FALMOUTH TOWN COUNCIL

Minutes of the Annual Meeting of the Council held in the Council Chamber, Municipal Buildings, The
Moot, Falmouth on Monday 20" May 2019 at 7.00pm.

Present: Councillors G G Chappel (Town Mayor), A Parker (Deputy Mayor), LD Coley, S D Eva,
A J Gillett, A J Jewell CC, M T McCarthy CC, P A Minson, M C Morgan, R J O’Shea,
B M A Ross, D W Saunby CC and J M Spargo.

In Attendance: A M Williams (Town Clerk)
R J Gates (Town Manager)
Father I Froom (Mayor’s Chaplain)
M Bradley (Fairtrade Falmouth)
Police Cadet O Nidds (Mayor’s Cadet)
PRAYERS

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

C5184 ELECTION OF TOWN MAYOR
The Town Mayor sought nominations. There being two nominations received.

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

RESOLVED that Councillor Stephen David Eva
be appointed Town Mayor for the ensuing Municipal
year,

A Motion proposed by Councillor Ross and seconded by Councillor O’Shea that Councillor
Grenville Chappel be appointed Town Mayor was LOST,

Councillor Eva duly read and signed the Declaration of Acceptance of Office as Town Mayor.
There was a brief adjournment for the Mayor to robe.

The Town Mayor presented Councillor Chappel with past Mayoral Service insignia and Councillor
Chappel thanked the Council for supporting him, as well as his Consort, Chaplain and Cadet,

Councillor Eva thanked the Council for his election, he appointed his wife Vicky Eva as his
Consort and the Reverend Charles Blizzard as his Mayoral Chaplain. He would appoint a Police
Cadet in due course. His Mayoral Charity would be Falmouth Age Concern. He recognised the
innovative work the Council was undertaking and the significant improvements in his time as a
Councillor. He looked forward to carrying that on, he recognised it was a legacy of former
Councillor Candy Atherton.

C5185 APOLOGIES
Apologies of absence were received and approved from Councillors Bonney (family
commitment) and Evans (holiday).

C5186 INTERESTS
None received.



C5187 ELECTION OF DEPUTY MAYOR
The Town Mayor invited nominations for Deputy Mayor, There being one nomination
received.

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

RESOLVED that Councillor Patricia Minson be
appointed Deputy Mayor for the ensuing Municipal
year,

The Town Mayor thanked retiring Deputy Mayor Councillor Parker for his efforts and
Councillor Parker addressed the Council.

C5188 APPOINTMENT OF STANDING COMMITTEES
The recommendations of the Council were considered.

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

RESOLVED that

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

(ii)  Chairs and Vice-Chairs of Standing Committees
be appointed by the respective Committees,

It was noted that the Planning Committee would operate with seven sitting Councillors
initially. Further that Councillor Chappel would sit on the Staffing Committee until the Town
Mayor was qualified to do so,

C5189 APPOINTMENT OF WORKING PARTIES AND SUB-COMMITTEES
The recommendations of the Council were considered.

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

RESOLVED that

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

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

C5190 REPRESENTATIVES ON OUTSIDE BODIES
The recommendations of the Council were considered.

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

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



5191 COUNCILLOR CHAMPIONS
The recommendations of the Council were considered.

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

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

5192 COUNCILLOR ATTENDANCE
The Councillor attendance records for the 2018/19 Municipal year that are attached as part of
these minutes at Appendix V were duly noted.

C5193 STANDING ORDERS AND FINACIAL REGULATIONS
It was proposed by CQuncillor Chappel, seconded by Councillor Jewell and

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

5194 SCHEDULE OF MEETINGS 2019/20
The schedule of meetings for 2019/20 as previously agreed by the Council was duly noted and
as attached as part of these minutes at Appendix VI.

C5195 HEALTH AND SAFETY
It was proposed by Councillor Chappel, seconded by Councillor Jewell and

RESOLVED that the Council’s Health and Safety
Policy Statement be agreed and as attached as part
of these minutes at Appendix V1L

(5196 RISK MANAGEMENT
It was proposed by Councillor Chappel, seconded by Councillor Jewell and

RESOLVED that the Council’s Risk Management
Policy and Risk Management strategies be approved
as set out at Appendix VIIL

C5197 GENERAL POWER OF COMPETENCE
It was proposed by Councillor McCarthy, seconded by Councillor Ross and

RESOLVED that as the Council was compliant

with the electoral mandate, and the Town Clerk
holds the Certificate in Local Council Administration
including the relevant training, then it exercises the
General Power of Competence pursuant to the
Localism Act 2011 S 1.

There being no further business to transact the Chairman declared the meeting closed at 7.30pm.

.
.
SIENEAL 1ttt Date: ...oooovviiiiiiiiiinnn,



APPENDIX |

FALMOUTH TOWN COUNCIL
STANDING COMMITTEES 2019/20
Cultural Services Committee

Councillors: (x 8) L D Coley, GF Evans, A J Gillett, M T McCarthy, A Parker,
J C Robinson, B M A Ross and D W Saunby

Planning Committee
Councillors: (x 8) R J Bonney, G G Chappel, A J Jewell, S D Eva, M C Morgan,
(NB operating with x 7 for 2018) R J O'Shea and J M Spargo

Finance and General Purposes Committee
Councillors: All Members

Staffing Committee

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

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

Attending Officers/Partners:

Cultural Services Committee ; (Town Clerk as required) Cultural Services
Director and Dracaena Centre Manager

Planning Committee : (Town Clerk as required) Administrative Officer

Finance and General Purposes Committee :  Town Clerk and Finance Officer

Licensing Committee : Administrative Officer and Police Representative

Staffing Committee: Town Clerk



APPENDIX I

FALMOUTH TOWN COUNCIL
WORKING PARTIES AND SUB-COMMITTEES 2019/20

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 ,




APPENDIX Il

FALMOUTH TOWN COUNCIL

REPRESENTATIVES ON OUTSIDE BODIES 2019/20

The appointments marked * are made independently of the Council. Some appointments
are made on an individual basis and others by role e.g. Town Mayor.

Age Concern

West Cornwall
CCTV Stakeholders

Cornwall Association of Local
Councils *

Cornwall Association of Larger
Councils — Local Councils
Committee

Cornwall Flood Forum

Earle's Retreat
(fixed appointments)

Falmouth Beach Management
Group

Falmouth Car Club Steering
Group

Falmouth Christmas Activities
Committee

Falmouth Citizens Advice

Falmouth Conservation Area
Committee

Falmouth Fairtrade

Falmouth Gardeners &
Allotment Society

Councillor S D Eva

Councillor § D Eva (Deputy : Councillor M C Morgan)
(usually Night-Time Economy Champion)

Councillor B M A Ross

Councillor B M A Ross

Councillor B M A Ross

Councillors G G Chapel and M C Morgan
Councillor A Parker

Coungillor S D Eva

Councillors § D Eva, M C Morgan and J M Spargo

Councillor A J Gillett

Chair and Vice Chair of Planning Committee

Councillors J C Robinson and B M A Ross

Councillor G F Evans



Fal and Helford Advisory
Committee

Cornwall Council - Falmouth
Place Shaping Group

Falmouth and Penryn
Community Network

Falmouth in Bloom

Falmouth Neighbourhood Plan
Steering Commiittee

Falmouth Twinning Association

Maritime Line Working Party
(Rail Branch Line)

Mencap

Office for the Police & Crime
Commissioner (OPCC)

Plastic Free Falmouth

Safer Falmouth

Swanpool Nature Reserve
Taxi and Private Hire Forum

Universities Information
Sharing Group

Councillor BM A Ross

Councillors Evans, Jewell, McCarthy and Saunby

Councillor B M A Ross

Town Mayor and Councillor L D Coley

Councillors G G Chappel and A Parker

Mayor (Ex Officic) and G G Chappel

Councillor D W Saunby

Councillor M C Morgan

Councillor B M A Ross

Councillors A J Gillett, A Parker and J M Spargo
Councillor A J Gillett

Councillor G F Evans

Councillor S D Eva

Town Mayor

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

Moor Stakeholders, Management Group
Street Pastors Management Committee
CALC - Large Councils Committee *

Falmouth BID Board
Safer Falmouth

West Cornwall CCTV Stakeholders Group *
Universities Information Sharing Group

Falmouth Neighbourhood Plan Steering Group
Maritime Line Working Party (Deputy : Town Manager)
Cornwall Council — Falmouth Place Shaping Group *

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



Falmouth Week Shoreside Committee

Falmouth Oyster Festival Committee

Sea Shanty Management Committee

Joint Services Group

Safer Falmouth

Falmouth BID Board (Deputy : Town Clerk) *
Falmouth Traders Group

Cornwall Council — Falmouth Place Shaping Group *



FALMOUTH TOWN COUNCIL
COUNCILLOR CHAMPIONS 2019/20

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)

Safequarding
Councillor Mrs P Minson

(Contact — Mark Williams or Donna Williams)

Information and Data
TBA

APPENDIX IV



APPENDIX V

FALMOUTH TOWN COUNCIL

MEMBER ATTENDANCES FOR MUNICIPAL YEAR 2018/19

Councillor

R J Bonney

G G Chappel

L C Coley

SDEva

G F Bvansg

A J Gillett
A JJewell

M T McCarthy

P A Minson
M C Morgan
R J O’Shea
A Parker

J C Robinson
BM A Ross

D W Saunby

J M Spargo

Attendance

42 from 48

36 from 41

36 from 41

41 from 48

19 from 26

20 from 25
35 from 35

12 from 22

36 from 38

37 from 48

36 from 39

32 from 35

16 from 28

19 from 22

30 from 35

34 from 35

%

88

88

88

85

73

80
100

55

95
77
92
91
57
86

86

97

Apologies

Reason

10

11

2 x family illness, 1 x hospital appointment,
3 x no apology

2 x holiday, 3 x Civic

2 xill, 1 x work, 1 x prior commitment,
1 x no apology

3 x holiday, 2 x work, 1 x family commitment,
1 x no apology

1 x1ill, 1 x Cornwall Council business,
3 x holiday, 1 x Theydon Trust meeting,

1 x work

I xill, 3 x holiday, 1 x no apology

1 x work, 1 xill, 1 x family commitment,
7 X no apology

1 x no reason, 1 X to leave the Committee

9 x1ll, 1 x holiday, 1 x family commitment

2 x family commitment, 1 x work

1 x Council training, 2 x holiday

5 x1ll, 3 x holiday, 1 x ill pet, 3 x no apology
1 xill, 2 x no apology

2xill, 1 X charity commitment,
1 x Cornwall Council business, 1 x no apology

1 x holiday



FALMOUTH TOWN COUNCIL

STANDING ORDERS

MAY 2019

Approved: 20" May 2019
Minute: C5193



How to use these standing orders

Standing orders are the written rules of the council, They are used to confirm the council's interna
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
rnany 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 suhject to fewer statutory

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

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

councillor with or without voting rights unless otherwise stated.

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

most of the requirements relevant to the Responsible Financial Officer.

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

Town Clerk.

AM Williams FCIS FSLCC

Town Clerk



List of standing orders

1.

2
3.
4

9.
10.

11,
12,
13.
14,
15.

16.
17,
18.
19.
20.
21,
22.
23.
24,
25,
26,

Rules of debate at meetings
Disorderly conduct at meetings
Meetings generally-

Filming and Recording Meetings

Committees and sub-committees
Ordinary council meetings

Extraordinary meetings of the council and comemittees
and sub-committees

Previcus resolutions
Voting on appointments

Motions for a meeting that require written notice
to be given to the Proper Officer

Motions at a meeting that do not require written notice
Handling confidential or sensitive information

Draft minutes

Code of conduct and dispensations

Code of Conduct Complaints

Proper Officer

Responsible Financiat Officer

Accaunts and accounting statements
Financial controls and procurement
Handling staff matters

Requests for information

Relations with the press/media
Execution and sealing of legal deeds
Communicating with Unitary councillors
Restrictions on councillor activities

Standing orders generally

10
10
10
11
12

13
14
14
15
16
16
17
17
17
17
17
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15
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29
31
50
53
59
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1.

Rules of debate at meetings

Motions on the agenda shall be considered in the order that they appear unless the order Is changed at
the discretion of the chalrman 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 chaitman 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 motlon is carried, the original motion becomes the substantive mation
upon which further amendment(s) rmay 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 meaeting. If 3 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 motlan, the amendments shall be
moved in the order directed by the chalrman.

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

One or more amendments may be discussed together if the chalrman 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 mation.
The mover of an amendment has no right of reply at the end of debate on it.

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

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

l. to speak on an amendment maved by another councilior;

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

itl, to make a polnt of order;
1



v, 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 counclllor who was Interrupted shall stop speaking. A counciller raising a point of order shall identify the
standing order which he considers has been breached or specify the other lrregularity In the proceedings of the
meeting he Is concerned by,

A point of order shall be declded by the chalrman of the meeting and his declsion shall be final.

When a motion |s under debate, no other motlon shall be moved except:

L to amend the mat|on;
il, to proceed to the next business;

fii to adjourn the debate;

iv. to put the motlon 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;
vil.  to exclude the public and press;

vil.  to adjourn the meeting; or
i, to suspend particular standing order(s) excepting those which reflect mandatory statutory requirements,

Before an orlginal or substantive motion is put to the vate, the chalrman of the meeting shall be satisfled that the
motich has been sufficiently debated and that the mover of the mation under debate has exercised or waived his
right of reply.

