal auditor;

¢ by the external auditor; or

dj by any person authorised under Audit Commission Act 1998, or any supetseding
{egislation.

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

An effective system of personal performance management should be maintained for the senior
officers in accordance with the Council’s staff Appraisal System.

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

The RFO Is delegated to make arrangements to engage such replacement staff as to ensure that
the Council’s operational functlons are maintained,

12



8.

8.1

8.2

83

8.4
8.5
B.6
B.7

3.8

9.1,

9.2

9.3

9.4

LOANS AND INVESTIVIENTS

All borrowings shail be effected in the name of the Council, after obtaining any necessary
borrowing approval, Any application for borrowing approval shall be approved by Coundil as to
terms and Purposes. The application for Barrowing Approval, and subsequent arrangements for
the Loan shall only be approved by fuli Council,

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

Bank statements are avallable at all times through the Councll’s online banking portal and In
addition the Coundit will maintain the monthly delivery of hard copy statements from Banks and
Investment providers, ’

All loans and investments shall be negotiated in the name of the Councll and shall be for a set
period In accordance with Councl} policy.

The Council has an Investment Strategy and Palicy in accordance with refevant regulations, proper
practices and guidance. This shall be reviewed by the Council at least annually.

All investments of money under the control of the Councl! shall be held either In the name of the
Council or the Falmouth Art Gallery {(depasit only) (as run solely by the Councif)).

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, inctuding transactions between bank

accounts held in the same bank, or branch, shall be made in accordance with Regulation 5
{Authorisation of payments) and Regulation 6 (Instructions for payments}.

INCOME

The collection of all sums due to the Council shall be the responsibility of and under the
supervision of the RFC.

Particulars of all charges to be made for work done, services rendered or goods supptied shali be
agreed annually by the Council, notified to the RFO and the RFO shall be responsibie for the
collection of all accounts due to the Council,

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

Any sums found to be Irrecoverable and any bad debts shall be reported to the Finance and
General Purposes Committee and shall be written offin the year.

13
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9.5

9.6

9,7

9.8

9.9

9.10

9.11

10.

10.1

10.2

10.3

104

10.5

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

A record of the origin of each receipt shall be entered on an electronic spreadsheet, cross
referenced to the relevant paying-in slip.

Parsonal cheques shall not be cashed out of money held on behalf of the Council,

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

Where any slgnificant sums of cash are regularly received by the Council, the RFO shall take such
steps as are agreed by the Councll to ensure that mare than one person is present when the cash
is counted in the first instance, that there Is a reconcillation 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 charltable trust shail be paid into a charitable bank
account. Instructions for the payment of funds due from the charitable trust to the Coundil {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 helow},

Al staff handling Council income must sign the Council's information Security Policy.

ORDERS FOR WORK, GOODS AND SERVICES

Where possible, an officlal order or letter shall be issued for all works outside of recurring
budgeted expenditure, goods and services unless a formal contractis to be prepared or an official
arder would be inappropriate. Coples of orders shall be retained.

A record of these orders shall be kept on the Council’s electronic accounts system which s
maintalned by the Finance Officer.

All Councillors and Officers are responsible for obtaining value for money at all times. An officer
issulng 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 supplisrs, subject to the de minimus provision in Regulation 11 {h)
below,

A Councilior may hot issue an official order or make any contract on behalf of the Council.

The RFQ 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

14



11.

11,1

11.2

authority shall be reported to the meeting at which the order is approved so that the Minutes can
record the power being used,

CONTRACTS

Any Procurement and award of contracts covered by the Public Contracts Regulations 2015 (as
amended by the Procurement Regulations 2016}, which have an estimated value of £25,000 or

more must satisfy the requirements of the 2016 Regulations which include advertising on the
Contract Finder website.

Procedures as to contracts are laid down as follows:

a)

b)

.c)

d)

Every contract shall comply with these financlal regulations, and no exceptions shall be
made otherwlse than in an emergency provided that this regulation need not apply to
contracts which refate to items (1) to (vii) below:

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

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

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

v, 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 regular revenue expenditure falling within the Council's agreed budget
relating to the specific cost centre; ) .

vi. for additional audit work of the external Auditor; and

vik, for goods or materials proposed to be purchased which are proprietary atticles

and/or are only sold at a fixed price.

Where it is intended to enter into a contract exceeding £60,000 in value for the supply of
goods or materlals or for the execution of works or speclalist services other than such
goods, materials, works or specialist services as are excepted as set out in paragraph (a}
the Clerk shall invite tenders from at least three firms.

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 Councll,

Such invitation to tender shall state the general nature of the Intended contract and the
Clerk shall obtaln the necessaty 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
specifically marked envelope in which the tender is to be sealed and remain sealed until
the prescribed date for opening tenders for that contract.

All sealed tenders shall be opened at the same time on the prescribed date by the Clerk
in the presence of at least one member of Councit, '

15



L

12.

