FALMOUTH TOWN COUNCIL

Minutes of the Meeting of the Council held in the Council Chamber, Municipal Buildings, The Moor,
Falmouth on Monday 11" March 2019 at 7.00pm.

Present: Councillors G G Chappel (Town Mayor), A Parker (Deputy Mayor), R J Bonney,
L D Coley, S D Eva, A J Gillett, A J Jewell CC, P A Minson, M C Morgan,
R J O’Shea (to point mentioned), J C Robinson, B M A Ross, D W Saunby CC and

J M Spargo.
In Attendance: A M Williams (Town Clerk)
Councillor J Kirkham (Cornwall Council - Smithick ED)
PC M Cummins (Falmouth Police)
Father I Froom (Mayor’s Chaplain}
A Hernandez (Devon and Cornwall Police and Crime Commissioner)
L Gooding (Office of the Police and Crime Commissioner)
M Stevens (for Falmouth Service Veterans)
R Brannagan (Wessex Reserve Forces and Cadets Association)
A Nicholls, T Coles and (Directors of Falmouth Harbourside CIC)
B Mark
PRAYERS

Prior to the formal commencement of the meeting prayers wete said by the Mayor’s Chaplain.
Father Froom.

C5145 APOLOGIES
Apologies for absence were received and approved from Councillor Evans (ill} and Councillor
McCarthy (family illness).

(5146 INTERESTS
None received.

C5147 MINUTES
1t was proposed by Councillor Gillett, seconded by Councillor Ross and

RESOLVED that the minutes of the meeting held on
28 January 2019 be confirmed as a correct record
and signed by the Chairman.

C5148 TOWN MAYOR’S REPORT
The Town Mayor reported upon his civic activity including attendance at the Falmouth Bay
Residents Association AGM, Falmouth Fire Station Phoenix Presentation, the opening
ceremony for the Stella Turk Building at the Penryn Campus, Falmouth St Piran’s Day Parade,
Falmouth Fairtrade coffee morning and the Falmouth Street Pastors AGM.

He reminded members of the forthcoming Falmouth Spring Clean, St Nazaire Service, HMS
Ganges reception and Mayoral Civic Ball. His recent zipwire sponsorship has raised £2,200
for Lowen Ward at Treliske Hospital.

(5149 PUBLIC QUESTIONS
None received.




C5150 ARMED FORCES COMMUNITY COVENANT
This matter had been deferred pursuant to Minute C5134. Mick Stevens and Rachael
Brannagan requested that the Council adopt the Armed Forces Covenant, that would promote
public understanding and support of the issues affecting armed forces personnel, veterans and
their families, formally recognising much of what the Council already undertook.

It was proposed by Councillor Parker, seconded by Councillor Robinson and

RESOLVED that the Council adopts the Armed Forces
Covenant and upholds the principles therein and
recognises the value serving personnel, reservists,
veterans and military families bring to the community,

C5151 POLICE AND CRIME COMMISSIONER
Alison Hernandez outlined the Policing and Crime and Criminal Justice changes and the
priorities to ensure safe, resilient and connected communities. Precept increases (£24 per
household on Band D properties in 2019/20) would see additional resourcing the public had
requested (there had been a £12 increase in 2018/19). 41% of the service was funded from
precept, much more than the national average. Recruitment would see 1 additional
neighbourhood officer in each sector and additional detectives. Also in roads policing. Armed
responses had also been increased due to counter-terrorism requirements. In regard to police
estate, a HQ for Cornwall was being created in Bodmin, which was important for identity and
providing better training and custody facilities at a local level.

She was looking to support CCTV, including funding the Falmouth request, and updated on the
tri-service roll out, with 10 in Cornwall now. She provided details on actions around probation
and rehabilitation and the Pathfinder Scheme. Also a pilot scheme around mental health
treatment requirements. There would be additional funding for women’s services and to tackle
youth gangs and assist young people,

She responded to questions and a full debate ensued. Issues discussed included homelessness,
street drinking, late night economy policing, future of Falmouth Police Station, neighbourhood
offices using Council buildings and facilities, the 101 reporting system, rurality and sparsity
and summer policing.

Councillor O’Shea now left the meeting.

C5152 FALMOUTH HARBOURSIDE COMMUNITY INTEREST COMPANY
Andy Nicholls, Tony Coles and Ben Mark apprised the Council of the CIC and its proposals
for the re-ordering of Prince of Wales Pier, with accessibility and disabled access
improvements the priority whilst seeking to improve its infrastructure. The Falmouth
Harbourside Plan integrated to the Cornwall Council Place Shaping Project for Falmouth and
accorded with the Falmouth Neighbourhood Plan aspirations.

They responded to questions and
It was proposed by Councillor Eva, seconded by Councillor Ross and
RESOLVED that the Council support the Falmouth

Harbourside Plan in principle to enable improvements
to the Prince of Wales Pier.



C5153 POLICE REPORT
PC Cummins provided a local police report with details of a large drug seizure and arrests, a
decline in burglary and shoplifting following an arrest, and a spate of criminal damage in the
Tresocbeas area, He responded to questions.

(5154 CORNWALL COUNCILLORS REPORTS
Trescobeas
Councillor Saunby reported on-street cleansing in Lambs Lane. He was also taking up the
issue of green waste payments that were unable to be taken at the Falmouth Information
Service with Cornwall Council. He had supported the Cornwall Council 2019/20 budget
including the additional sum for children’s health care. He had allocated £1,000 towards the
BMX track repair, £500 Connecting Lives and £500 to Plastic Free Falmouth from his
Community Chest fund.

Boslowick

Councillor Jewell had made contributions towards a community defibrillator, Falmouth
Football Club and the Swanvale footpath scheme from his Community Chest. The Wainhomes
planning application would be considered by Cornwall Council and Councillor Bonney would
represent the Town Council. In regard to the Linden Homes development at Swanpool he was
discussing this with the planning officer. The application for housing at Penmere Hotel had
been approved. Traffic lights for roadworks at Bickland Water Road continued to be
problematic.

Smithick

Councillor Kirkham reported upon residents parking surveys she had undertaken with more
vehicles present during universities term times. Also walking and cycling infrastructure
needed to be better, so that users felt safe. A new pedestrian crossing was proposed at
Dracaena Avenue and standardisation of the 30mph speed limit, with a flashing road sign. She
reported on the Cornwall Council budget with an additional support of £3.5m for children’s
mental health services from general fund reserves.

Arewnack
No report.

Penwerris
No report.

C5155 COMMITTEE REPORTS
The Finance and General Purposes Committee Part 1 Report dated 25™ February 2019 was
presented by Councillor Ross, Vice-Chair of the Committee.

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

RESOLVED that the Part I Report of the Committee
dated 25" February 2019 be approved.

The Planning Committee Report dated 28™ January 2019 was presented by Councillor Jewell,
Chairman of the Committee,

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

RESOLVED that the Report of the Committee dated
28 January 2019 be approved.



The Planning Committee Report dated 18™ February 2019 was presented by Councillor Jewell,
Chairman of the Committee.

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

RESOLVED that the Report of the Committee dated
18t February 2019 be approved.

The Licensing Committee Report dated 28™ January 2019 were presented by Councillor Eva,
Chairman of the Committee.

It was proposed by Councillor Eva, seconded by Councillor Morgan and

RESOLVED that the Report of the Committee dated
28™ January 2019 be approved.

C5156 KIMBERLEY PARK WORKING PARTY
It was proposed by Councillor Robinson, seconded by Councillor Ross and

RESOLVED that the Report of the Working Party dated
13" February 2019 and the recommendations therein be
approved.

C5157 SCHEDULE OF MEETINGS 2019/20
It was proposed by Councillor Chappel, seconded by Councillor Minson and

RESOLVED that the 2019/20 schedule of meetings
(attached) be recommended to the Annual Council
meeting for approval.

C5158 TOWN MAYOR AND DEPUTY MAYOR 2019/20
It was proposed by Councillor Spargo, seconded by Councillor Morgan and

RESOI.VED that Councillor S D Eva become Town
Mayor Elect 2019/20.

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

RESOLVED that Councillor A Parker become Deputy
Mayor Elect 2019/20.

C5159 COUNCIL COMMITTEES
It was proposed by Councillor Coley, seconded by Councillor Bonney and

RESOLVED that the Council be recommended that the

status quo be maintained for Committee composition in
2019/20.

Councillor Coley indicated that she wished to sit on the Cultural Services Committee but this
would require a Councillor to transfer from that Committee to the Planning Committee to
ensure a fair spread of Committee seats.



C5160 COMMITTEE CHAIRS AND VICE-CHAIRS
It was proposed by Councillor Bonney, seconded by Councillor Minson and

RESOLVED that the Committees, Sub-Committees (where
appropriate) and Working Parties be delegated to appoint their
respective Chairs and Vice-Chairs for 2019/20.

C5161 APPOINTMENTS TO WORKING PARTIES, REPRESENTATIVES TO OUTSIDE
BODIES AND COUNCII. CHAMPIONS
It was proposed by Councillor Eva, seconded by Councillor Robinson and

RESOLVED that the Council be recommended that
the status quo be maintained regarding appointments
in 2019/20 (as attached).

(5162 STANDING ORDERS AND FINANCIAL REGULATIONS
It was proposed by Councillor Chappel, seconded by Councillor Parker and

RESOLVED that the Standing Orders and Financial
Regulations (attached) be approved and re-confirmed at
the Annual Meeting,

(5163 TOWN MANAGEMENT REPORT
The Town Clerk presented the Town Management Report that was duly noted and forms part
of these minutes.

Further Councillor Eva updated the Council on Christmas events 2019 and Councillor Kirkham
regarding a business rates workshop for traders.

C5164 TOWN CLERK’S REPORT
The Town Clerk further updated the Council regarding the Cornwall Polling Station Review
and the Code of Conduct Guidance from Cornwall Council regarding Community Governance
Review participation.

C5165 EXCLUSION OF THE PRESS AND PUBLIC
It was proposed by Councillor Chappel, seconded by Councillor Parker and

RESOLVED that in view of the confidential nature of
contractual matters and personal information it is
advisable in the public interest that the press and
public be excluded from the meeting.



COUNCIL - PART I1
11T MARCH 2019

C5166 COMMITTEE REPORTS
The Finance and General Purposes Committee Part 1I Report dated 25" February 2019 was
presented by Councillor Ross, Vice-Chair of the Committee.

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

RESOLVED that the Part IT Report of the Committee
held on 25™ February 2019 be approved.

The Staffing Committee Report dated 11™ February 2019 was presented by Councillor Minson,
Chair of the Committee,

It was proposed by Councillor Minson, seconded by Councillor Robinson and

RESOLVED that the Report of the Committee dated
11 February 2019 be approved.

There being no further business to transact the Chairman declared the meeting closed at 8.40pm.