Excluding motions moved understanding order 1(r) above, the contributlons or speeches by a councillor shall
relata.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 thelr
conduct, any councillor or the chalrman 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 s ignored, the chairman of the meeting may take
further réasonable steps to restore order or to progress the meeting. This may Include temporarily
suspending or closing the meeting,



Meetings generally

W Full Council meetings
W Committee meetings
® Sub-committee meetings

w @ Meetings shall not take place in premises which at the time of the meeting are used
for the supply of alcohal, unless no other premises are available free of charge or ata
reasonable cost,

m 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 Christmmas
break, a day of the Easter break or of a bank holiday or a day appointed for public
thanksgiving or mourning.

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

mm O 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 2 meeting shall be by a
resolution which shall give reasons for the public’s exclusion.

e Members of the public may raise formal questions at a meeting if sufficient notice has
been given and at the discretion of the Town Clerk as to the appropriateness of the
guestion(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
guestions on matter of fact relating to the item under cansideration by the Counci] at
that point on the agenda where the matter is discussed.

g Aperson 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 chalrman of the
meeting.

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



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

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

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

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

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

See standing orders 6{f) and (j) below for the different rules that apply in the election of
the Chairman of the Council at the annual meeting of the council.

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

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

i.  the time and place of the meeting;

il.  the names of councillors present and absent;

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

iv.  whethera 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 nen-councillor with voting rights who has a disclosahle pecuniary
interest or another interest as set out in the council’s code of conduct in a matter
being considered at a meeting Is subject to statutory limitations or restrictions under
the code on his right to participate and vote on that matter.



m " Nobusiness may be transacted at a meeting unless at least ane-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(vifi) below for the quorum of a committee or sub-committee
meeting.

mum S Hameetingisor becomes inquorate no business shall be transacted and the
meeting shall be closed. The business on the agenda for the meeting shall be adjourred
to another mesting.

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

4. Filming and recording meetings

a When a meeting of the Council, its committees or sub committees is open fo the public, any person, if
presant, may: _
(I fllm, photograph or make an audio recording of a meeting; ;
(1) use any other means for enabling persons not present to see or hear proceedings at a meeting
as it takes place or later;
{iil) report or comment on the proceedings In writing during or after a meeting or orally report or
. comment after the meeting.

b Oral reporting, commentary or broadcasting Is not permitted during any part of a meeting of the
councll, its committees and sub commlttees.

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

d Disruptive behaviour

()  nofiming, photographing or audio recording of a meeting should be carrled out in such a way
as to disrupt the procesdings of the meeting

(it}  ifa person(s) disregard the request of the chairman of the meeting to moderate or improve thelr
behaviour, any councillor or the chairman of the meeling may move that the person be
instructed to cease filming, phatographing or audio recording. The motion, if seconded, shall be
put to the vote withaut discussion

(iiiy 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
temporarity suspending ar closing the meeting.

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

5. Committees and sub-committees

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

b The members of a committee may include non-counclilors unless it is a committee which
5



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

f shall determine their terms of reference Including the scheme of delegation and the role of
Chairman and Vice-Chairman as ex officio members with or without voting rights;

il 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;

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

v.  shall, subject to standing orders 5(b) and (c) above, appoint and determine the terms of offlce of i
members of such a committee;

' shall, after it has appointed the members of a standing commitiee, 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 E
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:

vill.  shall determine if the public may particlpate at a meefing 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 publlc 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

xl.  may dissolve a committee.

The consideratlon of a!i licensing applications, and licensing matters referred to the council by the
Licensing Authority or otherwise, shall be undertaken by the Licensing Committee to make observations
within the time perlod 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 cansidered by the Planning Committes to exercise the sald power within the period described
by taw. Applications will be reviewed by the Chalrman/Vice-Chairman of the Planning Committes (or :
other member(s) of the Committee if the Chairman and Vice-Chairman are unavailable) and will decide i
whether an application Is significant or routine. Routine applications will be placed on a delegated fist '
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

nofifies the Chalrman of the Planning Committee of concerns prior to the meeting, which will entalf it

being moved to the significant applications list. Other planning applications will be treated as significant

and considered individually by the Planning committee.

The Councll recognises and operates to the Planning Autherity protocols regarding consideration of
planning matters.

Unless the Councll determines otherwise each standing Committee shall appoint a Chalrman and a
Vice-Chairman at its first meeting in the relevant munlclpal year.

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

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

6



For those counclitors that enter meetings after its commencement andfor 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 equallty of allocation of seats,

The Staffing Committee membership will normally include the Town Mayor, Chalrman 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 counci! shall be held on or within 14 days following }
the day on which the new ¢ouncillors elected take office, 3

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 direet,

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 shali be the election of the
Chairman (Town Mayor) and Vice-Chalrman {Deputy Mayor) of the Gouncil.

The Chairman of the Councll, unless he has resigned or becomes disquallfied, 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 i
the council. !

In an election year, if the current Chairman of the Councll has not been re-alected 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 ah equality
of votes.

In an election year, if the current Chairman of the Council has besn re-elected as a membaer of the
eouncil, 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 ¢lection of the new Chairman of the Councll 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 Councl! and councillors of their

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

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

iii.  Receipt of the minutes of the last meeting of a commiittee;

iv.  Conslderation of the recommendations made by a commiites;
7



V. Revlew of delegation arrangements to committees, sub-committees, staff and other local
authoritles:

vi.  Review of the terms of reference for committees;

vil.  Appointment of members to existing committees:

vill.  Appointment of any new commitiees in accordance with standing order 5 above;

. Review and adoption of appropriate standing orders and financlal regulations;

X Review of arrangements, including any charters and agency agresments, with other local
authorities and review of contributions made to expenditure Incurred by other tocal authorities;

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

xii.  Inan election year, to make arrangements with a view to the council becoming eligible to exercise
the general power of competance in the future;

xill.  Review of Inventory of land and assets including buildings and office adulpment;

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

xv.  Review of the councll's and/or staff subscriptions to other bodles;

xvi.  Review of the councll's complaints procedure;

xvil. Review 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/media; and

xix.  Determining the time and ptace of ordinary meetings of the full council up to and including the next
annuat meeting of full councll,

For those counclllors 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 mlnutes.

Extraordinary meetings of the Council and
committees and sub-committees

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

Iif the Chairman of the Councll 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-committes may convene an extraordinary meeting of the
committee or the sub-committee at any time,

If the chalrman 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 glven to the Proper Officer In accordance with standing order
10 helow,

When a motion moved pursuant to standing order 8(a) above has been disposed of, no similar motlon
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 counci 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 settied by the casting vote
exercisable by the chalrman of the meeting.

Where more than two persons have been nominated for a position to be filled by the Councl, the vote wiil
be taken by a written ballot of those members present and eligible to vote. The outcome of the vote wil
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 councii’s statutory functions, powers and obligations or an issue which
specifically affects the councit's area or [ts resldents,

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 msating. 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 mation shall be rejected until the maver of the motion resubmits it in
writing ta the Proper Officer so that It cart be understood at least 5 clear days before the mesting.

If the wording or subject of a proposed moflion Is considered improper, the Proper Officer shall consult
wlith the chalrman of the forthcoming meeting or, as the case may be, the counciliors who have convened
the meeting, to conslder whether the motion shall be included in the agenda or rejected.

Subject to standing order 10{e) above, the declision of the Proper Officer as to whether or not to include
the motion on the agenda shall be final.

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

Motlons rejected shall be recorded In a book for that purpose with an explanation by the Proper Officer
for their rajection,

A wrltten natice of moticn shall not relate to any matter which may be considered under the Councll's
Code of Caonduct, Complaint Procadure or employment paolicies.



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

a The following mations may be moved at a meeting without written notice to the Proper Officer;
I, to correct an inacouracy In the draft minutes of a meeting;
ii. to move to a vote;
ii. todefer consideration of a motion:
iv.  torefer a moflon lo a particular committee or sub-committes;
v, to appoint a person to preside at a mesting;
vi.  tochange the order of business on the agenda;
vil.  to proceed to the next business on the agenda;
vili,  to require a written report;
iXx.  toappaint a committee or sub-committee and their members;
X, to extend the time limits for speaking;
xl.  toexclude the press and public from a meeting in respect of confidential or sensitive informatien
which is prejudicial to the public interest;
Xli.  tonot hear further from a councillor or a member of the public;
xiii.  to exclude a councillor or member of the public for disorderly conduct;
xiv.  totemporarily suspend the meeting;
xv,  tosuspend a particular slanding order (unless it reflects mandatory statutory requirements);
xvl. o adjourn the meeting; or
xvii. toclose a meeting.

12. Handling confidential or sensitive information

a The agenda, papers that support the agenda and the minutes of a mesting shall not disclose or otherwlise

undermine confidential or sensitive information which for special reasons would not be in the public
interest,

b 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.

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

acouracy, A motion to correct an inaccuracy In the draft minutes shall be maved 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.

d If the chairman of the meeting does not consider the minutes ta 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;
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“The chalrman of this meeting does not beliave 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.”

Uponh a reselution 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 desiroyed,

14. Code of Conduct, and dispensations

See also standing order 3{q) above.

General

The Council has adopted the Cornwall Code of Conduct for Gity, Community, Parish and Tawn Counclls
which wili apply to afl counclllors and members of the public co-opted to serve on committees and sub-
comynittees 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.

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 ar by relevant legislation.

The Counoll shall maintaln for public Inspection, a Register of Members' Interests that is compliant with
the Code of Conduct and with relevant legistation.

Members and the Code of Conduct

d.

All courcillors and members of the public co-opted to serve on Coungil committees and sub committees
shall observe the Code of Conduct adopted by the Councll,

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

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

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

Unless granted a dispensation, a councillor or non-councillor with votlng rights who has reglstered a non-
registerable Interest in relation to any tem of business being transacted at a meeting, shall leave the
room whenever the ltem is belng discussed, Including any part of the meeting where the public are
entl{led to speak.

Where a non-reglaterable interest arises from membership of an outside 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 befors [eaving the room at the
request of the Chairman.
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You must record in a register of interests maintained by the Proper Officer any gifts or hospitality that you
are offered or recelve in connectlon with your official dutles as @ member and the source of the gift or
hospitality that could be seen by the public as likely to influence your judgement in these matiers.

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

Dispensations

L

Dispensation requests shall be in writing and s'ubmitted to the Proper Officer as soon as possible hefore
the meeting, or falling that, at the start of the meeting for which the dispensation is required.

A declsion as to whether to grant a dispensatlon shall be made by a mesting of the counci!, or committee |
or sub-committee for which the dispensation is required and that decislon is final,

A dispensation reguest shall confirm:

I The description and the nature of the disclosable pacuniary interest or other interest to which the
requesl for the dispensation relates;

Il.  whether the dispensation {s required to pariicipate at a meeting in a discussion only or a discussion
and a vote;

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

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

This policy shall apply to all meetings of the Councll, its committeas and sub-committees,
No dispensation will ba awarc'fed for any meeting where there are no minutes of the praceedings.

A dispensation may be granted In accordance with standing order 14(m) above if having regard to al]

relevant circumstances the following applies:

. without the dispensation the number of persons prohibited from participating in the particular
business would be so great a proportion of the meeting fransacting 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

iil. itls otherwise appropriate to grant a dispensation.

15. Code of Conduct Complaints

a.

Nofification of any comptaint shall remain confidential to the Proper Officer of the Council until such time as
the matter has been coneluded, when the outcome of the complaint shall be reported to a mesting of full

council.

Where the notification relates to a complaint made by the Proper Officer, the Proper Offlcer shall notify the

Chalrman or Vice-Chairman of that fact, who, upon recelpt of such notification, shall nominate a person o
assume the duties of the Proper Officer set out in this standing order, and who shall cantinue to act In
respact of that matter as such until the complaint is resolved.

Whaere notification refates to a complaint made by an employee (not being the Proper Ofﬁcer) the Proper

Officer shalt ensure that the employee in guestion does not deal with any aspect of the complaint.
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d. The ¢ouncil may:

i,

3

provide Information or evidence where such disclosure is necessary o 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 & councllior,

Upon nofffication by the Cornwall Councll 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 agalnst him, Such actlon excludes disqualification or suspensian from office and
shall be limited to those sanctions recommended by the Monltoring Officer as part of the Declslon
Natice.

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 policles and budgets set by the Council.

The Proper Officer shall:

I, at feast three clear days before a meeting of the councll, a committee
and a sub-committee serve on counclllors a summons, by email, confirming the time, place and the
agenda provided any such email contains the electronic signature and title of the Proper Officer],
See standing order 3(b) above for the meaning of clear days for a meeting of a full council and
standing order 3 (c) above for a meeling of a committee.

i. give public notice of the time, place and agenda at least three clear days before a meeting
of the council or a meeting of 2 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 councll and
standing order 3(c} abave for a meeting of & committes,

fil.  subject to standing order 9 abovs, include on the agenda all motions In the order received unless a
councillor has given written notice at least § days befare the meeting confirming his withdrawal of
it:

v.  convene a meeting of full counclil 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 authorities;

vii. retain acceptance of office forms from councillors;

viil. retain a copy of every councillor's register of interests;

.  assist with responding fo requests made under the Freedom of Information Act 2000 and Data
Protection Act 1998, in accordance with and subject to the council's pollcies 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;

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

Xll.  arrange for legal deeds to be executed;

See also standing order 23 pelow.,
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Xl arrange or manage the prompt authorisation, approvat, and instruction regarding any payments to
be made by the council 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 faclitate an
extraordinary mesting if the nature of a planning application requires consideration before the next
ordinary meeting of the planning cormmittee;

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

xvil. retain custody of the seal of the council which shall not be used without a resalution to that effect.
See also standing order 23 befow.