12.1

12,2

12.3

13.

f) If Jess than three tenders are received for contracts above £60,000 or if all the tenders
are identical the Council may make such arrangements as it thinks fit for procuring the
goads of materiais or executing the works. :

g) Any invitation to tender issued under this regulation shall be subject to Standing Order 18
and shall refer to the terms of the Bribery Act 2010

hl When it is to enter into a contract of less than £60,000 in value for the supply of goods of
materials or for the execution of works or specialist services other than such goods,
materials, works or specialist services as are excepted as set outIn paragraph {a) the RFQ
obtain 3 quotations (priced descriptions of the proposed supply); where the value is
below £3,000 and above £500 the RFO shall strive to obtain 3 estimates. Otherwise,
Regulation 10 (3) above shall apply.

i) The Coundil 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
tendet, quote or estimate, the work is not allocated and the Council requires further
pticing, provided that the specification does not change, no person shall be permitted to
subfmit a later tender estimate or quote who was present when the original declsion
making process was being undertaken, :

k) The Eurapean Union Procurement Directive or its successor in title shall apply and the
terms of the Public Contracts Regulations 2015 and the Utilities Contracts Regulations
2016 including thresholds shall be followed. -

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER
CONSTRUCTION WORKS

- Payments on account of the contract sum shall be made within the time specified in the contract

by the RFO upon authorised certificates of the architect or other consultants engaged to supervise
the contract (subject to any percentage withholding as may be agreed in the particular contract).

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

Any variation to a contract or addition to or omission from a contract must be approved by the
Council and Clatk to the contractor in writing, the Councl being informed where the final cost is
likely to exceed the financlal provision,

STORES AND EQUIPMENT
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13.2

13.3

134

13.5

14.

14.1

14.2

14.3,

14,4,

14‘5

14.6

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

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

Stacks shall be kept at the minimum levels consistent with operational requirernents.

The Service Managers shall be responsible for periodic annual checks of stocks and stores and
inventory and report to the Finance and General Purposes Committee annually,

The RFO shall be responsible for carrying out an annual audit of stocks and stores for maonhitaring
and to ensure that robust processes are in place,

ASSETS, PROPERTIES AND ESTATES

The RFO shall make appropriate arrangements for the custody of all title deeds and La nd Registry
Certificates of properties held by the Council. The RFO via the Finance Officer shall ensure a record
is maintained of all properties held by the Councll, recording the locatlon, extent, plan, reference,
purchase details, nature of the interest, tenancies granted, rents payable and Purposes for which
hald in accardance with Accounts and Audit Regulations.

No tanglble moveable property shali be purchased or otherwise acquired, sold, leased or
otherwise disposed of, without the authority of the Council, together with any other consents
required by law, save where the estimated value of any one item of tangible movable property
does not exceed £300, in which case the Clerk may make the decision to dispose.

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 pfanning permissions and covenants) together with a proper
business case {including an adequate level of consultation with the electorate).

No real property (interests in fand) shall be purchased or acquired without the authority of the
full Council, In each case a Report in writing shall be provided to Councl 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 levef of consultation with
the electorate).

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

The REO via the Finance Officer shall ensure that an appropriate and accurate Reglstet of Assets
and Investments is kept up to date, The continued existerice of tangible assets shown in the
Reglster shall be verified at least annually, possibly in conjunction with a health and safety
inspection of assets,
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15.5
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16.1

17.

17.1

17.2

173

INSURANCE

Following the annual risk assessment (per Financial Regulation 17), the Finance Officer 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 Finance Officer of all new risks, propertles or
vehlcles which require to be insured and of any alterations affecting exlsting insurances,

The RFO via the Finance Officer shall keep a record of all insurances effected by the Council and
the property and risks covered thereby and review this annually,

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.

All appropriate Councillors and employees of the Council shall be inciuded in a suitable form of
security or fidelity guarantee insurance which shall cover the maximum tisk exposura as
determined annually by the Finance and General Purposes Committee.

Each employee Is responsible for maintaining proper security at all times for all buildings, stocks,
share, vehicles, furniture, equipment, cash and all property belonging to the Council under thelr
control, Keys to safes and simllar receptacles are to be carrled on the person of those responsible
at all times and any loss of keys must be reported to the Clerk immediately.

CHARITIES

Where the Council is sole managing trustee of a charltable body the RFQ 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 RFO shali arrange for any Audit or Independent
Examination as may be required by Charity Law or any Governing Document,

RISK MANAGEMENT

The Councll is responsible for putting in place arrangements for the management of risk. The Clerk
fas RFO and with the Finance Officer] 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 annually,

Whan considering any new activity, the Service Manager shall prepare a draft risk assessment
including risk management proposals for consideration and adoption by the Council.