.
Signed: Date:
L e et tereaae et et te e e b a s i te e,
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Unless otherwise stated all meetings take place in the Council Chamber, Municipal Buildings,
The Moor, Falmouth - TR11 2RT

Al planning meetings will take place at 6pm with all other meetings commencing at 7pm except

where stated

Bank holidays in 2018 are on the 6th and 27th May, 26th August, 25th and 26th December.
Bank holidays in 2019 are on the 1st January, 19th and 22nd April and the 6th May.



CREEMERD ER

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

Trescobeas Recreation Area Working Party

Councillors: (x 5) B M 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 capacity)

Kimberley Park Working Party

Councillors: (x 5 including x3 Smithick Ward Members) J C Robinson (Chairman),
L D Coley, A J 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 (Chairman), R J Bonney, A J Jewell, P A Minson, A Parker and
D W Saunby

Finance Sub-Committee
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, A J 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




FALMOUTH TOWN COUNCIL
REPRESENTATIVES ON OUTSIDE BODIES 2018/19
Age Concern Councillor S D Eva
CCTV Stakeholders Councillor S D Eva

Cornwall Association of Local Councillor B M A Ross
Councils

Cornwall Association of Larger  Councillor B M A Ross
Councils — Local Councils

Committee

Cornwall Flood Forum Councillor B M A Ross

Downings Charity Finance Sub-Committee Members (x4)

Earle’s Retreat (Mayor (Ex Officio) Councillors M C Morgan and
1 TBA

Falmouth Beach Management  Councillor A Parker

Group

Falmouth Car Club Steering TBA

Group

Falmouth Christmas Activities ~ Councillors S D Eva, M C Morgan, A Parker and

Committee J M Spargo

Falmouth Citizens Advice Councillor A J Gillett

Falmouth Conservation Area Chair and Vice Chair of Planning Committee

Committee

Falmouth Fairtrade Councillors J C Robinson and B M A Ross

Falmouth Gardeners & Councillor G F Evans

Allotment Society

Fal and Helford Advisory Councillor B M A Ross
Committee



Falmouth and Penryn
Community Network

Falmouth in Bloom

Falmouth Neighbourhood Plan
Steering Committee

Falmouth Twinning Association

Maritime Line Working Party
Mencap
National ALC SCN

QOffice for the Police & Crime
Commissioner (OPCC)

Plastic Free Falmouth
Swanpool Nature Reserve
Taxi and Private Hire Forum

Town and Gown Committee

Councillor 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

Councillor D W Saunby

Councillor 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 Commitiee
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 Commitiee
Falmouth Oyster Festival Committee
Sea Shanty Management Committee

Joint Services Group
Safer Falmouth



FALMOUTH TOWN COUNCIL
COUNCILLOR CHAMPIONS 2018/19

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

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

University Liaison/ Schools
Councillor 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 Williams and Donna Williams)

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

Safeguarding
Councillor Mrs P Minson

(Contact — Mark Williams or Donna Williams)

Information and Data
TBA




FALMOUTH TOWN COUNCIL

STANDING ORDERS

MARCH 2019

Approved:
Minute:



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 meetings because these are subject to fewer statutory

requirements. Ifit 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 policles 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 Williams FCIS FSLCC

Town Clerk
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Rules of debate at meetings

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

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

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

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

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

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

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

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

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

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

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

Where a series of amendments to an origina! motion are carried, the mover of the original moticn 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 on a
motion except:

i to speak on an amendment moved by another councillor;

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

Til. to make a point of order;



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

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

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

ii.  toproceed 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;

viii,  to adjourn the meeting; or

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

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

Excluding motions moved understanding order 1{r) above, the contributions or speeches by a counciller 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 at a meeting or behave offensively or improperly. If
this standing order is ignored, the chairman of the meeting shall request such person(s) to moderate or
improve their conduct.

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

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



Meetings generally

m Full Council meetings
N Committee meetings
H Sub-committee meetings

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

- b 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.

AE d 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.

e Members of the public may raise formal guestions 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)

f Inaccordance with standing order 3{e) above, a question shall not require a response at
the meeting nor start a debate on the question. The chairman of the meeting may
direct that a written or oral response be given. At the Chairman’s discretion and with
the agreement of the Council, a member of the public may be invited to answer
questions on matter of fact relating to the item under consideration by the Council at
that point on the agenda where the matter is discussed.

g 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.

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

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



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

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

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 shali be decided by a
majority of the councillors with vating 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 6(i) and (j} below for the different rufes 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 on to the next item of
business on the agenda and will be taken in alphabetical order of those present at the
meeting and eligible to vote.

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

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



- r 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 5d(viii) below for the quorum of a committee or sub-committee
meeting.

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

t A meeting shall not exceed a period of 3 hours.

Filming and recording meetings

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

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

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

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

. comment after the meeting.

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

An individual must be present and able to use their equipment in order to film, photograph or audio
record a meeting. There will be ne opportunity to report on any part of the meeting where the councit
has resolved to exclude the press and public.

Disruptive behaviour

{i) no filming, photographing or audio recording of a meeting should be carried out in such a way
as to disrupt the proceedings of the meeting

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

(i) if a resolution under standing order 4 d (ii) above is ignored, the chairman of the meeting may

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

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

Committees and sub-committees

Unless the Counci! 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-councillors.

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

i. shall determine their terms of reference including the scheme of delegation and the role of
Chairman and Vice-Chairman as ex officioc members with or without voting rights:

ii. 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;

ii.  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 5(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 committee;

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

vil.  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;

viil.  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, if any, required for the meetings of a sub-

committee;

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 cbservations
within the time period specified without referral for approval by the council

The consideration of all applications and planning matters referred to the Council by the Planning
Authority, which require the submission of observations within a period of time specified by legislation
shall be considered by the Planning Committee to exercise the said power within the period described
by law. Applications will 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 cencerns 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.

Unless the Council determines otherwise each standing Committee shall appoint 2 Chairman and a
Vice-Chairman at its first meeting in the relevant municipal year.

Unless the Council or parent Committee determines otherwise each Sub-Committee and Working Party
shall appoint a Chairman and a Vice-Chairman 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.

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



6.

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.

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.

Ordinary Council meetings

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

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

The annual meeting of the council shall take place at 7pm.

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

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

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

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

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

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

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

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

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

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

iv. Consideration of the recommendations made by a committee;



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

vi. Review of the terms of reference for committees;

vil.  Appointment of members to existing committees;

vii.  Appointment of any new committees in accordance with standing order 5 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;

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

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

xviil. Review of the council’s policy for dealing with the press/imedia; 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 extracrdinary meeting of the councii at any time.

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

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

If the chairman of a committee or a sub-committee does not or refuses to call an extraordinary meeting
within 7 days of having been requested by to do so by 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
10 below.

When a motion moved pursuant to standing order 8(a) above has been disposed of, no similar motion
may be moved within a further six months.



9.

Voting on appointments

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

Where more than two persons have been nominated for a position to be filled by the Council, the vote will
be taken by a written ballot of those members present and eligible to vote. The outcome of the vote will
be reported by the Clerk or the senior attending officer.

10. Motions for a meeting that require written

notice to be given to the Proper Officer

A motion shall relate to the responsibilities of the meeting 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 10(b) above, correct obvious grammatical or typographical errors in the wording of the motion.

If the Proper Officer considers the wording of a motion received in accordance with standing order 10(b)
above is not clear in meaning, the motion shall be rejected until the mover of the motion resubmits it in
writing to the Proper Officer so that if 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 convened
the meeting, to consider whether the motion shall be included in the agenda or rejected.

Subject to standing order 10{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.

A written notice of motion shall not relate to any matter which may be considered under the Council's
Code of Conduct, Complaint Procedure or employment policies.



11. Motions at a meeting 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,

i to move to a vote;

iii. 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;
viii.  to require a written report;

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

X. to extend 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;

xili.  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

xvii, to close a meeting.

12. Handling confidential or sensitive information

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

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

13. Draft minutes

a

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 ahout 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 11(a)(i) above.

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

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



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

e Upon a resolution which confirms the accuracy of the minutes of a meeting, the draft minutes or
recordings of the meeting for which approved minutes exist shall be destroyed.

14. Code of Conduct, and dispensations

See also standing order 3(q) above.
General

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

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

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

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

Members and the Code of Conduct

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

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

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

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

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

Where a non-registerable interest arises from membership of an cutside body as defined in 3.5a of the
Council'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 Council may, for the purposes of his duty as a member but not otherwise, inspect any
document which has been considered by a Committee or by the Council. The Proper Officer or Solicitor
fo the Council may decline to allow inspection of any document which is protected by other legislation or
in the event of legal proceedings wouid 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,

Dispensations

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

A decision as to whether to grant a dispensation shall be made by a meeting of the council, or committee
or sub-committee for which the dispensation is required and that decision is finat.

A dispensation request shall confirm:
i. The description and the nature of the disclosable pecuniary interest or other interest to which the

request for the dispensation relates;
ii. whether the dispensation is required to participate at a meeting in a discussion only or a discussion

and a vote;
ili. the date of the meeting or the pericd (not exceeding four years) for which the dispensation is sought

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

This policy shall apply to all meetings of the Council, its committees and sub-committees.
No dispensation will be awarded for any meeting where there are no minutes of the proceedings.

A dispensation may be granted in accordance with standing eorder 14(m) above if having regard to all

relevant circumstances the following applies:

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

ii. granting the dispensation is in the interests of persons living in the council’s area or

ili. itis otherwise appropriate to grant a dispensation.

15. Code of Conduct Complaints

a.

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

Where the notification relates to a complaint made by the Proper Officer, the Proper Officer shall notify the
Chairman or Vice-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, and who shall continue to act in
respect of that matter as such until the complaint is resolved.

Where 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.



d. The council may:

provide information or evidence where such disclosure is necessary to progress an investigation of the
complaint or is required by law;

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 related to a
Breach or an alleged breach of the code of conduct by a coungillor.

Upon notification by the Cornwall Council that a councillor or non-councillor with voting rights has
breached the council’s code of conduct, the council shall consider any recommendations and what, of
any, action to take against him. Such action excludes disqualification or suspension from office and
shall be limited to those sanctions recommended by the Monitaring Officer as part of the Decision
Notice.

16. Proper Officer

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 Councll within the policies and budgets set by the Council.

The Proper Officer shall:

i. at least three clear days before a meeting of the council, a committee
and a sub-committee serve on councillors a summeons, by email, confirming the time, place and the
agenda provided any such email contains the electronic signature and title of the Proper Officer].
See standing order 3(b) above for the meaning of clear days for a meeting of a fufl council and
standing order 3 (c) above for a meeting of a commiltee.

il. give public notice of the time, place and agenda at least three clear days before a meeting
of the counci! or a meeting of a committee or a sub-committee (provided that the public
notice with agenda of an extraordinary meeting of the council convened by councillors is
signed by them);

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

iii. 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;

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

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

vi. receive and retain copies of byelaws made by other local autherities;
vil.  retain acceptance of office forms from councillors;
vili.  retain a copy of every councillor's register of interests;

X, assist with responding to requests made under the Freadom 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;

X. receive and send general correspondence and notices on behalf of the council except where there
is a resolution to the contrary;
Xi. manage the organisation, storage of, access to and destruction of information held by the council

in paper and electronic form;
xii.  arrange for legal deeds to be executed,
See also standing order 23 below.