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

The Town Clerk as Proper Officer wlll undertake the management and supervisory functions of the
Councll'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 Ofiicer shall undertake the work of the Responsible. Flnancial Officer.... . ..

18. Accounts and accounting statements

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

Ali payments by the council shali be authorised, approved and paid in accordance with the law, proper
practices and the council's financiat regulations.

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

i\ the council’s recelpts and payments for each quarter;

il. the council's aggregate recelpls and payments for the year to date;

il.  the balances held at the end of the quarter belng reported

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

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

provide:

I, each councillor with a statement summarising the council's receipts and payments for the last
quarter and the year to date for Information; and

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

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




the annual governance statement, shall be presented to council for conslderalion and formal approval
before 30 June or as instructed by the Council's external audltor.

19. Financial controls and procurement

a

b

c

d

2

f

The councll shall consider and approve financial regulations drawn up by the Responsible Financlat

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

f the keepling of accounting records and systems of internal controls;

fi, the assessment and management of financlal risks faced by the councl;

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

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

v. procurement policies (subject to standing order 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 additlonal requirements in the financial regulations of the council, the tender process for
confracts for the supply of goods, materials, services or the execution of works shall include, as a
minimum, the following steps:

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

il, 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 (iily 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;

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

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

v, tenders shall be opened by the Proper Officer in the presence of at least one counciller after the
deadline for submission of tenders has passed;

vl.  tenders are to be reported to and considered by the appropriate meeting of the council or a
commltlee or sub-committee with delegated responsibliity,

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

Nelther the council, nor a commlites ar a sub-committee with delegated responsibllity for considering
fenders, is bound fo 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 Commaerce from time to time) the council must consider whether the Public
Contracts Regulations 2008 (5] No. §, as amended) and the Utllities Contracts Regulations 2006
(81 No. 6, as amended) apply to the contract and, if either of those Regulations apply, the council
must comply with EU procurement rules.
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20. Handling staff matters

a A matter persenal to a member of staff that is being considered by a meeting of the staffing commitiee is
sublect to standing order 12 above.

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

o Subject to the Councll's pollcy regarding absences from work, the town clerk shait notify the chairman of
the staffing committes or, if he is not avaitable, the vice-chairman of the committes of significant absence
occasloned by lliness or other reason and shall report such absence to the staffing commmittee at its next
meeting.

d The Town Clerks terms and conditions shall be regularly reviewed by the Counclil's External HR Advisors,

e The Chairman and the Vice-Chalrman 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 Facllitles Manager, Cultural Services Director
being the posls comprising the council’s management team. The management team shall conduct
annual appralsal of the work of those members of staff subordinate to them,

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

ol Subject to the councll’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-chalrman of the staffing
commiliee, this shall be commiunicated to another member of the staffing committee or the town mayor,
which shall be reported back and progressed by resolution of the staffing committee.

h Any persons responsible for all or part of the management of staff shall treat the written recerds of all
meetings relating to their performance, capabllities, grlevance or diselplinary matters as confidentlal and
secure,

i The council shal! keep all written records relating to employees secure. Al paper records shail be
secured and locked and electronic records shall be password protected and encrypted.

i Only persons with line management responsibilities shall have access to staff records referred to In
standing orders 20(f) and (g) abave if so justified.

k Access and means of access by keys and/or computer passwords to records of employment referred to
in standing crders 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 Requests for Information held by the council shall be handled in accordance with the Council’s policy In
respect of handling requests under the Freedom of Information Act 2000 and the Data Protection Act
1998.

b Correspondence from, and notices served by, the Information Commissioner shall be refefred by the
Praper Officer to the Chairman of the Finance and General Purposes Committee. The said committee
shall have the power to do anything to faci"'l*ﬂéﬂ compliance with the Freedom of Information Aot 2000.



22. Relations with the press/media

a Requests from the press or other media for an oral or wrltten comment or statement from the Councll, its
councillors or staff shall be handled In accordance with the Counclil's policy in respect of dealing with the
press and/ar other media, i

23.IExecution and sealing of legal deeds

See also standing orders 16(b)(xil} and (xvij} ahove,

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

b Subject to standing order 23{a) above, the Councll's common seal shall alone be used for sealing a deed
requlred by law. It shall be applied by the Proper Officer in the presence of g witness.

24. Communicating with unitary councillors

a An invitation to attend a meeting of the Counci! shalt be sent, together with the agenda, to the Falmouth
electoral division counciliors of the Cornwall Council

b Unless the councll determines otherwise, a copy of relevant correspondence sent to the Cornwali Councli
shall be sent to the Fatmouth electoral division Cornwall Counaillor representing the area.

G At the Chalrman's discretion and with the approval of the Council, a divisional member may be invited ta
speak during any itemn on the agenda to make a short statement and answer any questions.

25. Restrictions on councillor activities

a. Unless authorised by a resolution, no councllior shall:
L inspect any land andfor premises which the Gouncil has a right or duty to inspect; or
ii, lssue orders, Instructions or directions.
lIl.  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 statulery 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 counci’s standing orders, except one that
incorporates mandatory statutory requirements, shatl be proposed by a speclal motlon, the written notice
by at least & councillors to be given to the Praper Officer in accordance with standing order 9 above.

¢ The Proper Officer shall provide a copy of the councit’s standing orders to a councilior as soon as
possible after he has delivered his acceptance of office form,

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

STANDING ORDERS FOR TOWN MEETINGS OF THE ELECTORS OF FALMOUTH

1’

The Annual Town Meeting of the electors of the Town of Falmouth shall be held in the Councll
Chamber, Municipal Bufidings, The Moor, Falmouth, on such day in the month of April as the
Cotincil may determing, cammencling at precisely seven o'clock In the evenlng. If, in the event of
an emergency orextansive repairs being cdrried out, o suftable location to be dgreed,

Other Town Meetings called under Section 15 of Local Government Act 1972 shall be hefd 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 Muyor from o Town Maeting, the meeting shail
appoint such other person as It thinks fit, to act ds Chalrman before it proceeds to any other
business,

The Town Clerk shalf ensure that proceedings of Town Meetings, are recorded,

As soon as the Chalr has been filled, the Minutes of the previous Town Meeting shalf be
submitted for approve! 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 folfows;

{a) To appolnt a Chalrman If the Mayor and Deputy Mayor are absent from the

Meeting,
{b) To read and dpprove ds g carrect record the Minutes of the previous Town Meeting,

{c} To recelve any reports prepared by the Town Clerk,

{d) Ta receive reports on ltems af Community Interest.

{e) To recelve reports regarding the activitles of Cornwall Counclifors,

o To recelve reports from Council representatives on outside bodies

() To consider ftems ralsed by electors of which written notice has been given to the
TownClerk,

) To consider such business as may be raised by electors present ot the meeting, at the
discretion of the Mayar or person presiding at the Meeting,

Al o Town Meeting, other than the Annual Town Meeting, after the Minutes of the previous
Meeling have been signed, no other business shall be transacted other than for which the

meeting Is calied,

At olf Town Meetings, the ruling of the Mayor orpersan presiding at ¢ meeting shalf be fing! and
shall not be challenged, nor shail any debdte ensue upon any such ruling given by the Mayor or
persan presiding.

The ruling of the Mayor as to the construction or application of any of these standing
Orders, or as te any proceedings of the Counclf shall not be challenged by individuat
members at any meeting of the Council, nor shall any debate ensue upon such ruling
given by the Mayoar.
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Code of Cohduct for Members
Genera) princlples of public life

The Localism Act 2011 requivas the Council to adopt a Code of Conduct for Members that |s canslstent
with the followlng princlplas:

selflessness — membars should serve ohly the public interest and should never Impropery confer an
advantage or disadvantage on any person.

Hohesty and integrity — members should fiot place themselves in situations whare thelr honesty ahd
integrity may be questioned, should not behave impraperdy, arkl should on all occaslens avold the
appearance of stich behaviour.

Objectivity - members showld make decisions on merit, incluging when making appelnttents, 1warding
cantracts, or recornmending individuals for rewards ar benelits,

Accountability - members should be accountable to the public for thefr actions and the manner In
which they carty out thalr responsibiiities, and should co-operate fully and honestly with any serutiny
appropriate ta their particular office,

Opanness —~membats should be as opan as possible about thelr actlons and those of thelr authority, and
should be prepared to give reasons for those actions,

Leadarship - members should proniota and support these principlas by leadarship, and by example, and
should act In 2 way that secures or preserves public confidence.

Falmouth Town C_qunoil also expects its Members to observe the faliowing prindiples:

Personal judgement —members may take account of the views of others, Inciuding thelr political
graups, but shoukl reach their own conclusions on the issues before them and act in accordance with
those concluslons,

Respect for others — members should promote equality by not disciminating unlawfully against any
person, and by treating people with respect, regardless of their race, age, religion, gender, sexual
orientation or disabllity, They should respect the impartiality and integrity of the authority’s statutory
officers and (ts bther employees,

Duty to uphoid the law — marbars should uphold tha law and, on afl vecaslons, act In accordarice with
the trust that the putsilc s entitled to place in them,

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

Whilst these overrding principles are not formally part of the Coda of Conduct they underpin the
purpese and provisions of the Code of Conduct and are principles in accordance with which Members
shoukd conduct themselves, ‘
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Introduction and interpretation

1

‘This Coda of Conduct has been adopted by Falmouth Tawn Gouncil to suppart its duty to
promote and maintaln high standards of conduct by Members of the Countll as required by the
Locaflsm Act 2011,

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

"Menitoring Office” mmeans the Monltoring Officer of Cornwall Councll, Thie Is because the
Locallsm Act 2014 requlres the Monitoring Offleer of the prinetpal council ko discharge tertain
ethical standards responsibliities in refation to the local cotinells in their area,

"meeting” means any meeting of the Council and any of the Council’'s committees, sub
committess, joint committees with other authorlties or othet formal meatings

“diselosable pecuniary interest’ means an Interest dascribed In Part 5A of this Code and which
s ah interest of & Member or an interest of (1) that Member's spouse or civil partnar; (il) a
parsoh with whom that Member is living as hushand or wife; or (i) a parson with whotn that
Member Is living as |f they were civil partners, and that Membar is aware that that other person
hasthe Interest

"non-reglsterabla intarests” mean sn intatest as defined in Part 58 of this Code

"dispensation” means g dispensation granted by the Council or other appropriate parson or
body which relieves a Member from one or more of the rasttictions set out [n sub-paragraphs
3(S}(i), 3(5){H) and 3(S){Iil} of Part 3 of this Code to the extent spacifled in the dispensation

“register” means the register of disclosable pecuniary interests maintained by the Mém:oring
Officer of Carnwall Counchi

*sensitiva interast’ maans an interast that a Member has {whethar ornot a disclosable
pecunlaty Interest) In relation to which the Mermbar and the Monitoring Officar consider that
distlosure of the details of that {nterest could lead to the Member, &r a person connected with
the Marber, being sisbjact to vickence or intimidation

“Interest’ ieans any disclosable pecuniary Interest o any non-registerable interast whare the
context parmits

This Coda Is arranged as follows;

Pant 1 Application of the Code of Conduct

Parl 2 General obligations

part 3 Registetng and declaring intarests

Part 4 Sansitive tnterasts

part 5A Pecunlary interests

Part 5B Interests other than pecunlary interests
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Part 4~ Application of the Code of Conduct

14
1.2,
1.3,
14

1[5

1.6

17

This Code apphies to you 43 a Member of the Councll,
This Code should ba read together with the preceding ganeral princlples of public Jife,
It Is your rasponsibility to comply with the provisions of this Code,

Subjest to paragraphs 1.5, 1.6 and 1.7 of this Code you must comply with this Code whenevar
you:

{3} conduct tha business of the Councl, which In this Cade Includas the business of the
office to which you have bean elacted or appolnted; o

(R} act, hold yourself out as actlng or conduct yourself n wich 2 way that a third party could
reasonably cohclude that you are scting as 4 reprasentative of tha Coundl

ahd refarences to your official capacity are consteued accordingly.

As well as having effect in relation to eonduct In your official capacity, this Code also bas effect
where your conduct In yolr parsonal capatity constitutes 2 cminal offenice for which you have
been convicted (inchuding an offence which you committed before you fack office but for which
you are convicted aftar that, date),

Whare you act as a reprasentative of the Council;

{4) 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 Condust; or

{b)  ohanry other body, you must, when acting for that other hody, camply with this Code of
Conduct, except and insofar as it conflicts with any bawful obkgatlons towhich that
other body may be subjett,

Where you are also a member of an authority other thian tha Cound! you must make sure that

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

canduct may be subjectto more thah one Code of Conduct depending on the drcumstances,

Advice can be sought from the proper officer of the Gouncil (1.2, the Clerk to the Councll),

Part 2 - Ganeral obligations

21

2.2

24

24

23

Yau rriust treat others with respect,

You must not treat others Ina way that amounts to or whith may reasonably he construed as
unlawfully discriminating against them.