Each Service Manager will undertake a documented assessment of the risks and management
arrangements for their service which will be updated annualy.
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18,1

18.2

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

It shall be the duty of the Finance and General Purposes Committee 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 Finance and General Purposes Committee may, by resolution of the Committee duly notified
prior to the relevant meeting of the Committee, suspend any part of these Financial Regulations
provided that reasons for the suspension ate recorded and that an assessment of the risks arising
has been drawn up and presented in advance to all Councliilors of the Committee,

19

et



APPENDIXV

FALMOUTH TOWN COUNCIL

MEDIA POLICY

APPROVED : 18™ March 2013

MINUTE : €2414(2)
REAFFIRMED AND AMENDED : 20* July 2015 (C4575)
and 19 September 2016 (C4763)



Falmouth Town Council welcomes interaction with the press and media and recognises that this
relationship helps to communicate to and inform residents. The Councll will aim ta communicate and

infarm in a professional manner,

The Councils approach to the media wils be open, honest and with integrity. It will be proactive and

endeavour to be responsive and timely.

This policy should be read In conjunction with the Members Code of Conduct and is directed by Standing
Order13..

Press Attendance

Under the Public Bodies and Admissions to Meetings Act 1960 the press are invited to attend all
meetings of the Council and its Committees, unless there are matters to be debated that the Counil
recognises as exempt or confidential. The Counci! wili apply the tests (dentified in Schedule 12A of the
Local Government Act, 1672 (and subsequent amending legislation) to decide if matters are exempt
and/or confidential, The Council wiil provide reasonable facifities to accommodate the press attendance

at meetings and provide a notice and agenda to meetings on request.
The Press can also attend Councillor Surgerles If they wish and If acceptable to resldents that attend,

Press Requests

All requests from the press or other media for an oral or written statement or comment from the
Councll shall ke notified to and directed to the Town Clerk to drafta response. A draft response to be
clrculated electronically to all Councillors for comment. It is recognised that on occasion this will be

time constrained.

If Counclllors are contacted directly for comment they should liaise with the Town Clerk before

comment.

If Coundillors wish to write to, or contact the press, contrary to this policy, they should make it clear that

they are hot doing so in an official capacity and not use the title Councillor.



Counclllors should not make statements expressing a contrary view to that of the Councll as this may

bring the Councll in to disrepute.

Press Statements

An official Council release is made on behalf of the Councit as a body. This wili be prepared by Officers
of the Councll and Issued by the Town Clerk, Towr; Manager, Grounds and Facillties Manager or Cultural
Services Director. As appropriate It may include quotes from the Mayor or Committee Chair or other

Councittors,

Press statements prepared by Committee Chairs or other Councillors must be approved by the Town
Clerk, must be directad by a Council or Committee declsion, must be in accordance with Councll polices,
must be factual, non-political and not written to cause offence. These statements to be cl rculated

electronically to Councillors for information/comment before release.

Civic Matters
tn regard to civic matters the Town Mayor vta the Mayor’s Secretary will issue press statements and

create photographic opportunities without recourse to the processs for press statements above.

Press Release Format

The Councill will issue press releases carrying the Council logo and contact detalls for the issuing officer,

Political Views

Corporate press releases will hot contain political views. Councillor press statements: tn election years
during the petlod from Notice of Election until the day of Electlon, no guotes from Members will be
published.

Mark Williams FCIS FSLCC

Town Clerk



APPENDIX VI

FALMOUTH TOWN COUNCIL

SPEAKING PROTOCOLS

Updated: 19" September 2016
Minute:  C47633

Reaffirmed :
Minute



Questions from the Public
General
Member of the public may ask questions at an ordinary meeting of the Council.

Order of Questions

Questlons will be asked in the order notice of them was received, except that the Town Mayor may
group together similar questions.

MNotice of Questions

A guestion may only be asked if notice has been given by deflvering it in writing or by electronic mail to
the Towh Clerk na later than 48 hours befare the day of the meeting. Each question must give the
names and address of the questioner.

Number of Questions

At any one meeting na person may submit more than one question and no more than one
supplementary question.

Scope of questions

The Town Clerk may reject a question if it:

- is not about a matter for which the Council hias a responsibility or which affects the Town;

= Is defamatoty, frivolous or offensive;

= s substantially the same as a question which has been put at a meeting of the Council in the past
six months; or

. requites the disclosure of confidential or exempt information,

Record of questions

The Town Clerk will enter each question in a file opento public inspaction, Rejected questions will
inctude reasons for rejection,

Asking the questions at the meeting

The Town Mayor will invite the questioner to put the question to the Member{s) named in the notice. if
a questioner who has submitted a written question Is unable to be present, they may ask the Town
Mayor or Town Clerk to put the guestion on thelr behalf, Awritten reply will be given to the questioner
within a reasenable period following the meeting. |

Supplemental question

A questioner who has put a question in person may also put one supplementary question without
notice. A supplementary question must arise directly out of the original question or'the reply, The



Town Mayar may reject a supplementary question on any of the grounds in Procedure Rule ‘scope of
guestions’ ahove.,

Woritten answers

Any question which cannot be dealt with during public question time, either because of lack of time or
because of the non-attendance of the Memberto whom it was to be put, will be dealt with by a written
answer. : :

Reference of question to a Committee

Unless the Town Mayor decides otherwise, no discussion will take place on any guestion, but any
Member may move that a matter raised by a question be referred to the appropriate Committes, Sub-
Committee or Working Party. Once seconded, such a motion will be voted on witheut discussion.