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

xiv. record every planning application notified to the council and the council's response to the local
planning authority,

xv. 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 facilitate 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

xvii. retain custody of the seal of the council which shall not be used without a resolution to that effect.
See also standing order 23 below,

¢ 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.

17. Responsible Financial Officer

a The Town Clerk shall 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.

18. 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

h 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 councillor as scon as practicable after 30 June,
30 September and 31 December in each year a statement to summarise:
i the council’s receipts and payments for each quarter;
i, the council’s aggregate receipts and payments for the year to date;
iii. the balances held at the end of the quarter being reported

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

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

e The year end accounting statements shall be prepared in accordance with proper practices and applying
the form of accounts determined by the council (receipts and payments, or income and expenditure) for a
year to 31 March. A completed draft annual return shall be presented to each councillor before the end of
the following month of May. The annual return of the council, which is subject to external audit, including



the annual governance statement, shall be presented to councit for consideration and formal approval
before 30 June or as instructed by the Council's external auditor,

19. Financial controls and procurement

a

b

C

d

e

f

The counci shall consider and approve financial regulations drawn up by the Responsible Financial

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

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

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

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

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

2 procurement policies (subject to standing order 19(c) below) including the setting of values for
different procedures where a contract has an estimated value of less than £60,000.

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

Financial regulations shall confirm that a proposed contract for the supply of goods, materials,
services and the execution of works with an estimated value in excess of £60,000 shall be
procured on the basis of a formal tender as summarised in standing order 19(d) below.

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

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

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

iii. the invitation to tender shall be advertised in a local newspaper and in any cther manner that is

appropriate;

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

V. tenders shall be opened by the Proper Officer in the presence of at least cne coungillor after the

deadline for submission of tenders has passed,

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

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

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

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 (S! No. 5, as amended) and the Utilities Contracts Regulations 2006
(Sl No. 6, as amended) apply to the contract and, if either of those Regulations apply, the council
must comply with EU procurement rules.



20. Handling staff matters

O

—

[—

A matter personal to a member of staff that is being considered by a meeting of the staffing committee is
subject to standing order 12 above.

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

Subject to the Council's policy regarding absences from work, the town clerk shall notify the chairman of

the staffing committee or, if he is not available, the vice-chairman of the committee of significant absence
occasioned by iliness 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 Councit’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, Cultural 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 informat or formal grievance matter, and this matter shall be reported back and progressed by
reselution 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 relates 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 20{f) and (g} above if so justified.

Access and means of access by keys and/or computer passwords to records of employment referred to
in standing orders 20(f) and (g) above shall be provided only to the Town Clerk and Chairman of the
Staffing Committee on request of the town clerk

21. Requests for information

a

b

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

Correspondence from, and notices 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.



22. Relations with the press/media

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

23..Execution and sealing of legal deeds

See also standing orders 16(b)(xii) and {xvii} above.
a A legal deed shall not be executed on behalf of the Couincil unless authorised by a resolution.

b Subject to standing order 23(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.

24. Communicating with unitary councillors

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

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

c At the Chairman’s discretion and with the approval of the Council, a divisional member may be invited to
speak during any item on the agenda to make a short statement and answer any questions.

25. Restrictions on councillor activities

a. Unless authorised by a resclution, no councillor shall:
i. inspect any land and/or premises which the Councit has a right or duty to inspect; or
ii. issue orders, instructions or directions,
iil. incur any expenditure on behalf of the Council or issue an instruction to incur expenditure.

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

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

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



APPENDICES

1-Standing Orders Town Meetings

2 - Code of Conduct

3 — Complaints Procedure

4 - Financial Requlations

5 ~ Medfa Policy

6 — Speaking Protocols

7 — Committee Structure

8 — Committee Terms of Reference



APPENDIX |

STANDING ORDERS FOR TOWN MEETINGS OF THE ELECTORS OF FALMOUTH

1

The Annual Town Meeting of the electors of the Town of Falmouth shall be held in the Council
Chamber, Municipal Bulldings, 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 carrlfed out, a suitable location to be agreed.

Other Town Meetings cafled under Section 15 of Local Government Act 1972 shall be held in the
Councli Chamber, as and when required and shall 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
appoaint such other person as It thinks fit, to act as Chairman before it proceeds to any other
business.

The Tawn 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 shall be as follows:

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

Meeting.

(b) To readgand approve as q correct record the Minutes of the previous Town Meeting,

{c) To receive any reports prepored by the Town Clerk,

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

{e} To receive reports regarding the activities of Cornwall Counciflors.

1), To receive reports from Council representatives on outside bodies

{2 Yo consider items raised by electors of which written notice has been given to the
TownClerk.

(h) 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 shalf be transacted other than for which the

meeting is called,

At alf Town Meetings, the ruling of the Mayor or person presiding at @ meeting shall be final and
shall not be challenged, nor sholi 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 shall any debate ensue upon such ruling
given by the Mayor.
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Code of Conduct for Members
General principles of public life

The Localism Act 2011 requires the Council to adopt a Code of Conduct for Members that |s cansistent
with the followlng principles:

selflessness — membars should serve only the public Interest and should naver improperly confer an
advantage or disadvantage on any person,

Honesty and integrity - members should not place themselves in situations whate thelr honesty and
integrity may be questioned, should not behave Improperly, and should on all occaslons avald the
appearance of such behaviour,

Objectivity - members should make decisions on merit, including when making appalntments, awarding
contracts, or racommending individuals for rewards or benefits,

Accountability — members should be accountable to the public for thelr actians and the manner in
which they carry out thair 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 actiohs and those of thelr authority, and
should be prepared to give reasons for those actions.

Leadership — members should promote and support these principles by leadarship, and by example, and
should act in a way that secures or praserves public confidence.

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

Porsonal jJudgement — members may take account of the views of others, Including their political
groups, but should reach their own conclusions on the Issues before them and act in accordance with
those concluslons.

Respect for others — members should promate equality by not discriminating unlawfully agalnst any
person, and by treating people with respect, regardlass of their race, age, raligion, gender, sexual
orlientation or disability, They should respect the impartiality and integrity of the authotity’s statutory
officers andits other employees.

Duty to uphold the law — merbers should uphold the law and, on all occasions, act In accordance with
the trust that the pubiic Is entitled to place in them.

Stewardship — members 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 formalfy part of the Code of Conduct they underpin the
purpese and provisions of the Code of Conduct and are principles in accardance with which Members
shaould conduct themselves. '



Introduction and Interpretation

1

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

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

“Monitaring Officer” means the Monltoring Officer of Cornwall Councl), This Is because the
Locallsm Act 2014, requires the Monitoring Officer of the principal council te discharge certaln
ethical standards responsibilities In relation to the focal counclls 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

"disclosabla pecuniary interest’ means an interest described In Part 5A of this Cade and which
is an interest of a Member or an Interest of (i} that Member's spouse or civil partner; {ii)a
person with whom that Member Is living as hushand or wife; or {|l} a parson with whom that
Member s living as if they were civii partners, and that Member Is aware that that other person
has the interest

“non-registerable interests” mean an interest as defined in Part 58 of this Code

“dispensation” means a dispensation granted by the Cound| or other appropriate persoh or
hody which relieves a Member from ane or more of the restrictions set out in sub-paragraphs
3{S)(i), 3(5)(il} and 3{5)(lil} of Part 3 of this Code to the extent specified In the dispensation

"register” means the register of disc! dsable pecuniary interests maintained by the Mbnltoring
Officer of Cornwall Council

“sensitive interest” means an interest that a Member has (whether ornot a disclosable
pecuniaty Interest) in relation to which the Member and the Monitoring Officer consider that
disclosure of the detalls of that interest could lead to the Member, ot a person connected with
the Member, being subject to viclence or Intimidatlon

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

This Code Is arranged as follows!

Part 1 Application of the Code of Conduct
Part 2 General obligations

Part 3 Registering and declaring interests
Part 4 Sensitive Interests

Part 5A Pecuniary interests

Part 5B |nterests other than pecuniary interests



Part L~ Application of the Code of Conduct

11

1.2,
13,

14

15

1.6

17

This Code applies to you as a Member of the Councll,
This Cote should be read together with the preceding general principles of public life,
It Is your responsibility to comply with the pravisions 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 Cade includes the business of the
office to which you have been elected ar appointed; or

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

and references to your official capacity are construed accordingly,

As well ag having effect in relation to conduct in your official capacity, this Code also has effect
whera your conduct In your persanal capacity constitutes a criminal offence for which you have
baan convicted (Including an offence which you committed hefore you took office but far which
you are convicted after that date).

Where you act as a representative of the Councll;

(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 lawfu! obilgations to which that
other body may be subject,

Where you are also 8 member of an authority other thian 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 Cade of Conduct depanding on the circumstances,

Advice can be sought from the proper officer of the Council {i.e., the Clerk to the Council),

Part 2 - General obligatiofis

2.1

2.2

23

24

2.5

You must treat others with respect,

Yau must not treat others in a way that amounts to or which may reasonably be construed as
unlawfully discriminating against them.

You must not huily any person.
You must not intimidate ar attempt to intimidate others,

You must not conduct yourself in a manner which ls contrary to the Councli’s duty to promote
and maintain high standards of conduct by Membets,



26

2.7

28

2.9

2,10

211

212

213

You must record in a register of interests malntalned by the Proper Officer any gifts or
hospltality that you are offered or recelve in connection with your official duties as a member
and the source of the gift or hospltality 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 fikely to compromise the impartiaiity of
those who work for or on behalf of the Council,

You rust 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 confidentlal nature,
except where -

{H you have the consent of a persan authorised to give it;

{it) youi are required by law to do so;

(if)  the disclosure is made to a third party for the purpose of obtaining professional advice
provided that the third perty agrees in writing not to disclose the informatton to any
other person before the information is provided to them; or

{iv)  the disclosure is—

(a} reasonable and in the public interest; and

(b} made in good faith; and

(] In eampliance with the reasonable requirements of the authority, which
requirements must be demonstrable be reference to an adopted policy,
procedure or similar document of the Councl| or evidenced by advice provided
by the proper officer of the Council {|.e. the Clerk to the Councll) or their
nominee,

You must not prevent or attempt to prevent ahother person from galning access to information
to which that person is entitled by law,

You mist not conduct yoursetf in a manner which could reasonably be regarded as bringing your
offlce or the Councll into disrepute.