You must nat bully any person,
You must not Intimidate or atterapt to Intimidute othets,

You must not condust yourself ina manner which s contrary to the Councl's duty to promote
and maintaln high standards of conduct by Members,
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26

2|7

28

29

2,10

214

212

213

You must record in a register of Intefests maintained by the Proper Officer aty gifts or
hospitaity that you are offered or racelve in connection with your offlcial duties asa member
and the source of the gift or hospitality that could be seen by the public aslikely to influence
your judgement in these matters,

You must not do anything which compromises oris likely to compromise the Impartiality of
thosa who work for ot on behalf of the Council,

Youl tnust not disclase Informatlon given toyou in confidansa by anyone, or information
acquired by you which you belleve, or ought reasonably 1o be aware, is of 4 confidential nature,
except where ~ ‘

{ you have the cansant of a person authorlsed to glve ity

{I}  youate required by law to do so;

{i)  the disclosute is made to a third barty for the purpose of obtaining professional advice
provided that the third perty agrees in writing hot to dlsclose the information to any
other person before the Information s provided to them; ar

fivi  the disclosyre 1s—

{a) reasonable and In the public interest; and

(9] made In good falth; and

{e) in eompliance with the reasonable requirements of the suthorlty, which
raquirements must be demonstrable be reference to an adopted palicy,
procedure or similar document of the Councll or evidanced by advice provided
by the proper afficer of the Councll {j,. the Clerk to the Coundi) or their
fnominee,

You must Hot prevent or attempt to prevent ahothet persot from galning access to.information
to which that person [s entitled by law,

Youmust not conduct yourself In a manner which could reasanably be regarded as bringlng your
office or the Coundll Inte disrepute.

You tust not use or attempt to use your position as a member of the Councilimproparty to
confer an of to sacure for yoursalf ar any other parsen an advantage or disadvantage,

You must when uslng the resources of the Council:

i have the prlor formal permission of the Counll;

fif  actinaccordance with the reasonabls requiraments of the Councll;

{fi}  ensure that such resources are not used impropetly for politieal purpases {includirg
party political purposes); and '

flv)  have regard to any statutory or other requirements relating to Jocal authority publiclty.

You must not authorlse the use of the CoundiPs rasourcas by yourself or any other persan other

than by your participation in a formal declsion made at a meeting and in accordance with the
Councli's standing orders or other procedural rules,
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14

2,15

When reaching declsions on any matter you must have regard to any relevant advica provided
to you hy the proper officet of the Councll {i.e, the Clerk to the Coungll),

Yol must give reasons for all declslons In accordance with any statuiory requirements and any
reasonable additional requirements imposed by the Coundl

Part 3 -Registening and declaring interasts and withdraws! from meetings

34

8.2

3.3

34

3.5

The provisions of this Part of this Coda are sublect to the provisions of Part 4 of this Code
tetating to sensitive interests,

Within 28 days of becoming 2 Member you must notify the Monltoring Officer of any disclosable
pecunlary Interest that you have at the time of giving the notification,

Whera you hecome a Meimbat as a resiilt of re-alection or your co-gption being renewed you
haed onfy corply with paragraph 3.4 of this Code to the extent that your disclosable pecuniary
Interests are not already entered un th register at the time the natification s glven,

Youare ot tequlired to notify tion-registerable interests to the Monltoring Officer for inclusion
in the reglister,

Ifyay are present at a mesting and you are aware that you have a non-reglsterable interest ora
disclosable pecuntary intarest In any matter being considered oy to ba cofsidered at the
meeting you must disclose that Interest to the meeting If that interest ks not already entered in
the register and, unless you have the benefit of a currant and relevant dispensation in relation
to that matter, you must:
() hat participate, or participate further, in any discussions of the matter at the meeting;
() not participate In any vote, or further vote, taken on the matter at the meeting: and
() remove yourself fram the meeting while any discussion or vote takes place on the
matter, to the extent that you are required to absent yourself [n acoordance with the
Councll's standing ordars or other relevant procedural rules.

3.5A Where a Member has a non-registerable Interest In a matter to which paragraph 3.5 ralates that

3.6

does riot benefit from a valid dispensation and that Interest arisas only from the Member's
participation in or membarship of a body whose ohjects or purposes are charitable,
philanthroplc or otherwlise for the benafit of the commu hity or a section of the community the
Member may [with the permission of the Chaltman of the meeting or untll such time as the
Chairman directs the Member ta stop] address the meeting to provide such information as they
reasonably consider might inform the debate and decislon to hs made befare complying with
paragraphs 8.5(1), (i} and (il1}.

If 3 disclosable pecuniary interest to which paragraph 3.5 refates 1s tot entered in the register
and has not already been notified to the Monitating 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,
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3.7

3.3

34

Within 28 days of becoming awate of ahy hew disciosable petuniary [nterest, or ehange to any
disclosable pecuniaty ihterast alraady reglsteted or notified to the Monitoring Officer, you must
notlfy that new intarest or the change I tha intarast to the Monlitoring Officer,

All notifloations of disclosable pecunlary Interests to the Monttoring Offlcer must be mada in
Writing and such dlsclosures as are mads st meetings must be confirmed in writing to the
Monitoring Offlcer,

You must notify the proper officer of your Council in writing of the datall of all disclosable
pacuniary intetests thad are notified or confirmed to the Monltoring Officer.

Part 4 Sansitive interayts

4.3

4.2

Members must notify the Moritoring Officer of the detalls of sensitive Interests but tha detalls
of such Interests will not be induded | any published vatsion of the reg'ster,

The requirement tn paragraph 3(5) of Part 3 of thls Coda to distlose interests to meatings shall
in relation to sentltlve Interests ba limited to dectirng the exlstence of an tnterest and the
detail of the Interest need hot be declared.

Part 5A ~Disclosable Pecun|ary Irterests

In this Part of the Code the axpressions in the middie calumn have the meanings attriblted to them In
the right hanhd calumn

()

“bady in which the | means a fliem In which the relevant person is 2 parther or
relavant person has a | a body corporate of which the tefevart personjsa’
beneficial Interest” | director arin the securitles of which the relevant person
has a beneficlal interest

{a)() "director” Inzludes a menber of the cammittes of management of
ah industrial and provident saclaty

{(a) (i) | “and® [neludes ah easament, servitude, interast, or right over
jand which doas not carry with it a right for the relevant
parsen (alone of jointly with another) to oceupy the fand
4t to recelve Income

{a)(iv) “ralevant authority” Mmaans the authority of which you are a member

{ajlv) “refevant person® reans you, your spolse or civil partner, a person with

whom you are living with a3 husband and wife or a
person with whom you are living with as if vau are civl
parthers
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{a)lvl} | “securities means shares, debantutes, debentiite stock, loan stock,
bonds, units of a collective investmant scheme within the
meaning of tha Fixanclal Services and Markets Act 2000
and other securlties of any description, other than
money depostted with 3 building society

The following tabls sets out the disclosable pecuniary interests that have been prascribed by the
Secratary of State for the puthoses of the Code of Conduct and the Localism Act, 2011,

Interest Description

(b)) Employment, office, Any empleyment, office, trade, profession of vocation
trade, professian oy cartied on for proflt ot gain
voration

{1t Spansorship Any payment or pravision of any other financial heneflt
{other than from the relevant autharity) made or
provided within the relavant parod in respect of any
expanses incutred by you in ¢arrying out your dutiss as
a membar, or towards the election expenses of you,
This includes any payment or financial benafit from a
trade unlonh within tha meaning of the Trade Union and
Labout Relations (Consolidation) Act 1992

b)) | Contracts Any eahtract which Is made between the relevant
person (of a body which in which the relevant person
has a beneficlal intarest) and the relevant authority
under which goods and services are to be provided or
works are to be exacuted arid which hias nat been fully
discharged

{sHivy | Land Any beneflciat interest in land which is within the area
of the refevant authority

{b){v) Licences Any llcance (alone or jointly with others) to aceupy
land In the area of the relavant authority for a month
of langer

(B){vi} | Corporate tenancles Any tenancy where, to yout knowledge the landlord is
the relevant authority and the tenant s a bodyin
Which the relevant person has a beneficial Interest

{bivil) | Securitles Any beneficlal (nterest in sacurities of any body whare
that body, to your knowledge, has 4 place of business

or land In the area of the ralevant authority and elther
the total nomihal vatue of the securities exceeds
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£25,000 or e hunhdredth of the totat of the lssued
shara capltal of that body of If the share capital of that
body is of more than ohe class the total nominal value
of the shares ih any ona dass th which the refevant
person has a beneficlal Interest exceads one hundredth
of the total issued shate capltal of that class

—

Part 58 ~ Non-registerable Interests

You have 2 non-régistarable Interest whare a decléion In relation to a matter belng determined ot to be
determined;

(i

fil)

might teasonably be regarded as affecting the financlal pesition or wall being of you; a membar
of yousr family ar any person with whomn you have a close assoclatlon; or any body of grou
which you are & member of more than It might affect the majority of councll tax payers, rate
paysrs or inhabitantsin the parish; and '

the interest is siich that a reasonable person with knowledge of all the televant facts would
congidar yolr Interast so sigrificant that itis lkely to prejudice your judgement of the public
jnterest,

save that business relating to the followlng functions will not give rise to non-registerable interests:

L}

sthoal meals ot school transport and travelling expenses, where you are a parent or guardian of a
child Infull time education, of are a parent governor of a sehool, unless it relates particularly to the
sehool which the child attends;

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

an allowance, payment or indemnity given to members;

any cerernonlal honour glven to mambers; and

sutting of the precept

and for the avoldance of doubt the above exceptions to the definttlon of non-registerable interests do
nat negate the regulremants arising from having a disclosable pecunlary Interest,
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Appendix Nl

FALMOUTH TOWN COUNCIL

CODE OF PRACTICE FOR HANDLING
COMPLAINTS

APPROVED : 21% May 2018
MINUTE
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1

2,

4,

8

If a complaint about procedures of administration is notified arally to a Coyncillor or
the Clerk and they cannot satisfy the complainant fully forthwith the complainant
shall be asked to put the complalnt In writing ta the Clerk and be assured that i wili
be dealt with promptly aftar recelpt, The complaint to be copled to the Chainan of
the Standing Commitiees,

If a complalnant prefers not to put the complaint to the Clark he or she shall be
advised to put it to the Chainman,

(a) On tecsipt of a written complaint the Clerk ot Chalriman, as the case may be, shall
{except where the compluint is about hls or her own actions) try to settle the
camplaint directly with the complainani but shajl not do so tn respect of a complaint
about the behaviaur of the Clerk or a Councillor without first notifying the person
complained of and glving an opportunity for camment on the manner in which It is
intended to attempt to ssttle the complaint,

{b) Whete the Clerk o Chaltman receives a written complalnt about his or her own
actlons ha oF sha shall forthwith refer the complaint to the Councii,

The Clerk or Chalnman shall repart to the next meeting of the Councli any written
complainatit disposed of by direct action with the complainant,

The Clerk or Chairman shall bring any writteh complalnt which has fot baen settled
tothe next meeting of the Council and the Clerk shall notify the complainant of the
date on which the complaint will be considerad.

The Gounch shall consider whether the circumstances attending any compiaint
warrant the matter being discussed in the absence of the press and public but any
degision on a complaint shall he announced at the Coundl meeting ih public.

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

A Councll shall defer dealing with any written complaint only if It is of opinion that
Issue of faw or practice arise on which advice is recessary from the Natlonal
Assotiation of Local Councils or other body, The complaint shall be dealt with at the
next meeting after the advice has been racaived,

Mark WHllams FCIS FLSCE
Town Clerk
April 2018
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Appendix \V

FALMOUTH TOWN COUNCIL

FINANCIAL REGULATIONS

APPROVED: 5% March 2018
M.NUTE: € 4989
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These Financial Regulations were adopted by the Councll at its Meeting held on 5% March 2018 {from a
recommendation by tha Finance and General Purposes Camimittes dated 19" February 2018}

1.

11

1.2

13

1.4

15

1.6

17

1.8

19

GENERAL

Thase financial regutations govern the conduct of fingncial management by the Councl! and may
ohly be amanded or vaned by resolution of the Council. Financlal regulations are one of the
councll's three governing policy dostments providing procedural guldance for Councillors and
officers, Financial regulations must be observed in conjunction with the Council's standing orders
and any individual financlal regulations relating to contracts,

The Councll Is responsible In law for ensuring that Its financial management is adequate and
affective and that the Council has a sound system of interhal contraf which fadllitates the effective
axerclse of tha Councl’s functions, including arrangemants for the management of risk, -

The Coungil's accotinting sontral systents must include Measures:

for the timely production of accounts;

that provide for the safe and efficient safaguarding of public meney;
to prevent and detect inaccuracy and fraud; and

tdentifylng the dutles of officers.