FALMOUTH TOWN COUNCIL
PUBLIC SPEAKING AT PLANNING COMMITTEE

Members of the public have the right to speak at meetings of the Planning Committee during the
consideration of planning applications. The purpose of the right to speak is to give members of the
public the appartunity to make their views known directly to the Committee. They can stlil write to the
Councll if they prefer, or in addition to speaking.

Those entitled to speak can be objectors, applicants, their agents and supporters.

Please remember the Councl is a Consultee and you must ensure that you notify the Planning Authority
direct if you wish to object to planning applications. You should provide them in writing within the
specifled time period to:

Planning — Central One
Cornwall Council

Pydar Street

Truro

TR1 1EB

Planning applications ¢an be viewed online at www cornwall.gov.uk

When are meetings

Meetings of the Planning Committee are held on a Monday at 6.00pm. A sthedule can be obtained
from the Council offices o viewed at www.falmouthtowncouncil.com. if you wish to speak you will need
to contact the Councll’s Administrative Officet, preferably in writing or email, although a telephone call
will suffice, by no later than 12 noon on the day of the meeting. The Administrative Officer wiil then
make a list of those wishing to speak, in the order they contact the Council.




How to flind out If your application is bejng considered

Planning applications reported ta the Committee will be included in Appendix | or Appendix Il. Those
included In Appendix | will be reported with a recommendation from the Chairman and are voted on en
bloc. If you wish to talk to an Appendix | application you wilt need to speak to your local Councilior
before the meeting to ensure that s/he reguests to the Chairman that it is considered in Appendix Il

Planning Committee agendas are available to view at the Council Offices, online, or the public notice
boatd at the Municipal Buildings on the Tuesday preceding Committee, Occasionally late received
applications are added to the agenda on a Friday and you are advised to check on the day of the
meaeting for 3 comprehensive list of applications for consideration.

Order of speaking

The Officer attending or Chairman will introduce the application, followed by other speakers in the
following order:

» Applicant or agent

s Qbjectaers

¢ Supporters

+  Cornwall Councillors {nat usually time constrained)
s Falmouth Town Councillors  {not usually time constrained)

Members of the Committee may question each speaker to clarlfy points, There will then be a debate
and the Council will formulate observations for submission to the Plahning Authority.

Time limlt -~ minor applications

Thereis a time limit of five minutes for each group of speakers, If there is more than one interested
party wishing to speak, the Council will advise them that they should co-ordinate their presentation, If
they are unable to do so, the first person registering will be allotted three minutes, At the Chairman’s
discretion a further total of two minutes will be available to remaiting speakers, if they are adding new
points. It is the responsibility of speakers to co-ordinate presentations.

Time limit — major applications

The time limits are as above, However occasionally an applicant or agent for a major development may
be invited to present his proposals ta the Committee, and s/he will be allowed a period of fifieen
minutes with member questions thereafter,

Cani questions be asked of other speakers

You may Include questions in the time allocated to you but the Committee has no powers to trequire
other speakers to answer your questions, they may answer your questions if they choose in thelr
allacated time but there will be no debate. Generally it is better if you seek to have questions answered
outside the meeting and to state your interasts / polnts on the basis of the information given to you.



You must not interrupt other speakers nor interrupt the Committee debate. All speakers must speak to
the Chairman, respect the Chalrman and respond to instructions accordingly.

The Chairman wiltinvite speakers to speak and they will stand to address the Committee {unfess
infirmity prevents them),

Relevant Issues

Relevant Issues will vary with the nature of the proposal and the site are specified within the Nationa!
Planning Policy Framework and may include:

Relevant planning issues

Highway safety, traffic generation and parking

Noise, disturbance and other loss of amenities

Appearance and character of development

Layout and density of bulldings

Impact an any historic bulldings, pretected nature conservation sttes or trees
* Overshadowling, averlooking and loss of privacy

Irrelevant issues

Again these will vary from case to case but the following are usually irrelevant:

*  Private property rights (e.g. boundary or access disputes)
e Personal remarks (e.g. the applicants motives)
* Possible future developments
¢ Effect on property value
Contact the Councll

Far clarification on any of the ahove issues, the procedures, reglstering to speak or to check agenda you
should contact the Council on telephone 01326 315559 or email emily@falmouthtowncouncil,com.