Yoil must not use or 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:

(M have the prior formal permission of the Councll;

{1} act In accardance with the reascnable requirements of the Council;

() ensure that such resautces are not used impraperly for political purposes (Including
party political purposes); and '

{iv)  have regard to any statutory or other requirements relating to lotal authority publicity.

You must not authorise the use of the Council's resources by yourself or any other person other
than by your participation in a formal decislon mada at a meeting and in accordance with the
Councll’s standing orders or other procedural fules,



2,14 When reaching decisions on any matter you must have regard to any relevant advice provided
to you by the proper officet of the Council {l.e, the Clerk to the Council).

215 Yol must glve reasons for all decislons In accordance with any statutory requirements and any
reasonabla add|tional requirements imposed by the Council,

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 Monltoring Officer of any disclosable
pecunlary interest that you have at the time of giving the notification,

33 Where you become a Member as a tesult of re-efection or your ¢o-option being renewed you
heed onty comply with paragraph 3.1 of this Code te the extent that your disclosable pecuniary
interests are not already entered on the reglster at the time the notification is given,

3.4 Youare not required to notify non-registerable interests to the Monttoring Officer for inclusion
in the register,

a5 if you ave present at & meeting and you are aware that you have a non-registerable interest ot a
disclosable pecuniary interest In any matter being considerad or to be considered at the
meeting you must disclose that interest to the meeting if that interest Is not already entered in
the register and, unless you hava the benefit of a current and relevant dispensation in relation
to that matter, you must;

N hat participate, or pattictpate 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 meeting; and

i) remave yourself from the meeting while any discusslon or vote takes place on the
matter, to the extent that you are required to absent yourse!f In accordance with the
Councll's standing orders or other relevant procedural rules.

3.5A Where a Member has a non-registerable Interest in a matter to which paragraph 3.5 relates that
does not benefit from a valld dispensation and that Interest atses only from the Member’s
participation In or membership of 4 body whose abjects or purposes are charitable,
philanthropic or otherwlsa 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
Chalrman directs the Member to stop) address the meeting to provide such Information as they
reasonably consider might inform the debate and decision to he made befare complying with
paragraphs 3.5(1}, (ii) and (iil).

a6 If a disclosable pecuniary Interest to which paragraph 3.5 relates Is not entered in the register
and has not already been natified to the Monitoring Officer at the time of the disclosure you
must notify the Monitaring Officer of that interast within 28 days of the disclosure belng made
at the meeting.



3.7

3.8

3.9

Within 28 days of becoming aware of any hew disclosable pecuniary interest, or change to any
disclosable pecuniaty interast already registered or notified to the Monitoring Officer, you must
notlfy that new interest or the change In the interest to the Monitoring Officer,

All notifications 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,

You must notify the proper officer of your Council In writing of the detall of all disclosable
pecuniary Interests that are notified or confirmed to the Monitoring Officer.

Part 4 - Sensitive interests

4.1

4.2

Members must notify the Monitoring Officer of the detalls of sensitive Interests but the detalls
of sych |ntarests will not he included in any published version of the reglster,

The requirement in paragraph 3(5) of Part 3 of this Code to disclose interests to meetings shall
in relation to sensltive interests be limited to declaring the existence of an interest and the
detail of the interest need not be declared,

Part 5A - Disclosable Pecuniary Interests

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

(all)

*hody In which the means a flrm in which the relevant person is a partner or
relevant person has a | a hody corporate of which the relevant person s a '
beneficial interest” director ot in the securities of which the relevant person
has a beneficial interest

{a)(n) *director” includes a member of the committee of management of
anh industrial and provident soclety

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

(a)(iv) “relevant authority’ | means the authorlty of which you are a member

{alv] “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 whom you are living with as if you are chvil
partners




a)vh)

¥securities”

means shares, debentures, debenture stock, foan stock,
bonds, units of a collective investmant scheme within the
meaning of the Financlal Services and Markets Act 2000
and other securities of any description, other than
money deposited with a building society

The following table sets out the disclosable pecuniary interests that have been preseribed by the
Secretary of State for the purposes of the Code of Conduct and the Locallsm Act, 2011

Interest

Description

(bXi)

Employment, office,
trade, profession or
vocatlon

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

(b)(l}

Sponsorship

Any payment or provision of any other financial beneflt
{other than from the relevant authority) made of
provided within the relevant period in respect of any
expenses Incurred by you In carrying out your duties as
a member, or towards the electlon expenses of you,
This Includes any payment of financlal benafit from a
trade unlon within the meaning of the Trade Union and
Labour Relations (Consolidation} Act 1992

(b (1}

Contracts

Any cohtract 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 gocds and services are to be provided or
works are to be executed and which has not been fully
discharged

{b){iv}

Land

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

(bj(v)

Licences

Any licence {alone or Jointly with others) to eccupy
land in the area of the relevant authority for a month
or longer

(b)ivi)

Corparate tenancies

Any tenancy where, ta your knowledge the landlard is
the relevant authority and the tenant Is a body In
which the relevant person has a beneficial interast

(bHvil)

Securitles

Any beneficlal interest In securities of any body where
that bady, to your knowledge, has a place of business

or land In the area of the relevant authority and elther
the total nominal value of the securities exceeds




£25,000 or ohe hundredth of the total of the issued
shara capital of that body or If the share capltal of that
body is of mare than one class the total nominal value
of the shares In any one class in which the relevant
person has a beneficlal Intarest exceeds one hundredth
of the total issued share capital of that class

Part 58 — Non-registerable Interests

You have a non-registerable interest where a decision In relation to a matter belng determined or to be
determined:

() might reasonably be regarded as affecting the financlal position or wall belng of you; a member
of your famlly or any person with whom you have a close assoclatlon; or any hody or group
which you are a member of more than it might affect the majority of councll tax payers, rate
payers of Inhabltants in the parish; and ’

{ii) the [Hterest is stich that a reasonable person with knowledge of ail the relevant facts would
consider your interest so significant that it is likely to prejudice your judgement of the publie
interest,

save that business relating to the following functions wili not glve rise to non-registerable Interests:

»  school meals o school transport and travelling expenses, where you are a parent or guardian of &
child in ful time education, or are a parent governor of a school, unless it relates 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;

« anallowance, payment or indemnity given to members;

*  any ceremonial honour given to members; and

¥ setting of the precept

and for the avoldance of doubt, the above exceptions to the definition of non-registerable interests do
hot negate the requirements arlsing from having a disclosable pecunlary interest.
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1,

8,

if a complaint about procedures of administration Is notlified orally to a Councillor or
the Clerk and they cannot satisfy the complainant fully forthwith the complainant
shalt be asked to put the complaint in writing to the Clerk and be assured that it will
be dealt with pramptly after raceipt, The complaint to be copied to the Chairman of
the Standing Committees,

If a complalnant prefers not to put the complaint to the Clerk he or she shall be
advised to put it to the Chairman.,

{a) On recelpt of a written complaint the Clerk or Chalrinan, as the case may be, shall
{except where the complaint is about his or her own qgctions) try to settle the
complaint directly with the complainant buk shall hot do so in respect of a complaint
about the behaviour of the Clerk or a Councillor without first notifying the person
complained of and giving an apportunity for comment on the manner in which it Is
intended to attempt to settle the complaint.

{b} Where the Clerk or Chatrman recelves u written complaint about his or her own
actlons he or she shall forthwith refer the complaint to the Council.

The Clerk or Chalrman shall report to the next meeting of the Councll any wrltten
complainant disposed of by direct action with the complainant,

The Clerk or Chairman shall bring any written complaint which has fiot been settied
tothe next meating of the Council and the Clerk shall notify the complalnant of the
date on which the complaint will be consldered.

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

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

A Council shall defer dealing with any written complaint ondy If it is of opinion that
issue of law or practice arlse on which advice Is necessary from the National
Association of Local Counclls or other body, The complaint shatl be dealt with at the
next meeting aftar the advice has been raceived.

Mark Williams FCIS FLSCC
Town Clerk
April 2018
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These Financial Regulations were adopted by the Councll at Its Meeting held on 5™ March 2018 (from a
racommendation by the Finance and General Purposes Camrittee dated 19* February 2018)

1.

1.1

112

13

14

15

1.6

1.7

1.8

1.9

1,10

GENERAL

These financlal regulations govern the conduct of financial management by the Councll and may
only be amended or varied by resolution of the Council. Financlal regulations are one of the
Councll's three govarning policy documents providing progedural guidance for Councillors and
offlcers. 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 faw for ensuring that its financial management is adequate and
effective and that the Councll has a sound system of internal contro which facilitates the effective
exercise of the Council’s functions, including arrangements for the management of risk,

The Council’s accounting cohtral 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

tdentifying the duties of officers.

- & - =

These financlal regulations demaonstrate how the Councll meets these responsibllities and
requirerents,

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

A breach of these Regulations by an employee may entail action under the Councll’s Disclplinary
Procedures,

Councillars of Councll 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 follaw
instructions within these Regulations brings the office of Councifior Into disrepute. '

The Hesponsible Financial Officer (RFO) holds a statutory office to be appointed by the Coundl.

The Clerk has been appointed as RFO for this Council (hereinafter referred to as the RFO) and
these regulations will apply accordingly.

The Councll also employs a financial professional, The Flnance Officer, to support end enable
financial reporting and compliance.

The RFQ;

. acts under the policy direction of the Counil;



111

1,12

1.13

114

]

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

determines an behalf of the Councli Its accounting records and accounting control
systams;

ensures the accounting control systerns are observed,

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

assists the Council to secure economy, efficlency and effectiveness in the use of its
resources; and

produces financlal management information as required by the Council.

The accounting records determined by the RFO shall be sufficlent to show and explain the
Councll's transactions and to enable the RFO to ensure that any income and expenditure account
and statement of balances, or racord of receipts and payments and additional information, as the
case may be, or management Information prepared for the Councll ffom time to time comply with
the Accounts and Audit Regulations,

The accounting records determined by the RFO shall in particular contain

entrles from day ta day of all sums of money received and expended by the Councll and
the matters to which the income and expenditure or receipts and payments account
relate;

a recard of the assets and liablities of the Council; and

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

The accounting control systems determined by the RFO shall include;

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

procedures to énable the prevention and detection of inaccuracies and fraud and the
ability to raconstruct any lost records;

identification and documentation of the dutles of officers dealing with financlal
transactions and division of responsibilities of those officers in refation to significant
transactions; )

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

measures to ensure that risk is properly managed.

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

setting the final budget or the precept (Council Tax fequirement);
approving accounting statements;

approving an annual governance statement;

borrowing;

declaring ellgibility for the Generat Power of Competence; and
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) 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 tevlew the bank mandate for all Councit bank
accounts;

. approve any grant of a single commitment In excess of £10,000; and

. in respect of the anhual salary for any employee have regard to recommendations about
annual salaries of employees made by the Staffing Cormittee In accordance with Iits
terms of refetence.