- > &

Thase Pnandal regulatians damonstrate how the Coundl meets thase responsibilities and
requirernents,

At least once a year, prior to appraving the Annual Govetnance Statement, the Council must
yaview the effactiveness of Its system of Intarnal control which shall be in accordance with praper
practices,

A breach of these Regulations by an entployee may ental! action under the Council’s Disciplinary
Procedures,

Counciliors of Counell are expected to abide by the code of conduct 2nd to follow the instructions
within these Hegulatiohs and not to entice employees to breach them, Failure to follow
instritctions within thess Regulations brings the offlce of Counciller into distepute.

The Hespohslble Finandal Officer (RFO) holds a statutory office to be appainted by the Council,
The Cierk has besn appointed as RFO for this Council (hereinafter referred to as the RFO) and
these regulations will apply accordingly.

The Coundll alsc employs a financlal professional, The Flnanca Officer, to support and enable
financlal reporting and compliance,

110 The REO;

. acts under the policy direction of the Councll
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administers the Councl's financial affalrs In accordance with all Acts, Regutations and
proper practices;

determines on behalf of the Council fs accounting records and accounting contral
systems;

ensiires the actounting control systemns are observed;

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

assists the Council to secure economy, efficlency and effectiveness In the use of Its
rasources; and

produces fitanclal management infarmation as required by the Council

The atcounting records determined by the REQ shall be sufficlent to show and explain the
Councll's transactions and to enable the RFO to ansure that any Income and expenditure account
and statement of balances, ot record of receipts and payments and additional information, as the
case may be, or management Information prepared for tha Councll from time to time comply with
tha Accounts end Audit Regutations,

The accounting records datertninad by the &FO shall in partlcular eontain!

-

entries from day ta day of alt sums of maney received and expended by the Coundil and
the matters to which the income and expenditure or recelpts and payments account
Feate;

a record of the assats and flabiittes of the Coundl; and

wharever relevant, a record of the Councll’s income and expenditure In relation to
dlalms made, or to be mads, for any contribution, grant or subsidy.

The accouniting cantrol systerns determinad by the RFO shall tclude:

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

procedures to enable the prevention and detection of Inaccuracies and fraud and the
abllity to reconstruct any fost records;

Ideatification and documentation of the duties of officers dealing with financlal
transactions ahd division of responsibilities of those officars In relation to significant
transactions; '

procedures to ensure that uncollectable amounts, Including any bad debts are not
stibmitted to the Counch for approval to be written off sxcept with the approval of the
RFC and that the approvals are shown in the accounting records; and

measures to ensure that risk is propety managed.

The Council is NOT empowered by these Regulations or otherwlse to delegate certain specifled
decisions. In particular any dedision ragarding:

- » = s w

setting the fina) budget or the precept (Council Tax Requiremant);
approving accounting statements;

appraving an annual governance statemant;

borrowlng;

declaring ellgtbllity for the General Power of Competance; and
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. addrassing recommendations in any report from the Internal of external auditors, which
shall be a matter for the Finance and Genaral Purposes Committee only,

In agitian, the Council mist:

. determine and keep under regular review the bank mandate for all Councll bank

atcounts;

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

+ In respact of the annual salary for any emplayee have regard to recommendations about
annual salaries of employees made by the Staffing Commitiee In accordance with [ts
terms of referenca,

In these finandal regulations, raferences to the Accounts and Audit Regulations or 'the
ragulations’ shall mean the regulations lssued under the provisions of section 27 of the Audlt
Commisslon Act 1998, or any supersad|ng laglsiation, and then ir, force unless otherwise spacified,

in these financlal regulations the term ‘proper practice’ or ‘proper practices’ shall refer to
guldance issued in Govemance and Accountability for Lol Counclls — a Practitioners’ Gulde
{England) lssued by the Jaint Practitioners Advisary Group (IPAG), avallabls from the websites of
NALE and the Soclety for Logal Councll Clerks (SLCG)

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

All ocounting progedures and firancal records of the Countli shafl be detarmined by the RFO in
accordance with the Accounts and Audit Regulations, appropriate Guidance and propar practices,

Gh a regular basls, at least once In each quarter, and at each finaricial year end, at laast one
membar other than the Chaltrian {the Mayor} shall be appointed to verify bank reconciliations
{for all accounts) produced by the RFO vix the Flnance Officer, The member shall slgn the
racanciliations and the original bank statements {or similar document) as evidence of verification,
This activity shal! on conclusion be reported, intluding any exceptions, to and noted by the
Finance and General Purposes Committea.

Tha RFO via the Elnance Officer shall complate the annual statement of accounts, annual report,
and any related documants of the Counclt contalned In the Annua! Return (as specified in proper
practices) as soon as practicable after the end of the financlal year and having certified the
accounts the RFO shall submit them and report thereon to the Councll within the timescalas sat
by the Accounts and Audlt Regulations,

The Cotndll shall ensure that there s an adaquate and effettive system of internal audit of its
accountlng retords, and of lts system of internal control in accordange with proper practices. Any
afficer of membar of the Councit shalt make avallable such documents and recards as appear to
tha Counchl to be necessary for the Purpases of the audit and shall, as directed by the Council,
supply the RFO, Finance Officer, internal auditor, or exterhal auditar with such information and
axplanation as the Council considers necassary for that Purposes.
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The internal auditor shall be appointed by and shall cafry out the work in relation to internal
controls required by the Councll in accordance with proper practices,

Tha internal auditor shali:

. be competent and indapendent of the financlal vparations of tha Councli;

¢ report to the Finance and General Purposes Committee in writlhg, or in person, on a
regular basis with a minimuin of ane annual written report during each financlal year;

’ 1o demonstrate campetence, objectivity and independence, be free from any actual or
perceived conflicts of interest, Including those arising from famlly relationships; and

. have ho Involvament |n the finanglat decigion makitig, management or contral of the
Councli,

Internal or extarnal auditors may not under any chreurnstancas:

' patfortn any operational dutles for the Counct;

) Initiate or approve accounting transactions; or

’ diract the activities of any Councli employee, xcept ta the extent that such employees
have been appropriately asslgned to assist the Intemal auditor,

For the avoldance of doubt, In relation to internal audlt the terms ‘independent’ end
ndependence’ shall hava the same meaning as Is described In proper practices,

The RFO shall thake arrangaments for the exerclse of elactors’ rights in relation to the accounts

~ Ingluding the epportunity to inspact the accounts, books, and vouchers and display or publish any

notices and statements of account required by Audlt Commisslon Act 1998 superseding
isglslation, and the Accounts and Audit Regulations

The RFQ shall, without undue delay, bring ta the attention of afl Councillors any cotrespondence
or report from internal or exiernal auditors,

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

Each sarvice manager shall review fatecasts of revenue and capltal recelpts and payments for
thelr service, Having regard to the forecast and to committae (appendix 1 sets out the committee
responsible for each service) and Counall recommendations, thay shall thereafter formulate and
subirii proposals for the following financial year to the Council in Saptember aach year including
any proposals for revising the foracast. The proposals are usually forruiated by the finance sub-
committes,

The RFO via Finance Officer must each year, by no later than November, prepare detalled
estimates of all recaipts and payments Including the use of peserves and all seurces of funding for
the following financial year in the form of a budget to be considered by the Rinance and Geteral
Prrposes Committae and then confirmed by the Councll to set Its precept {see 3.4},
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The Councll shall consider annual budget proposals in relation to the Council's forecast of revenue
and capltal recelpte and payments including recommendations for the use of reserves and
soutrens of funding and update the farecast accordingly.

The Coundil shalf fix the pracept {Council tax requirement), ahd relevant baslc amount of Cotnell
tax to ba levied for the stisulng financlal year not later than by December each year, The RFO shall
lssué the precept to the billing authority and shafl supply each member with a copy of the
approvet annual budget,

The approved annual budget shalt form the basls of finandlat controf for the ensulhg yeat,

BUDGETARY CONTROL AND AUTHORITY TO SPEND

Expenditure on revanue ltams may be Incurred up to the amount shown under each approved
Commmittes and Sarvice schedule (appendix £), Sub defegation by Service Heads s permitted to
defray day to day small expenditure up to £20 pey individual item.

Authorisation of payment Is determired by

. Approval by two authorised signataries for items exceading £5,000; of
. Approval by one authorlsed sighatary for itams up to but not exceeding £5000.

Contracts May not be disaggregated to avald controls imposad by these regutations,

No expenditure may he authorised that will exceed the amount provided in the revehue budzet
for that class of expenditure other than by resolution of the Councll, or duty delegated committee.

During the budget year and with the approval of Councll having considered fully the [rriplications
for public services, unspent and avaltable amounts may be moved to other budget headings of to
an earmarked reserve as appropriate (‘virement').

Unsperit provislons in the revenua or capital budgets for corapleted projects shall not be carried
forward to a subsecguent year,

Thesalaty budgets are to ba reviewed at least annually In Octabe for the following financial year
and such review shall ba evidenced by a hard copy schedule signed by Chairman of the Staffing
Committee and the Clerk s the Proper Offlcer, Tha RFO will inform comrsittees of any changes
Impacting on thalr budget requiremeént for the coming year in gaod time.

In cases of extrems risk to the delivery of Couneil services, the Clerk may authorise revenue
expenditure on behalf of the Council which in the Olark's judgement It Is necessary to carty out,
Such expenditure includes repaly, replacement or other work, whether or not there Is any
budgetary provision fot the expendHturs, subject to a limit of £20,000, The Clerk shall report such
action ta the Chatrman as soor as possible and to the Councll as soon as practicable thereafter,
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Na axpetiditura shall be authorised in relation to any capltal project and no ¢ontract entered Into
or tender accepted Involving capital expenditure upless the Council |s satisfied that the nacessary
funds are avallable, and the requisite borrowing appraval has been ohtalbed,

All capltal works shall ba administerad in accordance with the Council's standing ordars and
financlal regulations relating to contracts,

The RFO via the Finance Officer shall regularty provide the Cotncll with a statement of recelpts
and paytnents to date under each heading of the budget, comparing actual expenditure to the
appropriate date against that plannad and shown In the budget, These statements ate to he
prepared at least at the end of each financlal quarter and shall show explanations of material
vatiances. For this Purposes, “material* shall be any amount in excess of 15% of the budget.

Changes in earmarked reserves shall be approved hy the Finance and Generat Purposas
Compmittaa as part of tha budgeatary control process,

BANKING ARRANGEMENTS AND AUTHORISATION OF
PAYMENTS

The Councdll’s banking arrangaments, including the bank mandate, shall be made by the RFOVIa
the Finance Offlcer and approved by the Councll; batking atrangements may not be delegated to
g committee. They shall be regutarly reviewed for safety and efficlancy, '

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 Commities for approval, The
appraved schedule shall be ruled off and initialied by the Chalrman of the Meeting, A detalled Kt
of all payments shall be discdosed Within or as an attachmant to the minutes of the meeting,
Personal payments (inctuding salarles, wages, expenses and any payment made In relation to the
tertinatich of u contract of employment) may be summarised to remove public accass to any
petiohal informatlon,

Al Invatcas for payment shall ba examined, veriflad and certifled by the RFO via the Finance
Offlcar to gonflirm that the wark, goods or services to which each invoice relates has been
recetved, cardad aut, examined and represents expenditure previously approved by the Councll,

The Finance Officer shall arrange for alf invoices to be examined for arithmetical accuracy and
analyse them to the appropriate expenditure heading, The Finance Officer shall take afl steps to
arrange for payment of all Involces submitted to be made In a timely manner and In accordahce
with 4.1,

A stheme of delegation regarding the authorisation of payments Is attached at appandix 1.

In addition, the Clerk/RFO and Finance Officar shafl have delegated wutharity to authorise the
payment of itams in the following elrcurstances:
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al A revenue expendftura item authorisad under 4.1 above and under 5.6 below (continuing
contracts and obligations) provided thet a list of such payments shall be submitted to the
nhext appropriate meeting of the Finance and Genera) Putposes Cominittee; ot

b) fund transfers within the Councils banking arrangerents,

For each financlal year the REQ via the Fihance Officer shall draw up a list of due payments which
arise on a regular basls as the result of a continulng contract, statutory duty; or obligation {such
as but not excluslvely, Salaries, PAYE and Ni, Superannuation Fund and regular maihtenance
contracts and the lke for which the Finance and Qeneral Purposes Committee, of a duly
authorised committes, may authorise payment for the yaur provided that the requirements of
regulation 4.1 (Budgetary Controls) are adhered to, provided also that 4 ilst of such payirients
shall be submittad to the haxt appropriate meeting of the Finance and General Purposes
Commlttee,

A record of regular payments made under 5,6 abava shall be drawn up and be signed by two
Counciliors on each and every occaslon when paymant is atthorlsed — thus controlling the risk of
dupllcated payments belng autharised and/or made.