FALMOLITH TOWN COUNCIL
PUBLIC SPEAKING AT LICENSING COMMITTEE

In addition to the participation of statutory organisations (such as the Police or Cornwatl Council]
licensing applicants and/or their agents will be invited to address the Licensing Committee in regard to
the application,

Objectors to a licence application will be permitted to address their objections to the Licensing

Commitee when that application is being considered and at the discretion of the Chairman,

g—



FALMOUTH TOWN COUNCIL
PUBLIC SPEAKING AT FINANCE AND GENERAL PURPOSES COMMITTEE

Public speaking is not normally permitted. However the Committee does invite grant appiicants to
attend ta respond to questions that may arise in the consideration of their respective grant, and at the
discretion of the Chalrman,
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APPENDIX Vill

FALMOUTH TOWN COUNCIL

5
L

COMMITTEE TERMS OF REFERENCE ~ 2018/19

Commlttees may exerdlse delegated functions on behalf of the Town Council under the following
terms of reference, subject to:

e The Town Council’s approved Budget and Financlai Regulations
o Any previously minuted decision of thie Town Council
s Any matters reserved to the Town Council by statute

Committee membership will be appointed by the Council. Normally the appointment of the
Committee Chair and Vice-Chair will be delegated by the Council to the respective Committee.



i

CULTURAL SERVICES
To oversee the management and delivery of Cultural Services including the management of
Falmouth Art Gallery, Falmouth Library, Education provision, Youth Services and heritage.

Membership: 8

Quorum; 3

Meeting Frequency:  quarterly

Attending Officers: Town Clerk and Cultural Services Director

NB: Membership to a separate 8 Councillors to the Planning Committee Membership to ensure an
even spread of Committee seats.

Terms of Reference:
1. To manage and oversee the Councils provision of Cultural Services,
2, To manage the direction of and approve the forward plan of Falmouth Art Gallery.
3 To manage the direction of and approve the forward plan of Falmouth Library

working in partnership with Cornwall Coundil.

4, To manage the direction of, and approve the forward plan of children and young
people initlatives in partnership with the Dracaena Centre.

5, Ensure the governance arrangements for the service are working in the most
effective way for the Council,

6 Appraise the perfarmance of the service on an annual basls

7. Regular review of risk and create effective systems to manage and mitigate these
risks,

8. Oversee, curate and ensure the security and development of the Town's colfection.

9. To Implement, monitor, review and revise polidies pertaining ta the operation of the
Service,

10, To consider and place before the Council annual estimates of expenditure relating to
matters within its responsibility.

11, Allocate and contral the financia! and manpower resources of the Cultural Services
including an appropriate safeguarding regime.

12. Ensure all operating policies for Cultural Services and staff are appropriate, fit for
purpose and regularly reviewed.

13.  "Ensure compliance with Museum Accreditation requirements.

14, To authorise Officers and Councillors to represent the service at meetings, events
and awards ceremonies as appropriate.

15. To provide educational interpretation to the community.
16. To ensure effective marketing and fundraising for the service.

17. To effectively manage the Gallery shop.



Y

FINANCE AND GENERAL PURPQSES COMMITTEE
Isthe main policy making Committee of the Cound| and considers the broad social and econemic
needs of the community. [t has overview of the Council’s financial systems.

Membership: 16 (all members of the Council),

Quorum: 6

Meeting Frequency: 6 weekly.

Attending Officers: Town Clerk and Finance Officer,
1. Toguide the Councii in the formation of objectives.

19,

11,

12,

13,

14,

15.

16.

7.

Toidentify the need for new services and facilities.

To be responsible for allocating and controlling the financial and manpower resources of the
Council,

To advise the Councll on the distribution of functions between Committees and Working
Groups and any major policy changes in the Council's management or administrative
procedures,

To consider the financial estimates of the Council and recommend the annual precept to be
levied,

To be responsible for the Council's vevenue and capital budget and the works scheduled
therein.

To be responsible for the preparation and maintenance of the Council’s Asset Register.
To be responsible for the preparation and maintenance of the Council’s Risk Register.

To be responsible for the collection of all revenue, and ralsing and renewals of loans and
insurance.

To be responsible for the banking, financial and accounting methods adopted by the Cauncil.
To oversee the operation of all CouncH property and assets.

To ensure compliance with the recommendations of the Internal Auditor and the
requirements of the External Auditor.

To authorise members attendance at conferences, courses and meetings.

To respond to consultative documents from Government and other bodies, other than those
specifically allocated to other Committeas or the Coundil.

Toenter into legal proceedings on the Councif's behalf.

Tao consider the delegation of services and assets to the Town Council from other authorities
and parthecship working arrangemerits,

To consider all community and event grant requests in accordance with the policy of the
Council.



FINANCE SUB-COMMITTEE

s a Sub-Committee of the Finance and General Purposes Committee and Is appointed to consider
matters directed to it by the parent Commiittee, Internal Control Systems, Draft estimates from
formulation and year end formulation,

Membership: 4

Quotitm: 2

Attending Officers: Town Clerk and Finance Offlcer

NB: Membership is the Town Mayor, Deputy Mayor and Chair and Vice-Chair of the Finance and
General Purposes Comrmittee,

Terms of Reference:
1. Regulate and recommend in regard to Member Interal Audit actlvity.
2. Formulation of draft annual estimates

3. Consider risk, insurance and other matters to formulate recommendations to the parent
Committee



-

GROUNDS AND FACILITIES SUB-COMMITTEE

Is a Sub-Cammittee of the Finance and General Purposes Committee and Is appointed to make
racormmendations in regards to the management, maintenance and improvements of the grounds
and facilities on behalf of the Council.