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

(n these financial regulations the term ‘proper practice’ or ‘proper practices’ shall refer to
guldance Issued in Governance and Accountability for Local Councils — a Practitioners’ Guide
(England) issued by the loint Practitioners Advisory Group (JPAG), avallable from the websites of
NALC and the Society for Local Counci! Clerks (SLCC)

ACCOUNTING AND AUDIT ({NTERNAL AND EXTERNAL)

All accounting procedures and financlal records of the Councit shall be determined by the RFQ In
accordance with the Accounts and Audit Regulations, appropriate Guidance and proper practices.

On a regular basls, at least once In each quarter, and at each financial year end, at least one
mermber other than the Chaltman {the Mayor) shall be appointed to verify bank reconcillations
(for all accounts) produced by the RFO via the Finance Officer. The member shall sign the
reconciliations and the orlginal bank statements {or similar document) as evidence of verification.
This activity shall an conclusion be reported, including any exceptions, to and noted by the
Finance and Genera! Purposes Committee.

The RFO via the Einance Officer shall complete the annual statement of accounts, annual report,
and any related documents of the Council contalned in the Annual Return {as specified in proper
practices) as saoh as practicable after the end of the financial year and having certified the
accounts the RFO shall submit ther and report thereon to the Council within the timescales set
by the Accounts and Audit Regulations.

The Councll shall ensure that there 1s 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
offlcer or member of the Council shali make available such documents and records as appear to
the Councll to be necessary for the Purposes of the audit and shall, as directed by the Catinell,
supply the RFQ, Finance Officer, internal auditor, or external auditor with such information and
explanation as the Council considers necessary for that Purposes.
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The internal auditor shall be appointed by and shall carry out the wark in relation ta internal
controls required by the Councll th accordance with proper practices,

The internal auditor shall;

. be compeatent and independent of the financial operations of the Council;

’ 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 damonstrate competence, objectivity and independence, be free from any actual or
perceived conflicts of interest, including those arlsing from family relationships; and

’ have ho Invalvement in the financlal decfsion making, management or control of the
Council,

Intertial or extarnal auditors may not under any circumstances:

. perform any operational duties for the Council;
. Initiate or approve accounting transactions; or
v direct the actlvities of any Councll employee, except to the extent that such employees

have been appropriately assigned to assist the internal auditor,

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

The RFO shall make arrangaments for the exercise of elactors’ rights in relation to the accounts
including the opportunity to inspect the accounts, books, and vouchers and display or publish any
notices and statements of account required hy Audit Commission Act 1998 superseding
{egistation, and the Accounts and Audit Regulations

The RFQ shal!, 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 recelpts and payments for
their service, Having regard to the forecast and to committee (appendix 1 sets out the committee
responsible for each service) and Councll recommendations, they shall thereafter formulate and
submit proposals for the following financial year to the Councll In September each year including
any proposals for revising the forecast. The praposals are usually formulated by the finance sub-
corimittee,

The RFO via Finance Offlcer must each year, by no later than November, prepare detalled
estimates of all recelpts and payments Including the use of reserves and all sources of funding for
the follow(ng financial year in the form of a budget to ba considered by the Finance and Gereral
Purposes Committea and then confirmed by the Council to set Its precept (see 3.4},
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The Council shall consider annual budget proposals in relation to the Councll’s forecast of revenue
and capital receipts and payments including racommendations for the use of reserves and
sources of funding and update the forecast accordingly.

The Council shall fix the pracept (Councll tax requirement), and relevant basic amount of Couneil
tax to be levied for the ensulrg financlal year not later than by December each year, The RFO shall
isste the precept to the billing authotity and shall supply each member with a copy of the
approved annual budget,

The approved annual budget shall form the basis of financlat contro! for the ensuing year.

BUDGETARY CONTROL AND AUTHORITY TO SPEND

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

Authorisation of payment Is determined by

. Approval by two authorised signatories for items exceading £5,000; of
. Appiroval by one authorised signatory 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
for that 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 considerad fully the imptlications
for public services, unspent and avallable amounts may ba moved to ather budget headings or to
an earmarked reserve as appropriate (‘virement').

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

The salary budgets are to be reviewed at least annually in October for the following financlal year
and such raview shall be evidenced by a hard copy schedule signed by Chairman of the Staffing
Committee and the Clerk as the Proper Officer. The RFO will inform committees of any changes
Impacting on thelr budget requirement for the toming yearin good time,

In cases of extreme risk to the defivery of Council services, the Clerk may authorise revenue
expendlture on behalf of the Council which in the Clerk's judgement K is necessary to carry out,
Such expenditure includes repalr, replacement or other work, whether or not there Is any
budgetary provision for the expenditure, subject toa timit of £0,000. The Clerk shall report such
actlon to the Chalrman as soon as possible and to the Council as soon as practicable thereafter,
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No axpenditura shall be authorised in relation to any capltal project and no contract entered Into
or tender accepted involving capital expenditure unless the Council |s satisfied that the necessary
funds are avallable, and the requisite borrowing approval has been obtained,

Al capital 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 Councli with a statement of receipts
and payments to date under each heading of the budget, comparing actual expenditure 1o the
appropriate date against that planned and shown in the budget. These statements are to be
prepared at least at the end of each financlal quarter and shall show explanations of material
vatlances. 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
Committee as part of the budgetary contral process,

BANKING ARRANGEMENTS AND AUTHORISATION OF
PAYMENTS

The Council's banking arrangements, inciuding the bank mandate, shall be made by the RFC via
the Flnance Officer and approved by the Council; banking arrangements may hot be delegated to
a committee. They shall ba 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 initlalled by the Chairman of the Meeting, A detalled list
of all payments shall be disclosed within or as an attachment to the minutes of the meeting.
Personal payments (including safarles, wages, expenses and any payment made in relation to the
termination of a contract of employment) may be summarised ta remove pliblic access to any
personal informatton.

All involces for payment shall ba examined, verifled and certified by the RFO via the Finance
Offleer to confirm that tha work, goods or services to which each Involce relates has been
recetved, carried out, examined and represents expenditure previously approved by the Council,

The Finance Officer shall arrange for all invoices to he examined for arithmatical accuracy and
analyse themn to the appropriate expenditure heading. The Finance Offlcer shall take all steps to
arrange for payment of all Invoices 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 Officar shall have delegated authority to authorise the
payment of items in the fallowing circumstances:
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6.3

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

b) fund transfers within the Councils banking arrangeinents,

For each financial year the RFO via the Finance Officer shali draw up a list of due payments which
afise on a regular basls as the resutt of a continulng cantract, statutory duty, or obligation (such
as but not exclusively, Salaties, PAYE and NI, Superannuation Fund and regular malntenance
contracts and the like for which the Finance and General Purposes Committee, or a duly
authorised committee, may authorise payment for the yaar 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 Flnance and General Purposes
Committee,

A record of regular payments made under 5,6 above shall be drawn up and be signed by two
Councillors on each and every occasion when payment is authorised — thus controfling the risk of
duplicated payments belng authorised and/or made.

[n respect of grants the Finance and General Purposes Committee shall approve expenditure
within any limits set by Councll and in accordance with any Policy staternent approved by Counctl,
Any Revenue or Capita! Grant in excess of £5,000 shall before payment, be subject to ratification
by resolution of the Councl,

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

The Council will aim to rotate the duties of Councitlors in these Regulations so that onefcus
duties are shated out as avenly as possible over time,

Changes ta account details for suppliers, which are used for Internet banking may only be changed

onwritten hard copy notification by the supplier and supported by hard copy autharity for change
by either the RFQ or the Firance Officer and at least one Councillor.

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

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

Followlng authorisation under Financial Regulation 5 abave, the Finance and General Purposes
Committee, Councll of, if so delegated, the RFO vla the Finance Officer shall give instruction that
a payment shall be made.

All payments shall be effected by cheque or other Instructions to the Councll's bankers, or
otherwise, Ih accordance with a resclution of the Finance and General Purposes Committee.
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Cheques of 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 iine
with 4.1 above. If a Councillor who is also a bank signatory has declared a disclosable pecuniaty
Interest, or has any other interest, in the matter in respect of which the payment is belng made,
that Coundlilor shall be required to cansider Standing Crdets, and thareby determine whether it
is appropriate and/or permissible to be a sighatory to the transaction in questioh,

To indicate agreement of the detalls shown on the chegue or order for payment with the
counterfoll and the involce or similar documentation.

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

If thought appropriate by the Councll, payment for utility supplies {energy, telephone and water)
and any Nationa) Non-Domestic Rates may be made by variable Direct Debit provided that the
Instructions are signed by at least one Councillor and any payments are reported to the Fihance
and General Purposes Committee 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 to the
Finance and General Purposes Committee as made, shall be renewed by resolution of the Finance
and General Purposes Committee annually,

IF thought appropriate by the Council, payment for certain (tems may be made by BACS or similay
banking method provided that the instructions for each payment are signed, or otherwise
evidenced, by one authorised bank signatory and are retalned, All payments made by this method
are to be reported to the Finance and General Purposes Committee as made. The approval of the
use of BACS of other method shall be renewed by resolution of the Finarce and General Purpases
Committee annually,

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

Regulat back-up copias of the recards on any computer shall be made and shall be stored sacurely
away from the computer In question.

The Council, and any Counclilors using computers for the Councll's financial business, shall
ensure that antl-virus, antl-spyware and firewall, software with autom atlc updates, together
with @ high level of security, is used.

Where Internet banking arrangements are made with any bank, the RFO and Finance Officer shall
be appointed as the Service Administrators. The Bank Mandate approved by the Council shall
identify the persons autharised to approve transactions on thase accounts, All transaction made
by this method must be witnessed and signed by the duly authorised persons and witnesses,

10
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Access to any Internet banking accounts wiil be directly through the access paga (which may be
saved under "favourites”), and not through a search englne or e-mail link. Remembered or saved
passwords facifities must hot be used on any computer use for Council banking work. Breach of
this Regufation will be treated as a very serjous matter under these regulations,

Any Debit Card issued for use will be specifically restricted to the Clerk as the RFO and will also ba
restricted to a single transaction maxitmum value of £1,000 unless authorised by Councll or
Finance and General Purposes Committee in writing before any order is placed,

A pre-paid debit card may be lssued to employaes with varylng limits, These limits will be set by
the Finance and General Purposes Committee, Transactions and purchases made will be reported
to the Finance and General Purposes Cammittee and reconclled to monthly statements by the
Finance Officer, with authority for topping-up at the written discretion of the RFO.