In raspect of grants the Finance and General Purposes Committes shall approve expenditure
within any imits set by Councl ard In accordance with any Policy statement appraved by Councll.
Any Ravenue of Capltal Grant in excess of £5,000 shall before payment, be subject to ratification
by resciution of the Councll,

Councllors are subjeet to the Code of Conduct that has besn adopted by the Councll and shall
comply with the Code and Starding Orders when a decision to authorise or Instruct payment s
made In respect of a matter in which they have adlsclosable pecuniary of other interest, unlessa
dispansation has beeh granted,

The Counell will aiin to rotate the dutles of Cauncillors in these Regulations so that onetous
dutles are shared out &3 evenly as possible aver time,

Changes to actount detalls for suppliers, which are used for nternet banking may only be changed

o writtan hard copy notification by the supplier and supported by hard copy authority for change
by either the RFO or the Finance Officar and at least one Councitior,

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

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

Pollawlng authotisation under Financial Regulation 5 above, the Financa ahd Genaral Purposes
Committee, Councll or, If so delegated, tha RFO via the Finance Officer shall glve instrustion that
a payment shall be mada,

All payrents shall be effected by cheque of other Instructions to the Council's bankers, or
otherwise, ih accordance with a resclution of the Finance and General Purposes Committee,
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Cheques or orders for paymant drawn on the bank account in accordarica with the schedule as
presentad to Councll or committee shall be signed in accordance with the bank mandate, in line
with 4.1 above, If 2 Coundlilor who is also a bank sighatory has dedared a disclosable pecunlary
Interest, of has any other {nterest, in the matter In respect of which the paymet is belng made,
that Councilior shall be required to consider Standing Ordets, and therehy determinie whether (¢
is appropriate and/or permissible to ba a signatary to the transaction in questich

To Indlcate agreement of the detalls shown on the cheque ot order for payment with the
counterfoll and the involee or simllar doctmentation,

Detalls of chaques or orders for payment shall be presented in a mohth by month format ta the
Finance and Ganeral Purposes Commitiea at the next meeting following the end of the
preceding calendat month,

If thought appropriate by the Councll, payment for utility supplies {energy, talephane and water}
and any Nationial Nor-Domestic Rates iriay be made by variable Diract Debit provided that the
Instructions are signed by at least one Councilior and eny payments are reported to the Finance
and General Purposes Committee as made. The approval of the use of a variable Diract Debit shali
ba fenewed by resolution of the Councli annually,

The Cauncil has approved the use of Internet banking, The use of a Bankers Standing Order
provided that the instructions are slighed by one mamber and any payments ate reported to the
Finance and General Purposes Committee as made, shall be ranawed by tesalution of the Anance
and General Purposes Committee annually.

If thought appropriate by the CouncH, payment for certaln ltems may be mata by BACS or simitar
banking tethod provided that the instructions for each payment are’ signed, or otherwlse
evidenced, by one authorised bank signatory and are retalned. All paymentsmade by this method
aretohe reported to the Finance and General Purposes Committee as made. The approval of the
wse OFBACS of other method shall be renewed by resalution of the Finance and Gereral Purposes
Committee annually,

No etnployee or Councillor shall disclose any PIN or password, relevant to the warking of the
Councll o lts bank accounts, ta any person not authatised in writing by the Council or a duly
delegated committes,

Regular back-up copias of the records on any computer shall be made and shall be starad sacurely
away from the computer In question.

The Councl, and any Counciilors using computars for the Councll’s financial business, shall
ensure that anti-virus, anti-spywate and firewall, software with automatic updates, together
with a high level of security, s used,

Where Internet banking arrangerments are made with any bank, the RFQ and Finance Officar shall
be appainted as the Service Administratars. The Bank Mandate approved by the Councll shall

dentify the parsans authorised to approve transactions on those accounts, Al transaction made
by thls method must b witnessed and signed by the duly authorised persons and witnesses.
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Atgass ta anly Intarnet banking accounts will be ditectly through the access paga (which may be
saved under *favouritas*), and not throtgh a search engine or e-mafl link, Remembered or saved
passwords facilities must not be used on any computar use for Councll banking work, Breach of
this Regulation will be treated as a very serlous matter under these regulations,

Any Debit Card Issued for use wilt ba specifically restricted to tha Clerk as the REO and wil also ba
testrictad 1o a single transaction maximum value of £4,000 unless authorised by Council or
Finahce and Genera! Purposes Committoe In writing before any orderis placed.

A pre-pald debit card may be |ssued to amployees with varylng limits, These limits will ba set by
the Finance and General Purposes Committee, Transactionsand purchases made wik be reported
to the Finance and General Purposes Committee and reconclied to monthly stataments by the
Fiahce Offlcar, with authority for topping-up at the written discretion of the RFO.

Any corparate cledit card or trade card acoount opened by the Councll wilt be specifically
restricted to use by approved and autharised employeas and contractors and shall be subject to
autamatic payment in full at each month-end,

The RFO via delegated officars shall malntain varying petty cash floats depending on the cost
cehitre Involved, Hmlts as set and amended by the Finance and General Purposes Committee, for
the Purposes of defraying operational and other expenses. Vouchers for payments made from

petty cash shall be kept to substantiate the payment and the petty cash accaunts are to be
reconcited on 2 monthly basis,

a) Income received must not b pald Inte the petty cash fioats but must be separately
banked, as provided for elsewhere in thase regulations,

b Payments to maintain the pafty cash floats shatl be clearly identifled oh the schedule of
payments presented to Councii under 5.2 above,

PAYMIENT OF SALARIES

As an employer, the Councll shall make arrangaments to imeet fully the statutory requirements
placed on all employers by PAYE and National fnsurance leglslation. The payment of alf salarles
shall be made in accordance with payroll records and the rules of PAYE and National Insurance
currently operating, and salary ratas shall be es sgreed by Councli, as recommendad 4y the
Staffing Committee,

All time sheets shall be certified as to accuracy by the employees and thelr line manager and
verified by the RFO via the FInance Officer pror to authorlsation of payment,

Trave! expenses:
a) All emplayees should use Council vahicles subject to authorlsation of driver whenever
possible when travelling on Council business, Where this is not possible business milzage

willhe pald for local authorised travel {usually Corawall and West to Mid Devon only) at
the appropriate NIC agread rate. Outside of local area In the Interests of best valuz a
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standard rate rall fare would be paid, All clalms for traval and ather expenses should be
authorised by the relevant line manager hefare being submitted to the Financa Qfficer

for RFO approval or I the case of the Town Clerk/RFO, expenses to be atthorlsed by @
Cotndlilor,

b} Employess of the Councl and Councillors using thelr own vehicles for local travel must
have ih place the appropriate Jevel of ‘business use’ insurance with the appropriate
documentation provided to tha RFO bafore travel expensas can be authorlsed for
payment,

As approved by (Ine managers, tme In lieu must be taken in accordance with the Councll's
approvad policy and subject to the operational regulrements af Counell businass.

Payment of salatles and payment of deductions from salaty such as may be required to be made
for tax, national Insurarice and pension contributjons, or sltnilar statttory or discretionary
deductions must be made In accordance with the payroll recards and on the appropriate dates
stipulated in employment contracts, All payments to be approved be any one of the, Chalrman of
Chairs of the Finance and General Purpases of Staffing Committees,

No changes shall he made to gny employae’s pay, emoluments, or terms and conditlons of
employment without the prlor consent of the Staffing Committaa,

The Councll shall via the Flnance Offlcer raintaln records of each and every payment to
employees of net salary and other payments and to the appropriate credlt of the statutoty and
discretionary deductions, Thig confidential record Is hot cpan to inspection or review (under the
Freedomi of Information Act 2000 or otherwise) other thani

a) by any Counelllor who czn demonstrate a need to Rnow;
b by the Interhal duditor;

¢} by the external auditor; or

d) by any person authorlssd under Audit Commission Act 1998, or any superseding-

iegislation,

The total of such payients In each calendar month shall be reported with all uther payments as
made as may be required under these Financial Regulatiohs, to ensure that only paymants due
for the perlad have actually been paid,

An effective system of personal parformance managemant should be malntalned for the senioy
officers In accordance with the Councll’s staff Appraisal Systam.

Any termination payments shall be supported by a clear business casa and reported to the
Gounell. Termination payments shall only be authorlsed by Couneil,

The RFO s delegated to make arrangements to engage such replacement staff as to ensuté that
the Council's operational functions are maintained.

12
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LOANS AND INVESTMENTS

All bortowings shall be effacted in the name of the Councll, after obtaining any necessary
horrawing aproval, Any application for borrowing approval shall be appreved by Coiindl as to
terms and Furposes, The application for Borrowing Approval, and subsedquent arrangements for
the Loan shall only be approved by fuli Cauncl}.

Any financlal arrangement which does not require formal Borrowing Approval fram the Sectatary
of State (such as Hire Purchase or Leasing of tangible assets) shall be subect to approval by the

“full Coundll, In gach case a report In writing shall ba provided to Councl! in respact of value for

money for the praposed transaction,

Bank statements are avallable at all times through the Coun's onfine banking portal end [n
addition the Council will maintaln the monthly delivery of hatd capy statements from Banks and
Investment pravidars, ’

Al loans and invastments shall be negotlatad In tha name of the Counalt and shail be for a set
patiod ln accordance with Councll policy.

‘The Counell has an investment Strategy and Palicy In accordance with relavant regillations, proper
practices and guldanca. This shall be reviawed by the Coundll at teast annually,

Al Investments of migney under the tantrol of the Councll shall be held elther in the hame of the
Council or the Falmouth Art Galfery ({depasit only) {as run solely by the Councli)).

All isvestmant certificatas and other documents relating thereto shall be retalned In the custody
of the RFO,

Payments in respect of short term or long term investments, inciuding transactions between bank

accounts held In the same hank, or branch, shall be made In accordance with Regulation 5
{Authorisation of payients) and Regulation B {Instructions for paymants),

{INCOME

The callection of all sums due to the Councll shall be the responsibility of and under the
supervision of the RFO,

Farticylars of all charges to be made far work done, services rndered of goads supplled shall be
agreed annually by the Council, notified to the RFO and the RFO shall be rasponsible for the
¢ollection of all accounts due ta the Council,

The Counall wil review all faes and charges at least annually, following a report of the Clerk,

Any surms found to be irrecoverable and any bad debts shall be reported to the Finance and
Genera) Purposes Committee and shall be written off in the year,
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All sums recelved on behalf of the Councll shall ba banked intact as divected by the RFO, ihall

cases, all recelpts shall be deposited with the Councll's bankers with such frequency as the REO
condiders necessary,

A record of the origlh of each raceipt shall be entered on an electronle spraadsheet, crass
refetenced to the relevant paylng-it sfip,

Personal cheques shall not be cashed out of monhey held on behalf of the Council,

The RFO via the Financa Officer shall promptly complete any VAT Returh that s required, Any
repaymentclalimg due in accordance with VAT Act 1994 saction 33, shall be made at least annuslly
eolnsiding with the financial year end,

Where any signlficant sums of cash are regularly tecalved by the Coundll, the REQ shall take such
steps as are agreed by the Council to ensute that more than ane person Is prasent whan the cash
Is counted In the fist instance, that there Js a reconciliaiion 1o soma 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 whiah Is the property of a charitable trust shall be paid nte a charitabte bank
account, Ihstructions for the payment of funds due from the charitable trust to the Counell (to
mest expenditure alteady incurred by the authority) will be given by the Managing Trustees of
tha charlty meeting separately from any Countil meeting (see also Regulatlon 16 below),

All staff handlirg Councl] ihcome must sign the Council's Information Security Palicy,

ORDERS FOR WORK, GOODS AND SERVICES

Where passible, an officlal order or letter shall be lssued for &l works outside of recurdng
budgeted expenditure, goods and services unlass a formal contract s to be prepared or an offical
order would be inappropriate. Copies of orders shall be retalned,

A record of these orders shell be kept on the Council's electronlc aceounts system which bs
maintalned by the Finance Gfficer,

All Coundiliors ahd Officers are raspansible for obtatnlng vaiue for money at afl times, An officer
iBsuing an officlal order shall ensure as far as reasonable and practicable that the best avaiiable
terms are obtained in respect of each transactlon, usually by obtaining three or more quotatians

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

A Councillor miay hot lssue an offidial ordar ar make any contract oh behalf of the Coundll.,

The RFQ shall verify the lawful nature of any proposed purchase before the issue of any orderand
in tha case of naw or Infrequent purchases or payments, the RFO shall ensure that the statutory
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11,

111

112

authority shall ba reported to the meeting at which the order Is appraved so that the Minutes can
racord tha power baing used,

CONTRACTS

Any Procuremient ahd award of cohtracts covered by the Public Contracts Regulations 2015 (as
amended by the Procurement Regulatlons 2016), which have an estimated value of £25,000 or
more must satisfy the requirements of the 2018 Regulations which Include advertising on the
Contract Finder website,

Procedures as to contracts are laiyl down as follows!