Membership: 6
Quorum; 3
Attending Officers: Town Clerk and Grounds and Facilities Manager

Terms of Reference:

1. Tokeep under review the provision of parks and gardens, allotments and sports and
recreational faclities for the residents of Falmouth including:
Kimberey Park
The Bowling Green Play Area
Dracaena Recreational Slite Including Falmouth Skate Park
Trescobeas Recreational Area including Cycle Track
Wodehouse Terrace Allotments
Swanvale Allotments {via Allotments Assoclation)
Falmouth Cemetery Sites

2. Tokeep under review and ensute safety compliance of all Council property and Council
managed property for the resident of falmouth including:
Municipal buildings, The Moor {including former Webber Street toilets)
Former Post Office, The Moor
Cemetery Lodge, Chapels and Mortuary at Falmouth Cemetery
Kimberley Park Lodge and sheds
Public Tollets at Kimberley Park, Prince of Wales Pier, Grove Place, Castle Beach, Gyllyngvase
Beach, Swanpool Beach and Maenporth Beach
The Moor Piazza

3. Tooversee and manage grounds maintenance workfarce and contractors, including
cleansing and operational staff.

4, Tooversee and manage the inspection and safety regime for al! sites and facilitles, and
ensure safe working practices for the officers involved in the maintenance and cleansing of
these sites and facilities.

5. Tomanage the use of the Cauncil’s playing flelds and parks by sports clubs which shall
include the grant of licences.

6. Tooversee the operation of the seaweed removal protocol from the Town’s beaches with
Cornwall Council

7. Tolead and approve tenders for all aspects of maintenatice and ground works in accordance
with the town Council’s financial regulations.

8 Tooversee the provision of town centre public realm CCTV in partnership with the West
Cotmwall CCTV Stakeholders Group.

9, Toundertake environmental enhancements and street cleansing, including small works
improvements



10, To prepare funding bids, work with funding bodies and project manage site redevelopment
works,

11. To ensure the Councit's vehicles and machinery are all well maintained and used safely

12, To set an annual schedule of fees and charges for the use and hire of pitches and fadilitles



PLANNING COMMITTEE
To consider the impact of development in Falmouth as consulted by the Planning Authority,
including such matters as highways, lighting, treas, transport and enforcement,

Membership: 8

Quorut: 3

Meeting Frequency: 3 Weekly (Alternate Interim and Full Committee Meetings)
Attending Officers; Town Clerk and Administrative Offlcer

NB: Membership to a separate 8 Councillors to the Cultural Services Committee Membership to
ensure an even spread of Committes seats,

Terms of Reference:

1. Toconsider and respond to all planning applications notified by the Planning Authority in
accordance with the Council’s Policies and National and Locat Planning Development
Framework Guidance,

2. Taconsider all matters of strategic planning,

3. Representation at Inguiries and Appeals.

4. Toauthorise the Chalr (or appointed deputy) to attend to represent the Councl! at relevant
meetings of the Planning Authority, Inquirles and Appeals.

5. Toallow the attendance and participation of public at meetings subject to the Council’s
Public Speaking Protocols.

6. Tomake recommendations in regard to street naming proposals in Falmouth.

7. Toconsider all matters relating to public paths, highways and traffic management including
car parking.

8. Toconsider and notify matters of planning enforcement and breachas of planning control.
9. Toconsider matters relating to Tree Preservation Orders in Falmouth

' 10. Unless considered by the Council to respond to strategic and policy consultation by
Cornwall Council in regard to planning and land use matters,



o

STAFFING COMMITTEE

Is appolnted to make decisions about all staffing matters, subject to budget and expenditure limits
decided by the Council.

Membership: b
Quorum: 3
Attending Officers: Town Clerk

NB: Membership to include the Town Mayor, Finance and General Purposes Committee and the
Cultural Services Committee Chairs.

Terms of Reference:

1. Toestablish and keep under review the staffing structure in cansultation with the Finance
and General Purposes Committee.

2. Toimplement, review, monitor and revise policies for staff.

3, Toestablish and review salaty pay scales for all categaries of staff and to be responsible for
their administration and review.

4, Tooversee the recrultment and appolntment of staff, including agency staff where
necassary.

5. Toarrange execution of new employment contracts and changes to contracts {including
TUPE transfers).

6. To establish and review annual appraisals and staff training programmes.

7. To oversee any process leading to dismissal of staff (including redundancy).

8. Tokeep under review staff working conditions, and health and safety matters,
9. Tomonitor and address regular or sustained staff absence,

10. To make recommendations on staffing related expenditure to the Finance and General
Purposes Comrnittee as Part of the budget setting process,

11. To conslder any appeal against a decislon in respect of pay or changes to terms and
condltions,

12, To cansider a staff grievance or disciplinary (and any appeal). The Committee to be divided
in consideration of the initlal matter, so that fresh eyes are retained for any subsequent
appeal.