Any corporate credit card or trade card account opened by the Councll wil be specifically
restricted to use by approved and authorised employees and contractors and shall be subject to
automatic payment In full at each month-end,

The RFQ 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 aperationat and other expenses. Vouchers for payments made from
petty cash shall be kept to substantiate the payment and the petty cash accounts are to be
reconciled on @ monthly basis,

a} Income received must not be paid Into the petty cash floats but must be separately
banked, as provided for elsewherte in these regulations.

b) Payments to maintain the petty cash floats sha!ll be clearly identifled on the schedule of
payments presented to Council 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 insurance leglslation. The payment of all salarles
shall be tade in accordance with payroll records and the rules of PAYE and National Insurance
currently operating, and salary rates shall be as agreed by Councll, as recommended by the
Staffing Commiittee,

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

Travel expenses:

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

11
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standard rate rail fare would be paid. All claims for travel and other expenses should be
authatised by the relevant line manager before being submitted to the Finance Officer

for RFO approval or In the case of the Town Clerk/RFO, expenses to be authorised by a
Councillor,

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

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

Payment of salarles and payment of deductions from salary such as may be required to be made
for tax, natiohal 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 General Purposes ot Staffing Committees,

No thanges shall he made to any employee’s pay, esmoluments, or terms and conditlons of
employment without the prior consent of the Staffing Cammittee,

The Council 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 to Inspection or review {under the
Freedom of Information Act 2000 or otherwise) other than:

a) by any Counclllor who can demonstrate a need to know;

b} by the Internal auditor;

¢) by the external auditor; or
d) by any person authorised under Audit Commission Act 1998, or any supersading
legislation.,

The total of such payments in each calendar menth 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 actually bean paid.

An effective system of personal parformance management should be malntained for the senior
officers in accordance with the Council’s staff Appralsal System.

Any termination payments shall be supported by a clear busihess case and reported to the
Cauncil, Termination payments shall only be authorlsed by Council,

The AFO s delegated to make arrangements to engage such replacament staff as to ensure that
the Countil's oparational functlons are maintained,

1%
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LOANS AND INVESTMENTS

All borrowings shall be effected in the name of the Council, after obtalning any necessary
borrowing approval, Any application for borrowing approval shall be approved by Coundl as to
terms and Purposes, The application for Barrowing Approval, and subseduent arrangements for
the Loan shall only be approved by full Council.

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

Bank statements are available at all times through the Councll's online banking portal and in
addition the Councll will maintain the imonthly delivery of hard copy statements from Bahks and
Investment providers, '

Al loans and investments shall be negotiated In the name of the Councll and shall be for a set
period in accordance with Council bolicy,

The Council has an investment Strategy and Palicy in accordance with relevant regulations, proper
practices and guidante, This shall be reviawed by the Counci! at least annually,

All investments of money under the control of the Councll shall be held elther in the name of the
Councli or the Falmouth Art Gallery {(deposit only) (as run solely by the Councl)).

All investment certificates and other documents relating thereto shall be retalned in the custody
of the RFO,

Payments in respect of short term or long term investments, including transactions hetween bank

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

INCOME

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

particulars of all charges to be made for work dane, services rendered or goods stpplied shall be
agreed annually by the Councl, notified to the RFO and the RFO shall be responsible for the
coliection of all accounts due to the Council.

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

Any sums found to be irrecoverable and any bad debts shall be reported to the Finance and
General Purposes Committee and shall be written off I the year,

15
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All sums recelved on behalf of the Councll shall be banked Intact as directed by the RFO. In all

cases, all recelipts shall be deposited with the Council'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,

Personal cheques shall not be cashed out of money held on behalf of the Councll,

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
colnciding with the financial year end,

Where any significant sums of cash are regularly received by the Councll, the RFO shall take such
steps as are agreed by the Councll to ensure that more than one person is present when the cash
is counted in the first instance, that there Js a reconciliation to some form of control such as ticket

issues, and that appropriate care Is taken in the security and safety of individuals banking such
cash,

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

All staff handling Council income must sign the Council's Information Security Palicy.

ORDERS FOR WORK, GOODS AND SERVICES

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

A record of these orders shall be kept on the Council’s electronlc accounts system which is
maintained by the Finance Officer,

All Councillors and Officets are respansible for obtalning value for money at all times, An officer
{ssuing an official order shalk ensure as far as reasonable and practicable that the best available
terms are obtained in respect of each transaction, usually by obtalning three or more quotations

ar estimates from appropriate suppliers, subject to the de minimus provision in Regulation 11 (h)
below.

A Councillar miay not issue an official order or make any contract on behalf of the Council,

The RFO shall verify the lawful nature of any proposed purchase before the issue of any order and
in the case of new or Infrequent purchases or payments, the RFO shall ensure that the statutory

14
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authority shall be reported to the meeting at which the order Is approved so that the Minutas can
record the power being used,

CONTRACLTS

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 £25,00C or
more must satlsfy the requirements of the 2016 Regulations which include advertising on the
Contract Finder websita,

Procedures as to contracts are laid down as follows:

a)

b)

o}

e)

Every contract shall comply with thesa financial regulations, and ho exceptions shall be
made otherwlse than (n an emergency provided that this regulation need not apply to
contracts which relate to iterns (i) to {vii) below:

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

H. for speclalist sarvices such as are provided by solicitors, accountants, surveyors
and planning consultants;

i, for work to be executed or goods or matetials to be stpplied which consists of
repaits to or parts for existing machinery or equipment or plant;

iv, for work to be executed or goods or materlals to be supplied which constitute an
extension of an existing contract by the Council;

v, - for reghlar revenue expenditure falllng within the Council’s agreed budget
velating to the specific cost centre; . :

Vi, for additional audit work of the external Auditor; and

wii, for goods ar materials proposed to be purchased which are proprietary artlcles
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 specialist 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 walve finantial regulations relating to contracts to enahle
a price to be negotiated without competition the reason shall be embodied in a
recommendation to tha Councll.

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

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

18
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f) If lass than three tenders are received for contracts above £60,000 o if afl the tenders
are Identical the Councl) may make such arrangements as It thinks fit for procuring the
goods or materials or executing the works,

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

h) When It is to entet into a contract of less than £60,000 in value for the supply of goods of
materlals or for the execution of works or specialist services other than such goods,
materials, works or speclalist services as are excepted as set out in paragraph (a} the RFO
obtain 3 quotations (priced descriptions of the proposed supply); where the value [s
below £3,000 and above £500 the RFO shall strive to obtain 3 estimates, Otherwise,
Regulation 10 (3) above shalt apply.

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

)i Should it occur that the Councl, ot duly delegated committee, does not accept any
tender, quote or estimate, the work is not allocatad and the Council requires further
pricing, provided that the specification does not change, no person shall be permitted to
submilt a later tender estimate or quote who was present when the original decision
making process was belng undertaken,

k) The Eurapean Union Procurement Directive or its successor I title shall apply and the
termms of the Public Contracts Regulations 2015 and the Utllitles Contracts Regulations
2016 inciuding thresholds shall be foliowed,

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER
CONSTRUCTION WORKS

- Paymants on account of the contract sum shall ba 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 conhtract).

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

Any variation ta a contract or addition 1o or omission from a contract must be approved by the
Counctl and Clerk to the contractor in writing, the Council being informed where the final cost is
Iikely to exceed the financlal provision.

STORES AND EQUIPMENT

ie



13,1
13.2

13.3

i3.4

13.5

14,

14.1

14.2

14,3,

144,

14,5

14.6

The Setvice Manager In charge of each section shall be responsible for the care and custody of
stores and equipment in that section,

Delivery notes shall he cbtained 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,

Stocks shall be kept at the minimum levels consistent with aperational requirements,

The Service Managers shall he responsible for perodic annual chacks of stocks and stores and
jnvantory and report to the Finance and General Purposes Commitiee annually,

The RFO shall be responsible for ¢arrying out an annual audit of stocks and stores for monitoting
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 Land Reglstry
Certificatas of properties held by the Councdil, The RRO vla the Finance Officer shali ensure a record
Is maintained of all properties held by the Council, recording the location, extent, plan, reference,
putchase details, nature of the interest, tenancies granted, rents payable and Pyrposes for which
held in accordance with Accounts and Audit Regutations.

No tangible moveable property shall be purchased or otherwise acquired, sold, leased or
otherwise disposed of, without the authority of the Council, together with any other consents
tequired by law, save where the estimated value of any one [tem of tangible mavable property
does not exceed £300, ih which case the Clerk may make the declsion to dispose.

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

No real property (Interests in land) shatl be purchased or acquired without the authority of the
full Gouncil. In each case a Report in writing shall be provided to Councll 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 Jevel of consultation with
the electorate).

Subject onily to the limlt set in Reg. 14.2 abave, no tangihle moveable propenty shall be purchased
or acquired without the authority of the full Council, In each case a Report in writing sha!l be
provided to Council with a full business case,

The RFC via the Finance Offlcer shall ensure that an appropriate and accurate Registar of Assets
and Invastmants is kept up to date, The continued existence of tangible assets shown in the
Reglster shall be verified at least annually, possibly in conjunction with a health and safaty
inspection of assets,
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15.

15.1
15.2
152
154

18,5

15.6

16.

16.1

17.

7.1

17.2

17.3

INSURANCE

Follawing the annual risk assessment (per Financlal Regulation 17), the Finance Officer shall affect
all insurances and negotiate all claims on the Councll's insurers in consultation with the Clerk,

The Clerk shall give prompt notification to the Finance Officer of all new fisks, propertles or
vahicles which tequire to be Insured and of any alteratlons affecting existing 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 annhually,

The RFO shall be notified of any loss liabllity or damage or of any event likely to lead to a claim,
and shall eepart these to Council at the next avallahle meeting.

All appropriate Councillors and employees of the Coundil shall be included in a sultable form of
security or fidelity guarantee insurance which shall cover the maximum risk exposure as
determined annually by the Finatice and General Purposes Committee.

Fach employee ls responsible for maintalning proper security at all times for all buildings, stocks,
share, vehicles, furniture, equipment, cash and all property belonglng to the Council under thair
control, Keys ta safes and similar receptacles are to be carrled on the petson of those responsible
at all times and any loss of keys must be reported to the Clerk immediataly,

CHARITIES

Where the Council is sole managing trustee of a charitable body the RFO shall ensure that
separate accounts are kept of the fuhds held on charitable trusts and separate financial reparts
made in such form as shall be appropriate, in accardance with Chatity Law and |egisiation, or as
determined by the Charity Commission, The RFO shall arrange for any Audit or (ndependent
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
(as REQ and with the Finance Officer] shall prepare, for approval by the Council, risk management
paficy statements In respect of all activities of the Council. Risk policy statements and
consequential risk management arrangements shall ba reviewed by the Councll annually.

When considering any new activity, the Service Manager shall prepare a draft risk assesament
Including risk management ptoposals for consideration and adoption by the Councll.