4

b)

e}

Every contract shall comply with thesa financlal tegulations, and no excaptions shall be
made otherwise than In an emergehcy providad that this regulatioh need not apply to
contracts which relate to iterns (i} to (vit) below;

i for tha supply of gas, elettriclty, water, sewerage aid telephone services;

i for specialist sarvices such as are provided by solldtors, accountants, surveyors
and planning consultants;

bl for work to be executed or goods or matertals ta ba supplied which conslsts of
repalrs to o parts for exjsting machlnery o equipment or plant;

i for work to be executed or goods or matarials to be supplied whith constitute an
extansion of an exjsting ¢antract by the Councll;

v, - for reghler revenue expenditure falling within the Councll’s agreed budget
refating to the spedific cost centre; * C

Wi, for additional audit work of the external Auditor; and '

vii.  for goods or matertals proposed to be purchased which are proprietary articies
and/ot are ohly sold at a fixed price,

Where Itis intended to enter into a contract éxcaeding £60,000 in vaide for the supply of
goods of matetals of far the exacution of works or specialist services other than such
goods, materlals, works or spaciafist setvices as ate excepted as set out In paragraph (2}
the Clerk shall Invite tanders from at (east three firms,

When applications are made to waive financial ragulations relating to contracts to erable
a price to be negotiated without competition the reason shall be embodied In a
recommandation to the Council,

Such Invitatlon to tander shall state the general nature of the Intended contract and the
Clerk shall obtaln the necessaty technical assistance to prapare a specification in
appropriate cases, The Invitatian shall in addition state that tenders must be addressed
to the Clark in the ardinary course of post, Each tendering firm shall be supplied with 2
specifically marked envelope in which the tender is to be sealad and remaln sealed unti!
the prescribed date for opening tanders for that contract,

All sealed tendars shall ba apaned at the same time on the prescribed date by the Cerk
i the presence of at least one member of Counedl,

18
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g}

h)

If lass than three tenders ate taceived for contracts above £60,000 or it all the tehders
ate identical the Coundl) may make such arrangements as it thinks fit for procuring the
goods of materials of executing the works,

Ay Invitation to tender ssued undet this regulation shall ba sublect to Standing Order 18
and shall refer to the terms of tha Bribery Act 2010,

When itis to entet Into a contract of lass than £60,000 In value for tha supply of goods a¥
materals or for the exesution of works or specialist seivices other than such goods,
materials, works ar specialist services as are excepted as set out In paragraph (a) the RFO
obtain 3 quotatlons (priced descriptions of the proposed supply); where the value ks
below £3,000 and above £500 the RFO shall strive to obtain 3 estimates, Otherwise,
Regulation 10 (3) above shall apply,

The Counch shalf not be ohiliged to accapt the fowest o any tender, quote or estimate,

Should 1t ocour that the Council, ot duly delegated commlttee, daes not accept any
tetider, quote or estimate, the work ls not afiocated and the Council requirss further
pricing, provided that the specification doesnot change, ho person shall be parmitted te
submit a {ater tander estimate of quote who was present when the orlginal declsion
tnaking process was belng undertaken,

The Europeah Unlon Procurement Directiva o its successor n titie shail apply and the
terins of the Public Contracts Regulations 2015 and the Utllitles Contracts Regulations
2016 including thresholds shall be followed,

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER
CONSTRUCTION WORKS

12,1, -Paymients on account of the cortract sutl shafl ba made within the time specified In the contract
by the RFO Upon authorised certificates of tha architect or other consultants engaged to supervise
the contract {subject to any percentage withiholding as may be agreed in the particular contra ct).

122 Whers contracts provide for payment by Instalmests the RFO vla the Finance Officer shal
mantain & racord of all such paymants. In any case whete it is astimated that the total cost of
work carried out under a contract, excluding agreed variations, witl exceed the contract sum of
5% or more a report shali be submitted to the Council.

123  Any varlation to a contract or addition to or emission from a contraat must be approved by the
Couricll and Clerk to the contractor in wrlting, the Coundii belng informed whare the final costi
Iikely to axceed the financlal provisian,

13. STORES AND EQUIPMENT

18
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13,14
13.2

133

13.4

135

14,

14.1

14.2

14!3!

14,4,

14,5

14,6

The Service Managet in charge of each saction shall ba responsibie for the care and tustody of
storas and equipment I that section,

Delivery notes shall be cbtained In respect of all goods recelved into store or otherwise dellvered
and goods must be checked as to order and quality at the time delivery Is made,

Stocks shall be kept at the minimum lavels consistent with operational requirements,

The Service Managers shall be vesponsible for pariodic annual checks of stacks and stores and
Thvenitory and report to the Hnance and General Purposes Cammittee anhually,

The RFO shall be responsible for ¢arrying out an annual audit of stocks and stores for matitoting
and to ensure that robust processes ara In place,

ASSETS, PROPERTIES AND ESTATES

The RFO shall make appropriate arrangements for the custody of all tite deeds and Land Reglstry
Certiflcates of properties held by the Council, The REO vla the Finance Officer shall énsure a record
Is maintained of all properties held by the Counxll, recording the locatlon, extent, plan, raference,
purchase details, nature of the interest, tenaricles granted, rents payable and Purposes for which
held in accordance with Accounts and Audit Regulations,

No tangible moveable proparty shall he purchased or otherwise acquired, sold, (eased or
otherwise disposed of, without the authority of the Councll, together with any other consents
tequired by law, save where the astimated value of any one [tem of tangible movable property
does not exceed £300, i which case the Clerk hay make the dadlsion ta dispese,

No real property (interests In land) shall be sold, feased or otherwise disposed of without the
alithority of the Coundll, together with any other consents required by law, In each case a Report
In writing shall be provided to Councll in respect of valuation and surveyed tondition of the
property (Including mattars such as planning permissions and covenants) together with a proper
business case (including an adequate leve! of consultation with the electorate).

No teal property (interests in land) shall be purchased or acquired without the authority of the
full Gouncil. In each case a Report In writing shalf be provided to Councll In raspact of valuation
and surveyed condition of the property (including matters such as planning permissions and

covenants) together with a proper business case (including an adequata level of consutation with
the electorate),

Subjett only to the (lmlt set in Reg, 14.2 above, no tangible moveable property shall be purchased
o acquired without the authoflty of the full Council, In each case a Report in writing shall be
provided to Counsll with a full business case,

The RFC vid the Finance Officar shall ensure that an apprapriate and sccurate Register of Assets
and |nvestmants Is kept up to date, The contlnued existence of tanglble assats shown in the

Reglster shall be verlfled at lsast annually, possibly in conjunction with a health and safety
inspection of assats,

17
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15.

15.4
15,2
153
154

155

15,6

16,

16.1

17.

171

17.2

173

INSURANCE

Following the aniual tisk assassment (per Financial Regulation 17), the Finance Officer shall affect
all Insurances and negatiate all dlalms on tha Councll's insureys in consuftation with the Clerk,

The Clerk shafl give protpt notification to the Finance Officer of alf new risks, properties or
vehicles which reduire ta be Insured and of any altarations affecting exlsting Ihsurances,

‘The RFO via the Findnice Officer shal) keap a record of all insurances effected by the Councll and
the property bnd rlsks covered thereby and review this antivally,

The RFO shall be hotified of any loss llabtlity o damage or of any event likely to lead to a claim,
and shall repart these ta Council 4t the next available meetig,

All appropriata touncillors and employees of the Coundil shal be inciuded in a sultable form of
secyrity or fidelity guarantee Insurante which shall cover the maximum risk exposure as
determined anhyally by the Finance and General Purposes Cotmmittes,

Each employas s responsible for maintalning proper securlty at all times for all bulldings, stocks,
share, vehicles, furniture, equipment, cash and all property belonging to the Councli under their
tontrol Keys to safas and simllar receptactes are to be carvied on the parson of those responsible
at all tives and any logs of keys must be repotted to the Clerk immediately,

CHARITIES

Where the Council is sola maraging trusiee of a charitable bady the RFO shall ensure that
separate accounts &re kept of the funds held on charitable trusts and separate financial reparts
made In such form as shall be appropriate, ih accordance with Charity taw and legislation, or as
determined by the Charity Commission, The RFO shall arrange for ahy Audit or Independant
Examination as may be required by Charity Law or any Govarning Dackment.

RiSK MANAGEMENT

The Counclf is fesponsible for putting in place arrangements for the management of risk. The Clerk
[as RFQ arid with the Finance Officer] shall prepare, for apptoval by the Counctl, risk management
polley statements in respect of all activities of the Councll, Risk policy statements and
consaquential tisk management azrangaments shall be reviewad by the Council annually,

Whan consldering any new activity, the Service Manager shall prepare a draft risk assessment
including ¥isk rmanagement proposals for consideration and adoption by the Councll,

Each Service Manager will undertake 2 documented assessment of the risks and management
arrahgements for their service which will be updated annuatly,
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18.

18,1

18,2

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

it shall be the doty of the Finance and General Purpases Cotimittee to review the Financial
Regulatians of the Cound! from time to time, The Clerk shall make arrangements to monltor
changas in leglslation or proper practices and shall advise the Council of any requirement for a
consaquential amendment ta these finshclal ragulations,

The Finance ahd General Pytpases Comemittee may, by resolution af the Committee duly notifled
prior to the relevant maeting of the Committae, suspend any part of these Financlal Regulations

provided that reasons for the suspension are recorded and that an assessment of the risks arising
has baen drawn up and presented in advance to all Counclfors of the Committee,

18
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APPENDIX V

FALMOUTH TOWN COUNCIL

MEDIA POLICY

APPROVED : 18™ March 2013
MINUTE  :C2414(2)
REAFFIRMED AND AMENDED : 20" july 2015 {4575}
and 19" September 2016 (C4763)
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Falmouth Town Cauncil welcomes interaction with the press and media and recognises that this
relationship helps to commiunicate to and Infosm residents, The Councll will alm to communicate and
Inform in & professional manner,

The Counclls approach to the media will be opan, honest and with integrity, it will be proactive and
endeavour to be responsive and imely.

This policy should be tead n canjunction with the Members Code of Conduct and is directed by Standing
Order 13,

Prass Attendance
Underthe Public Bodlas and Admissions to Meetings Act 1960 the press are invited to attend all

meetings ofthe Councll and its Committees, unless thera are matters ta be debated that the Cound|
recognlses as exempt ar canfidential, The Councll will apply the tests identified in Schedule 124 of the
Local Govertnent Act, 1872 (and subsequent amending lagislat(on) to dac/de If mattars are exempt
and/or confidential. The Councll wiil provide reasonable facllities to accommuodate the press attendance
at mestingsand provide a notice and agenda to meetings on request. |

The Press can also attend Counclllor Surgerles if they wish and If acceptable to resldents that attend,

Prass Raquests

Al requests from the press or other media for an oral or written statement or comment from the
Councll shall be notified to and directed to the Town Clark to draft a response. A draft response to be
circutated electronically to all Counglllors for commaent. [t s recognised that oh occasion this will be
time consttalned,

if Councillozs are contacted directly for comment they should liatse with the Town Clerk before
cormment,

i Counclliors wish to write to, or contact the press, contraty to this pofiey, they should make it elear that
they are hot dolng so In an official capacity and not use the title Counclllon
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Coutiglliors should hot make statements expressing a contrary view to that of the Council as this may
bring tha Coundll in to disrapute,

pass ants
An offictal Council release Is made on behalf of the Councll as a body, This will be prepared by Officets
of the Council and lssued by the Town Clerk, Town Manager, Grounds and Facllities Mahaget or Guttural
Services Glrector, As appropriate [t may Include quotes fram the Mayor of Committes Chalr or ather
Councillors,

Press stataments prepared by Committee Chalrs or other Counciflors must be approved by the Town
Clerk, mustbe directed by a Councll ar Committee declsion, must be in accordance with Council palices,
must be factual, nan-political and not written to cause offence. These statements to be olreulated
elestronically to Counclllors for Informatlan/aomment before release,

Livie Mattats
th regard to civic matters the Town Mayer via the Mayor's Sacretary wif lssue press statemants and

create photographic opportunities witholt recourse to the processs for prass statements above.

Press Release Format

The Councill will issue press releases carrying the Council loga and contact detalls fot the issuing officer,

Polltica] Views

Corporata press releases wili not ¢ontaln political views. Councillor press statements: in election years
during the perlod from Notlce of Election untii the day of Election, na quotes from Membars will ba
published,

Mark Willlams FCIS FSLCC
Towh Clerk
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APPENDIX Vi

FALMOUTH TOWN COUNCIL

SPEAKING PROTOCOLS

Updated: 19" September 2016
Minute:  €47633

Reaffirmed :
Minute
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Questions from the Puklic

Genaral

Member of the publlo may ask questions at an ordinary meeting of the Coundii.
Order of Questions

Questiots will be asked In the arder notice of them was reesived, axcept that the Town Mayor pyay
group togethet similar questlans,

Notice of Questlons

A question may ohly ba a'sked it notice has bean given by delivering it In writing or by electronic mall to
the Towh Clerk no later than 48 hours before the day of the meeting. Each question must glve the
names and address of the questionar,

Number of Questions

At any one meeting no patsen may submit more than ane quastion and ho more than one
supplemeantary question,

Stope of questions

The Town Clerk may reject a quaestion If it

» s notabout a matter for which the Coundif has a tesponsibility of which affects the Town;

w s defamatory, frivolous ot offensive;

* s substantially the same as & question which has baen put ata mesting of the Council in the past
six manths; ot

= requites the disclosure of confidential or exempt information,

Ratord of questions

The Town Clerk will enter each quastion I 4 file open to public Inspaction. Rejected guestions will
include reasons far rejaction,

Asking the guestions at the meeting

The Town Mayor will invite the quastioner to put the question to the Member(s) named in the notice, If
a questionar Who has submitted a written question ls unable to be present, they may ask the Town
Mayor or Town Clark to put the question on thelr behalf. A written reply will be given to the questioner
within a reasonable periad following the meeting.