13. To supervise and performance manage the Town Clerk’s work: the Chairman of the
Committee to administer leave records and monitor absence.,



Hogy s

’
-

APPENDIX Vi

Falmouth Town Council
Schedule of Meetings 2018-2019 Municipal Year
2018 2018
May December
14th Planning 10th Interim Planning
21st " Annual Council Council’
17th Staffing
4th Planning 2019
Finance & General Purposes January
Special Council 7th Planning
11th Staffing : Cultural Services
25th Interim Planning q.,_’l4th Finance & General Purposes
Council ¥28th Interim Planning
Council
July
16th Planning _ February
Finance & General Purposes 11th Staffing
23rd Cultural Services 18th Planning
30th Interim Planning 25th Finance & General Purpases
Council
March
- August . 1ith Interim Planning
6th  ~  Staffing Council
20th Planning 18th APM
September April |
3rd Finance & General Purposes 1st Planning
17th Interim Planning Cultural Services
Council 8th Staffing
15th Finance and General Purposes
Qctober 29th Interim Planning
3th Planning Council
Staffing
15th Finance & General Purposes May
22nd Cultural Services 13th Annual Council
26th {nterim Planning 20th Planning
Council
June
November 3rd Finance & General Purposes
19th Planning Special Council
26th Finance & General Purposes
Note Unless otherwise stated all meetings take place in the Council Chamber, Municipa! Bulldings,
The Moor, Falmouth - TR11 2RT
Planning Ali planning meetings will take place at 6pm with all other meetings commencing at 7pm except
. where stated '
Holidays Bank holidays in 2018 are on the 7th and 28th May, 27th August, 25th and 26th December.

Bank holidays in 2019 are on the 1st January, 19th and 22nd April and the 6th May.
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FALMOUTH TOWN COUNCIL

HEALTH & SAFETY POLICY

APRIL 2018
Approved: 215 May 2018

Minute: C5029



BACKGROUND

Falmouth Town Council have the freehold on two large municipal buildings known as
“The Town Hall” and “The Old Post Office” located in the centre of Falmouth. As
well as two small chapels, a former mortuary and a residential lodge all based within
the Council’s Swanpool Cemetery on the outskirts of the town. The Council employ
staff that carry out grounds maintenance and burial operations for this cemetery, also
in the centre of the town is the Council managed Kimberley Park where there is a
former residential lodge and a small complex of storage buildings one of which is
used as a rest/office facility for the on-site operative who looks after the park, carrying
out grounds maintenance activities and ensuring the byelaws are upheld.

The Town Hall is open to the public, it contains the Council Chamber and Mayor’s
Parlour where meetings are held as well as office accommodation from where the
Town Clerk and his admin team manage the activities of the Council and it‘s staff,
also within this building are the Town’s Library and Falmouth Art Gallery.

The recently acquired Old Post Office is a large building over 4 levels, there are
currently two businesses that lease the basement and ground floor; the Council will
renovate the remainder of the building as accommodation for their own staff as well
as further areas for venues and meetings.

The Council’s Town Management function is undertaken from an office premises in
the centre of the town which is leased from Cornwall Council. Town Management
oversee the organization of a programme of public events within the town; for which
there’s requirement for both traffic and crowd management.

The Council has requested that it’s staff wotk towards the acquisition of a number of
sites from Cornwall Council and provide the management of these sites; this will
cover two main areas of new responsibility for the Council which are eight public
convenience blocks and areas for where grounds maintenance operations are required
such as public open spaces, sports pitches and public gardens.

STATEMENT

The Council recognises its responsibilities under the 1974 Health & Safety at Work
Act and intends to protect from harm, its employees, members of the public,
contractors/sub-contractors and anybody else who could possibly be affected by its
activities or the use of its facilities by:

« Ingraining a culture of safety throughout the organisation, with zero tolerance of
deliberate actions of neglect;

» Having a process in place for continuous improvement through consultation on all
matters of health & safety whilst encouraging the reporting of near misses or any
situation where safety could be improved,

 Regular safety inspection of facilities as well as a programme of scheduled
statutory testing; '

« Assessment of risk to identify hazards and introduce control measures where the
risk cannot be avoided,



* Assessment of any substance to identify any potential to cause harm and put in
place measures for correct storage, handling and use.

* Provision of clear understandable safe systems of work and “Safe working
practices;” '

* Provision of safe plant, machinery & equipment that is regularly inspected,
maintained & serviced; , _

* Communication of the Council’s health & safety policy and all other safety
documentation;

*  Supervision of operations;

* The provision of support as well as both technical and awareness training
wherever required;

* Having regular review of systems and requirements;

* Carrying out regular audit of operations to ensure compliance with systems;

* Provision of facilities and equipment for the welfare of its staff:

* Having systems in place to control exposure to occupational hazards such as hand
arm vibration syndrome and hearing loss;

* Making staff aware of their responsibilities under the 1974 Health & Safety at
Work Act.