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

18



18. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

18.1

i8.2

it shall be the duty of the Finante and Geheral Purposes Comimittee to review the Financial
Regulations of the Council from time to time, The Clerk shall make arrangements to monftor
changes in |egislation or proper practices and shall advise the Council of any requirement fora
consequential amendment to these financial regulations,

The Finance and Genaral Purposes Committee may, by resolution of the Committee duly notifed
prior to the relevant meeting of the Committee, suspend any part of these Financial Regufations
provided that reasons for the suspension are recorded and that an assessment of the risks arising
has been drawn up and presented in advance to all Counciflors of the Committee,
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APPENDIX V

FALMOUTH TOWN COUNCIL

MEDIA POLICY

APPROVED : 18™ March 2013
MINUTE : C2414{2)
REAFEIRMED AND AMENDED : 20" July 2015 (C4575)
and 19" September 2016 {C4763)



Falmouth Town Council welcomes Interaction with the prass and media and recognises that this
relationship hetps to communicate to and inform residents, The Council will alm to communlcate and
inform in a professional manner,

The Councils approach to the medla wil} be open, honest and with Integrity. It will be proactive and

ehdeavour to be responsive and timely.

This policy should be tead In conjunction with the Members Code of Conduct and ls directed by Standing
Order 13,

Press Attendance
Under the Public Bodles and Admissions to Meetings Act 1960 the press are invited to attend all

meetings of the Councll and its Committees, unless there are matters to be debated that the Councli
recognises as exempt or confidential, The Council will apply the tests identified In Schedule 12A of the
Local Government Act, 1972 (and subsequent amending legislation) to decide f matters are exempt
and/or confidential. The Councll will provide reasonable facilities to accommodate the press attendance

at meetings and provide a notice and agenda to meetings on request.

The Press ean also attend Counciilor Surgerles If they wish and I acceptable to residents that attend.

Press Raquests
All requests from the press or other media for an oral or written statement of comment from the

Councll shall be notified to and directed ta the Town Clerk to drafta respohse. A draft response to be
circulated electronically to all Councillors for comment. [t Is recognised that an occasion this will be

time consttaihed.

if Counclllars are contacted directly for comment they should liaise with the Town Clerk before

cormment.

If Councillots wish to write to, or contact the press, contrary to this policy, they should make it clear that
they are nat daing so in an official capacity and not use the title Councillor.



Councillors should not make statements axpressing a contrary view to that of the Council as this may
hring tha Council in to disrepute.

Press Statements
An offictal Council release Is made on behalf of the Councll as a body, This will be prepared by Officers

of the Council and Issued by the Towh Clerk, Yown Manager, Grounds and Facilities Manager or Cultural
Services Dlrector. As appropriate [t may Include quotes from the Mayor or Committee Chalr or other
Counciltors,

Press statements prepared by Cammittee Chairs or other Councillors must be appraved by the Town
Clerk, must be directed by a Councl! or Committee decision, rust be in accordance with Councll polices,
must be factual, non-political and not written to cause offence. These statements to be clrculated

electronically to Councillors for Information/comment before release,
Civic Matters
In regard to civic matters the Town Mayor via 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

Corporata prass releases will not contain pofitical views, Counclilor press statements: in election years
during the periad from Notlce of Election until the day of Election, no quotes from Members will be
published,

Mark Willlams FCIS FSLCC

Town Clerk



APPENDIX VI

FALMOUTH TOWN COUNCIL

SPEAKING PROTOCOLS

Updated: 19" September 2016
Minute:  C47633

Reaffirmed :
Minute



Questions from the Public

Getieral

Member of the public may ask questions at an ardinary meeting of the Councll,
Order of Questions

Quiastions will be asked in the order notice of them was recelved, except that the Town Mayor may
group together similar questlons.

Notice of Questions

A question may only be asked if notice has been given by delivering it in writing or by electronic mall to
the Towh Clerk no later than 48 haurs before the day of the meeting. Each question must give the
names and address of the questioner,

Number of Questions

At any one meeting no persoh may submit more than ana 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 has a respansibility or which affects the Town;

] Is defamatory, frivolous or offensive;

. is substantlally the same as a question which has been put at a meeting of the Council in the past
six months; or

. rewires the disclosure of confidential or exatnpt infermation,

Record of questions

The Town Clerk will enter each quastion in a file open to publicinspection, Rejected guestions will
include reasons for rejection,

Asking the questions at the meeting

The Town Mayor will invite the questionet 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 question on thelr behalf. A written reply will be given to the questioner
within a reasonable period following the meeting,

Supplemental guestion

A questicner 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 Mayor may reject a supplementary question on any of the grounds in Procedure Rule ‘scope of
questions’ above,

Written answers

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

Reference of question to a Committee

Unless the Town Mayor decides othetwise, no discussian will take place on any question, but any
Member may move that a matter raised by a question be referred to the appropriate Committee, Sub-
Cornmittee or Warklng Party, Once seconded, such a motion will be voted on without 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 purpase of the right to speak is to give members of the
public the opportunity to make their views known directly to the Committes. They can still 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 Council is a Consultes 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
specified time perjod to:

Planning — Central One
Carnwall Council

Pydar Street

Truro

TR1 1ER

Planning applications can 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 schedula can be obtained
from the Council offices or viewed at www.falmouthtowncouncl.com, If you wish to speak you will need
to contact the Councll’s Administrative Officer, preferably In writing or email, aithough a telephone call
will suffice, by no fater than 12 noan on the day of the meeting. The Administrative Officer will then
make a list of those wishing ta speak, in the order thay contact the Council.



How to flnd oyt if your application is belng considered

Planning applications reported to tha 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 onen
bloc. If you wish to talk to an Appendix | application you will need to speak to your local Councilior
before tha meeting to ensure that s/he reguests to the Chalrman that it is consldered in Appendix Il

Planning Committee agendas are avallable to view at the Councll Offices, online, or the public notice
board at the Municipal Buildings on the Tuesday preceding Committee, Occaslonally late received
applications are added to the agenda on a Friday and you are advised to check on the day of the
meeting fora comprehengive list of applications for ¢ansideration.

Crder of speaking

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

¢ Applicant or agent

»  Objectors

+ Supporters

« Cornwall Councillors {not usually time constrained)
+  Fslmouth Town Coundlliors  (not usually time constralned)

Memnbars of the Committee may question each speaker to clarlfy points, There will then he a debate
and the Council will formulate ohsarvations for submission te the Planning Authority.

Time Hmit — minor a-ggligggions

There Is 1 time limit of five minutes for each group of speakers, if there is more than one interested
party wishing to speak, the Councl! will advise themn 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 remaining speakers, If they are adding new
polnts. It isthe responsibility of speakers to co-ordinate presentations,

Time limnit — major applications

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

Can questions be asked o er speakars

You may include questions in the time allocated to you but the Committee has no powers to require
other speakers to answer your questions, they may answer your questions If they choose in thelr
allocated time but there will be no debate. Generally it s better If you seek to have guestions answered
outside the meeting and to state your interests / points ot the basls of the information given to you,



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

The Chalrman will invite speakers to speak and they will stand to address the Committee (unless
Infirmity prevents them),

Relevant [ssues

Refevant issues will vary with the nature of the proposal and the site are specified within the Natlonal
Planning Policy Framewark and may include:

Relevant planning issues

Highway safety, traffic generaticn and parking

Noise, disturbance and other loss of amenities

Appearance and character of devetopment

Layout and density of bulldings

Impact on any historic bulldings, protected nature conservatlon sites or trees
Overshadowing, overlooking and loss of privacy

. B & & & » &

Irrelevant issues
Again these will vary from case to case but the following are usually irrelevant;

Private property rights {e.g. boundary or access disputas)
Personal remarks (e:g. the applicants motives)

Possible future developments

Effect on propetty value

L I

Contact the Councll

For clarification an any of the above issues, the procedures, registering to speak or to check agetida you
should contact the Councl on telephone 01326 315559 or email emily@ falmouthtowncouncil.com,

FALMOUTH TOWN COUNCIL
PUBLIC SFEAKING AT LICENSING COMMITTEE

tn addition to the participation of statutory organlsations (such as the Police or Cornwall Council)
licensing applicants and/or their agents will be invited to address the Licensing Committee In ragard to
the application.

ObjJectors to a licence application will be permitted to address their objections to the Licensing
Commitee when that application Is being constderad and at the discretion of the Chairman,



FALMOUTH TOWN COUNCIL
PUBLIC SPEAKING AT FINANCE AND GENERAL PURPOSES COMMITTEE

Public speaking is not normally permitted, However the Committee does invite grant applicants to
attend to respond to questions that may arise in the consideration of their respective grant, and at the
discretion of the Chairman,
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APPENOIX Vil

FALMOUTH TOWN COUNCIL
COMMITTEE TERMS OF REFERENCE — 2018/19

Committees may exercise delegated functions on behalf of the Town Council under the following
terms of reference, subject ta;

*  The Town Councli’s appraved Budget and Financial Regutations
*  Any previously minuted decision of thie Town Counell
* Any matters reserved to the Town Council by statute

Committee membership will be appointed by the Council, Narmally the appointment of the
Committee Chalr and Vice-Chalr will be delegated by the Council to the respective Committes.



CULTURAL SERVICES
To oversee the managetnent and delivery of Cultural Services including the management of

Falmouth Art Gallery, Falmauth Library, Education provision, Youth Services and herltage.

Membership: 8

Quorm: 3

Meeling Frequency:  guartery

Attending Officers:  Town Clerk and Cultural Services Director

N8: Membership to a separate 8 Counclllors to the Planning Committee Metnbership to ensure an
eveh spread of Committee seats,

Terms of Reference:
1 To manage and oversee tha Councils pravision of Cultural Services,

2, To manage the direction of and approve the forward plan of Falmauth Art Gallery.

3, To manage the direction of and approve the forward plan of Falmouth Library
working In partnership with Cortiwall Countil,

4, To munage the direction of, and approve the forward plan of childran and young
people initiatives in partnership with the Dracaena Centre.

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

6. Appraise the perfotmance of the service on an annual basis

7. Regular review of risk and create effective systems ta manage and mitigate these
tisks,

B. Oversee, curate and ensure the security and development of the Town’s collection.

9. To Implement, monitor, review and revise policles pertaining to the operation of the
Service. :

10.  TFoconsider and place hefore the Council annual estimates of expenditure relating to
matters within its responsibility.

11, Allocate and control the financial and manpower resources of the Cultural Services
including an appropriate safeguarding regime.

12, Ensure all operating policles for Cultural Services and staff are appropriate, fit for
purpese and regularly reviewed,

13, Ensure compliance with Museum Accreditation requirements,

14, To authorise Officers and Coundillors to represent the service at meetings, avents
and awards ceremonies as appropriate,

15. Ta provide educational interpretation ta the community.
16, To ensure effective marketing and fundraising for the servige.