* Ensuring the health & safety policy and related documents are central to FTCs
undertakings by being “Live,” available, succinct and clearly understandable.

ARRANGEMENTS

The strategic management of Health & Safety will be the responsibility of the elected
Councillor “Champion” this is Councillor Marcelia Morgan.

The Town Clerk Mark Williams will be responsible for operational implementation
of the policy and arrangements. This includes the implementation of health & safety
management systems, the maintenance of emetrgency procedures. The Town Clerk
oversees a management team with each manager responsible for the areas as set out
below; the systems and documentation used to manage health & safety will be
consistent across these areas.

Management Team
* Grounds & property. Vehicles & plant. Simon Penna, Grounds and
Facilities Manager

* Cultural Services. Henrietta Boex, Director
* Financial management & internal systems. Ruth Thomas, Finance Officer
* Events. Richard Gates, Town Manager

The responsibility for:

* Ingraining a culture of safety throughout the organisation, with zero tolerance of
deliberate actions of neglect; lies with the management team.

* Having a process in place for continuous improvement through consultation on all
matters of health & safety whilst encouraging the reporting of near misses or any
situation where safety could be improved; lies with the management team and
the elected staff Safety Representative (this position is yet to be filled).

* Regular safety inspection of facilities as well as a programme of scheduled
statutory testing; lies with Jonathan Wilkinson, Inspection and Properties
Officer.

* Assessment of risk to identify hazards and introduce control measures where the
risk cannot be avoided; lics with the management team.



» Assessment of any substance to identify any potential to cause harm and put in
place measures for correct storage, handling and use; lies with the management
team.

* Provision of clear understandable safe systems of work and “Safe working
practices;” lies with the management team.

* Provision of safe plant, machinery & equipment that is regularly inspected,
maintained & serviced; lies with Simon Penna and Di-Mar Ltd, the Council’s
Contractor

» Communication of the Council’s health & safety policy and all other safety
documentation; lies with Mark Williams via the management team.

» Supervision of operations; Jonathan Wilkinson and Lee Mitchell.

= The provision of support as well as both technical and awareness training
wherever required; lies with Mark Williams via the management team.

+ Having regular review of systems and requirements; lies with Councillor Ms M
Morgan, Mark Williams and the management team.

* Carrying out regular audit of operations to ensure compliance with systems; lies
with Mark Williams and Simon Penna.

» Provision of facilities and equipment for the welfare of its staff; lies with
Councillor Ms M Morgan, Mark Williams and the management team,

= Having systems in place to control exposure to occupational hazards such as hand
arm vibration syndrome and hearing loss; lies with Simon Penna.

» Making staff aware of their responsibilities under the 1974 Health & Safety at
work act; lies with The Council, Councillor Ms M Morgan, Mark Williams
and the management team.

* Ensuring the health & safety policy and related documents are central fo FTC's
undertakings by being “Live,” available, succinct and clearly understandable; lies
with the Council’s Finance and General Purposes Committee.

REVIEW
This Policy will be reviewed by the Council annually.

Created Apnl 2015
Reviewed May 2016
Updated May 2017
Updated April 2018
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Introduction

11

Aims

2.1

2.2

This document forms the Council’s Risk Management Policy. It sets out:
e The philosophy of the Councils approach to risk management
e The Council’s aims for risk management

e Asummary of future monitoring and reporting fines for risk management

Risk is defined as ‘The combination of the probability of an event and its consequence.
Consequences can range from positive to negative.’
Institute of Risk Management {{RM)

The Council’s aims for this Risk Management Policy are:

e To management risk in accordance with best practice to preserve and protect the
Council’s assets, staff and reputation;

e Tominimise loss, injury and damages and reduce cost of risks;
e To ensure appropriate actions are taken to address identified risks;
e To ensure appropriate actions are taken to identify and pursue opportunities:

e To promote good corporate governance by embedding risk management through the
ownership and management of risk as part of all decision making processes; and

e To further develop risk management and raise its profile across the Council integrating
risk management into the culture of the organisation.

3 What is the Council’s Philosophy on Risk Management?

-

3.1

Risk management Policy Statement

Falmouth Town Council recognises that, in addition to its statutory duties, there are cogent
moral and economic reasons to take all practicable and reasonable measures to safeguard
people and the natural and built environments.

Whilst it is acknowledged that risk cannot be totally eliminated it is accepted that much can
be done to reduce the extent of injury, damage and financial loss. Therefore, Falmouth Town
Coundil is committed to identifying, reducing or eliminating the risks to both people and the
natural and built environments.

The Council will carry insurance in such amounts and in respect of such perils as will provide
protection against significant losses, where insurance is required by law or contract and in
other circumstances where risks are insurable and premiums cost-effective.

The Council will seek to embed effective risk management into its culture, processes and
structure to ensure that opportunities are maximised. The Council will seek to encourage
managers to identify, assess and manage risks and to learn to accept the right risks.