17.  Toeffectively manage the Gallery shop.



FINANCE AND GENERAL PURPOSES COMMITTEE

s the maih pollcy making Committee of the Coundl and considers the broad social and economic
needs of the community. It has overview of the Council’s financial systems.

Membearship: 16 (all members of the Counci),
Quorum; 6

Meeting Frequency: 6 weekty,

Attendihg Officets; Town Clerk and Finance Officer,

1. To gulde the Counil in the fotration of objectives.
2, Tolidentlfy the need for new services and facilities.

3. Tobe responsible for allocating and controlling the financial and manpower resources of the
council,

4, To advise the Council on the distribution of functions between Committaes and Working
Groups and any major policy changes in the Cound¥s management or administrative
procedures,

3. To consider the financial estimates of the Councl and recommiend the annual precept té be
levied,

n

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

™

To be responsible for the preparation and maintenance of the Council’s Asset Reglster,

&

To be responsible for the preparation and maintenance of the Coundil’s Risk Reglster.

8, To ba responsible for the collection of all revenue, and ralsing and renewals of loans and
Insurance.

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

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

13, Te authorise members attendance at conferences, courses and meetings.

14, Torespond to consuitative documents from Government and other bodies, other than those
specifically allocated to other Committees or the Council,

15. To enter into legal proceadings on the Council's behalf.

16. To consider the delegation of services and assets to the Town Councll from other authorities
and partnership working arrangements.

17, To consider all community and event grant requests in accordance with the policy of the
Councll.



FINANCE SUB-COMMITYEE

ls a Sub-Committee of the Finance and General Purposes Committee and Is appainted to consider
matters directed to it by the parent Committee, Internal Control Systems, Draft estimates from
formulaticn and year end farmulation,

Membership: 4
Quorim: 2
Attending Officers: Town Clerk and Finance Officer
NB: Membership Is the Town Mayor, Deputy Mayor and Chair and Vice-Chair of the Finance and
General Purposas Commitiee,
Terms of Reference:
1. Regulate and recommend In regard to Member Internal Audit activity.,

2, Formulation of draft annual estitnates

3, Canslder risk, Insurance and other matters to formulate recommendations to the parent
Committee :



GROUNDS AND FACILITIES SUB-COMMITTEE

Is 3 Sub-Committee of the Finance and General Purposes Commiittee and is appointed to make
recommendations in regards to the mahagement, maintenance and improvements of the grounds
and facflities on behalf of the Council,

Membership; 6
Quotum: 3
Attending Officers: Town Clerk and Grounds and Facllities Manager

Terms of Reference:

1. Yokeep under review the provision of parks and gardens, allotments and sports and
recreational fadlitles for the residents of Falmouth Including:
Kimbetiey Park
The Bewling Green Play Area
Dracaena Recreational Site incliding Falmouth Skate Park
Trescobeas Racreational Area Including Cycle Track
Wadehouse Terrace Allotments
Swanvale Allotments {via Allotments Association)
Falrmouth Cemetery Sites

2. Yokeep under review and ensure safety compliance of all Council property and Council
managed property for the resident of Falmouth including:
Municipal buildings, The Moor {Including former Webber Street tollets)
Fotmer Past Office, The Moot
Cemetery Lodge, Chapels and Mortuary at Falmouth Cemetery
Kimberley Park Lodge and sheds
Public Tollets at Kimberley Park, Prince of Wales Pler, Grove Place, Castle Beach, Gyllyngvase
Beach, Swanpaol Beach and Maenporth Beach
The Moor Piazza

3. Tooversee and matuage grounds maintenance workforce and contractors, induding
cleansing and operational staff.

4, Tooversee and manage the inspection and safety regime for all sites and facllities, and
ensure safe working practices for the officers involved In the maintenance and cleansing of
these sites and facilities,

5. Totnanage the use of the Council's playing fields and parks by sparts clubs which shall
indude the grant of licerices.

€ To oversee the aperation of the seaweed removal protocel from the Town’s beaches with
Cornwall Councll

7. Tolead and approve tenders for all aspects of maintenance and ground works in accordance
with the town Council's finandial regulations.

8. Tooversee the provision of town eantre public realm CCTV In partnership with the West
Cornwall CCTV Stakeholders Group.

9. Toundertake environmental enhancements and streat cleansing, induding small works
Improvements



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

11, To ensure the Coundl's vehicles and machinery are al) well maintained and used safely

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



LICENSING COMMITTEE

To consider the Impact of licensing in Falmouth, including prem(ses, alcoho!, late night refreshment
houses, public entertainment, street trading, highway licances, hackney cartlage etc.

Membership: 6
Quorum: 3
Attending Officers: Town Clerk and Administrative Officer

Terms of Reference:

L

Ta eonslder all icensing matters and applications in Falmouyth and make representations to
the Licensing Authority

To work with the Police Licensing Officer in determining local responses on licensing
applications and matters, to ensure nuisance and anti-soda) behaviour are not craated o
exacerbated by licensing applications

Be cagnisant of local directions including tha Cumulativa Impact Zane

Invite licensing appHcants, supporters and objectors to attend and/or make reptesentations
to the Committee

Representations at Hearings ard Appeals

To authotiss the Chair to represent the Councll at Licensing Hearings and Appeals



PLANNING COMMITTEE
To consider the tmpact of development in Falmouth as consufted by the Planning Authority,
including such matters as highways, lighting, trees, transport and snforcement.

Metnbership: 8

Quorum: S

Meeting Frequency: 3 Weekly (Alternate tnterim and Full Committes Meetings)
Attending Officers: Town Clerk and Administrative Officer .

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

Terms of Reference;

1, To consider and respond to all planning spplications notifled by the Planning Authority in
accordance with the Council’s Policles and Natlonal and Local Planning Development
Framework Guidance,

2, To consider all matters of strategic planning,

3. Representstion at Inguiries and Appeals,

4, Toauthotise the Chalr {of appointed deputy) to attend to represent the Council 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. To make recommeandations In regard to street naming proposals in Falmouth,

7. Tocansider all matters relating to public paths, highways and trafflc management ingluding
car parking.

8. To consider and notify matters of planning enforcament and breachas of planning control,
9. To consider matters relating to Tree Preservation Orders i Falmouth

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



STAFFING COMMITTEE

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

Membership: 6
Quorum: 3
Attending Officers; Town Clark

NB: Membership to include the Town Mayor, Finance and Ganeral Purposes Committee and the
Cultural Services Committee Chalrs,

Terms of Reference:

1. To establlsh and keep under review the staffing structure in consultation with the Finance
and General Purposes Comimittee.

ad

To Implement, review, monitor and revise policies for staff,

?}

To establish and review salary pay scales for all categories of staff and to be responsible for
their administration and review.

4, To oversee the recruitment and appointment of staff, induding agency staff where
necessary.

5. Toarrange execution of new employment contracts and changes to contracts (Induding
TUPE transfers),

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

7. To vversea any process leading to disemissal of staff (including redundancy),

8. Tokeep under review staff working conditions, and health and safety matters,
9. Tomonttor and address regulat oF sustained staff absence.

10. To make recommendations on staffing related expend|ture to the Finance and General
Purposes Committee as Part of the budgat setting process.

141, To conslder any appeal against a decision In respect of pay or changes to terms and
conditions.

12. Yo conskiet a staff grievance or diseiplinary (and any appeal). The Committee to be divided
In consideration of the initial matter, so that fresh eyes are retained for any subseguent
appeal,

13. To supervise and performance manage the Town Clerk's work: the Chalrman of the
Committee to administer feave records and monitor absence,
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Western Power works 2019

Due to the amount of works involved and the complexity this year it has been exceptionally challenging
for businesses in Market Street/Church Street particularly. At the time of compiling this report Market
Street is approaching the final stages although there are still works outside of the ex-M&S site at some
peint in the future.

| am liaising frequently with ClIr Jayne Kirkham with support/advice for businesses.

Shoplifting prevention for businesses in the town

In conjunction with the police and Safer Falmouth shoplifting prevention training has been organised to
take place in April at the next traders meeting.

Cornwall Council car park pricing 2019

After included this on the last report to council, the hour rates that we submitted while staying within
Cornwall Council budgets have been adopted and will take effect from 1% April subject to final
comments from CC before 11" March.

St Piran’s Day & St Nazaire

St Piran’s Day went smoothly with a great turn out of children. St Nazaire is taking place on Sun 17" and
this is all organised.

Falmouth Spring Clean 15-16th March 2019

Spring Clean Days as part of the Falmouth Spring Festival.
| wanted to highlight the huge amount of effort from so many people involved in the Spring Clean.

Organised by the Falmouth Business Improvement District (BID}, the Falmouth Spring Festival is the first
main event on the Falmouth events calendar. Celebrating Falmouth’s coast and culture through a host
of music, dance, sporting events, walks and ‘spring clean’ activities, the Festival takes ptace at numerous
venues across the town,

The Spring Clean Days element are a superb example of community partnership working. This year over
the two days, in excess of 200 volunteers from numerous town organisations and businesses will be
working alongside the Falmouth BID and Town Council on a wide range of town and beach cleans,
gardening and spruce-up projects across Falmouth.



What's taking place:

* The Falmouth town centre spruce up element, will see teams of volunteers in Spring Festival
high-vis vests from Falmouth Town Council, the BID, The Poly, Rick Stein’s Fish and Falmouth
Vineyard church group, weeding, washing and varnishing benches, with the aim of revitalising
much-loved areas for the benefit of the local community and visitors

e Plastic Free Falmouth will conduct an epic two-day clean-up from Boslowick through to
Swanpool Beach

»  WeSUP Paddleboard Centre are coordinating an ocean sweep across Falmouth Bay as well as a
focus on the Fal river

e Back on land, the Greenbank Hotel, the Friends of Greenbank Gardens and Cormac will refresh
areas in and around Greenbank Gardens and shoreline

e The Boscawen Fields Action Group will be conducting a litter pick in that area with their
members

e Falmouth Vineyard church group will be litter picking around Pendennis Point

* Falmouth Civic Society and the Seaview Inn group will be undertaking litter sweeps along the
terraces, while staff from Falmouth Town Council co-ordinate power washing on signs and
seating

s Avolunteer gardening crew will be working alongside the Cormac gardens team to ensure Fox
Rosehill Gardens is at its sparkling best for the season ahead

These are the volunteer groups and businesses who are working alongside the Falmouth BID and signed
up to take part - the University of Exeter, Falmouth Town Council, The Greenbank Hotel, Rick Stein’s Fish
Falmouth, Friends of Greenbank Gardens, Falmouth Civic Society, Falmouth Vineyard church group,
Cormac, Falmouth District Hotels Association, Plastic Free Falmouth, WeSUP Paddleboard Centre,
Falmouth Bay Residents Association, Boscawen Fields Action Group, The Poly, Santander and The
Falmouth Hotel, as well as many local residents.