Supplemetital question

A questioner who has put a question In persah tay akso put one supplementary quastion without
natice, A supplernentary question must arise directly out of the original question or the reply, The
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Town Mayar may teject a supplamentary question on any of the grounds In Procedure Rule 'scope of
guastions’ above,

Written answers

Any question which cannot be dealt with during public question time, sither because of lack of time or
because of the nof-attendance of the Mamber to whom it was to ba put, will be dealt with by a written
BASWer, '

- Referance of guestion to a Committee

Unfess the Yown Mayor decldes otharwise, no dissussion will take place on any question, but any
Mearmber tmay mova that a matter ralsed by a question be raterred to the appropriate Committee, Sub-
Committes or Working Party, Once secanded, stich a motlon will be voted on without discussion,

FALMOUTH TOWN COUNCH,
PUBLIC SPEAKING AT PLANNING COMMITTEE

Membars of the public have the right to speak at maetings of the Pla hning Cormmittee during the
consideration of planning applications, The pu tposa of the right ko speak Is to give mambers of the
public the oppartunity to make thelr views known directly to the Committee, They can stll writa to the
Loundll If they prefer, of In additioh ko speaking.

Those entitad to speak can be objectors, applicants, their agents and supportets,

Please remember the Councll is a Consuitea and you must ensure that you notify the Planning Autharity
diract if you wish to object to planning appiications. You should pravide them in writing within the
spacified time pariod to:

Planning — Central One
Cornwall Counol)
Pydar Streat

Truto

TR11EB

Plamilng applications can be viewed onfine at www.cotnwall rov, uk

When are meetings

Meetings of the Planning Committes are held on @ Monday at 6.00pm, A schedute can be obtained

from the Council offices or viewed at www.falmouthtowncoundl.com, if you wish to speak you wil need
to contact the Coundil's Administrativa Officer, preferably (n writing or emall, although = telephone call

willsuffice, by no later than 12 noan on the day of the meeting, Tha Adminlstrative Officer will then
tnake a Hst of those wishing ta speak, in the order they contact the Council,
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9 our applica 4 being considers

Planning applications reported to tha Committee will be included In Appendix | or Appendix Ii, Those
(ncluded In Appendix | will be reported with a recommendation from the Chalrman and are voted on en
bloc. ifyou wish to talk to ah Appendix | applleation you will noed ta speak to your local Councillor
bafore the maeting to ensure that s/ha requests to the Chalrman that ftIs cons deted tn Appendix 1)

Planning Committes agendas ara available to view st the Councll Offices, oniine, of the public notice
board at the Municipal Bulldings on the Tuesday preceding Committee. Occaslonally late retelved
applications are added to the agenda on a Friday and yau are advised to check on the day of the
meeting far a comprehensive list of applications for constderation,

Order of speaking

‘The Officar attending or Chaltman will introduce the application, followed by other speakers in the

followlnig otder:

Applicant or agent

[

»  Objectars

s Sypporters

s« Cornwall Counctlors (not usually time constralned)
+  Falmouth Town Coundllors  (notusually time canstrained)

Members of the Committea may question each speaker to clarlfy points, There will then be a debate
and the Councll will formulate abservations for submission to the Pianning Authority,

Yime it —minor applicatiohs

There s a time [t of five minutes for each group of speakers, If thera s more than ona interested
party wishing fo speak, the Councl! will advise them that they should co-ordinate thelt prasentation, §f
they are unable to do so, tha first person registering witl be allotted three minutes. At the Chalrman's
discretion a further total of two minutes will be available te remaining speakers, If they ave adding new
pathts, It1s the responslbliity of speakers to co-ordinate presentations,

g firnit = major applications

Thie tme limits are as above, However occasionally an applicant or agent for a major develapment may
ba Invited to present his proposals to the Committes, and s/he wiil be allowed a period of fiftean
minctes with mamber questions thereafter,

Can questions be asked of other sheakars
Yau may Include questions in the time allacated ta you but the Committee has no powers to req ulre
other speskers to answer your questions, they may answer your questions if they choosa in thelr

allocated tims but there will be na debate, Generally It Is batter If you seek to have questions answered
outside the meeting and to state your Interests / points on the basis of the infermation given to you.

56



You must not interrupt other spadkers not interrupt the Committee debate, All speakers must speak to
the Chaleman, respect the Chalrman and espond to Instructions accordingly,

The Chalrman will invite speakats to speak and they will stand to address the Committee {unfess
Infirmity prevents them),

Relesvant jssues

Relavant fssues will vary with the nature of the proposal and tha site are specifiad within the National
Planning Pollcy Framewatk and may include;

Relevant planning issues

Highway safety, traffic gaheration and parking
Noise, disturbance and other loss of amenities f
Appearance and character of development ;
Layout and density of bultdings

Impact on any historic butldings, protected nature conservatlon sites of trees

Overshadowling, avericoking and Joss of privacy

- * & = & > &

Itrelevant jssues
Agaln these will vary from tada to case but the following are usually irrelevant:

Private property rights {e.g, boundary or actess disputes)
Personal remarks {e.g. the applicants motives)

Passible future developments

Effact on property value

Contact the Councll

For tlarification on any of the abova Issues, the procedures, ragistering to speak of to check agenda you
should contact the Councl| on telaphone 01326 315559 or emall emlly@falmouthtowncouncil.com,

* 5 ¥ &

FALMOUTH TOWN COUNCIL
PUBLIC SPEAKING AT LICENSING COMMITTEE

in addition to tha panlicipation of statutory organisations (such as the Police or Cornwall Councl)]
{lcensing appiicants and/or their agents will be invited to address the Utenslng Commiittee tn regard to
the application,

Oblectors taa licence application will be permitted to address thalrobjections to the tcenslng
Commites when that application |s belng conslderad and at the discretion of the Chalrman,
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FALMQUTH TOWN COUNCIL
PUBLIC SPEAKING AT FINANCE AND GENERAL PURPOSES COMMITTEE

Public speaklng s not normally permitted, However the Committee doas Ihvite grant appilcants to
attend to respond to questions that may arlse In the considaration of thelr respactive grant, and at the
dlscration of the Chalrman,
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APPENDIX Vil

| FALMOUTH TOWN COUNCIL
COMMITTEE TERMS OF REFERENCE — 2018/19

Committees may exerclse delegated functions on behalf of the Tewn Coundil under the following

- torms of refarence, subject to:

*  The Town Council’s spyroved Budget and Financldl Regulations
*  Any praviously minuted decision of the Town Councll
= Any matiers rasarvad to the Town Councll by statyte

Committee membership will be appolited by the Council, Normally the appolntment of the
Comthittee Chalr and Vite-Chalr will be delegated by the Councll ta the respectiva Committes.
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CULTURAL SERVICES
To oversee the managemnent and delivary of Cultural Services including the inanagamant of
Falmouth Art Galfery, Faltmouth Library, Educatiok provision, Youth Services and herltage,

Membershipt B

Quorum: 3

Meeting Frequency:  guarterty

Attending Officers:  Townt Clerk und Cultura) Services Pirector

NB; Metrbership to a separate 8 Coundlllors to the Planhing Committes Membership to ensure ah
aven spread of Committee seats,

Tertns of Reference:
1, To manage and ovises tha Counls pravision of Cultural Services,
2, To manage the direction of and approve the fotward plan of Falinauth Art Gallery.

3, Ta manage the diractlon of and approve the forward plan of Falmouth Library
working ¥ partnership with Cortiwall Counci,

4, To manage the direction of, and approve the forward plan of children and young
penple initiatives in partnership with the Dracaena Centre,

5, Ensure the goverhance arrangements for the servica are working in the most
effuctive way for the Coundd,

5, Appralse tha perfarmance of the service om an annnal basls

7. Regular review of risk and create effective systems to manage and mitigate these
tisks,
8. Overses, dirate and ensure the securlty and development of the Town's eollect)an.

4, To Implement, monitor, raview and revise policies pertaining to the operation of the
Sepvice, '

10, Toconsldar and place before the Councll annual estimates of expenditura relating to
mattets within its responsibility.

11, Allacate and cantrol the finandal and manpower resources of tha Cultural Sarvces
Including an apprapiiate safeguarding regime.

12, Ensure all operating policles for Cultural Sarvices and staff are appropriate, fit far
purpose and regularly reviewed.

13.  Ensure compliance with Museum Accreditation raguirements.

14, To authorise Officers and Coundllors to represent the sarvice at meetings, events
and awards ceremonies as apprapriate,

15.  Taprovide educational Interpratation ta the community.
16.  Toensure effective marketing and fundralsing for the service.

17. Yo effectively manage the Gallery shop,
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FIN D GENERAL PUR s M
Is the main polloy making Committee of tha Cound! and considers the broad sodal and econemic
needs of the community. It has overview of the Council’s financial systems.
Membership: 16 (alf embers of the Counail),
Quotum: ]
Meeting Frequency: 6 weekly,
Attending Officers: Towii Clerk and Finance Officar,
1. Togulde the Council in the fotmation of objectives.
2, Toldentify the nead for new services and faciities.

3. Tobe responsible for sllacating and controlling the financial and manpowar resources of the
Counil,

4. Toadvise the Council on the distribution of functions betwean Camrmittass and Working
Groups and any major polley changes it tha CounciPs management or administrative
pracedures,

5. Toconsider the financial estimates of the Colncll and recotmend the annual precept fo ba
levied,

6. Tobe responsible for the Coundil's tevenue and capital budgat and the works scheduled
therein,

7. Tobe responsible for the preparation and maintanance of the Courial's Assat Register,
B, Yo be responsible for the preparation and maintenance of the Coundll's Risk Reglater,

% Tohe rasponsible for the collaction of all revenue, and ralsing and renewals of loans and
fnsurance,

10, Te be responsible for the banking, fipandal and accounting methods adopted by the Coundl,
11. Ta sversee the operation of all Coundll property and assets,

12. To ensure compliance with the réecommendations of the Intarnal Auditor and the
requirements of the External Auditor,

13, To authotise members attendance at conferences, courses and meatings.,

14. To respond 1o consuitative documents from Government and other bodies, other than those
spedifically allacated to ather Cummirtsas or the Coundl.

15. To-enter into legal procaadings on the Cauncif's bahalf,

16, To considar the delagation of services and assets to the Town Colnall from other authoritles
and partnetship working arrangaments,

17. To consider all community and event grant raquests in accordance with the palicy of the
gouncil,
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FINANCE SUB-COMMITTEE

Is a Sub-Committes of the Finance and Gerieral Purpases Commities and ks appointed to consider
matters directed to it by the parent Cammittee, internal Controf Systems, Draft estimates from
foemulation and year end formulation,

Membership: 4
Quorum: 2
Attending Officers: Tawn Chetk and Finance Offfcer
NO: Membership {s the Town Mayor, Deputy Mayor and Chair and Vice-Chalr of the Finance and
General Purposes Committee,
Terms of Refarance:
1. Regulate and recommend in regard to Member internal Audit activity,
2, Formulation of draft annual estimates

8, Canskier risk, insurance and other matters ta Formulate recotinandations to the parent
Committes
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GROUNDS AND FACHITIES SUB-COMM TTEE

Is a Sub-Committee of the Finance and General Purposes Committee and is appointad to rmake
fecommendations It regards to the mahagement, maintenance and improvements of the grounds
and facllities oh bebalf of the Coungll,

Membership: 6
Quorm; 3
Attending Officers: Town Clerk and Grounds and Fadllties Manager

Tatis of Refarence:

1. Takeep under reviaw the provision of parks and gardens, allotments and sports and
récreational fadlities for the residents of Falmouth including:
Kimherley Park ;
The Bowling Gtaen Play Area
Dracaena Recreational Site indluding Falmouth Skate Park
Trescobeas Recreational Area including Cyde Track
Wodahoyse Terrace Allotments
Swanvale Allotments (vla Allotments Assodiation)
Faltmouth Cematery Sites

2, Tokeep inder review and ensure safety compliance of all Counell property and Councll
mahaged proparty for the resident of Falimouth including:
Municipal bulidings, The Moor f{induding former Webber Street tollets)
Fotrner Post Office, The Moor
Cenetety Lodge, Chapels and Martuary at Falmouth Cemetery
Kimbertey Park Lodge and sheds :
Public Toflets at Kimbertey Park, Prince of Wales Pler, Grova Place, Castle Beach, Gyllyngvase
Beach, Swanpool Beaoh and Maehporth Beach
The Muo) Piazza

3, Tooversse and mahage grounds maintenancs workforce and contractors, Incdluding
¢laansing and operational staff.

4. Tooversee and manage the inspectlon and safety regime for alt sites and fadllities, and
snsure safe working practices for the officers involvad n the maliténance and teansing of
these sites and facilities,

5. Tomanage the use of tha Council's playing felds and parks by sparts clubs which shall
indlude the grant of hcences,

6 Tooverses the aperation of the seaweed ramoval protoco! frem the Town's beaches with
Cornwall Goungif

7. Tolead and apprave tenders for all aspects of maintenance and ground works in accordance
with the town Coundil’s financlal regulations,

B, Toaversee the provision of town centre public realm CCTV In partherstip with the West
Cornwall CCTV Stakeholders Group,

9. Toundertake enviranmenta) enhancements and streat tlaansing, including small works
Improvements

64



20, Yo prepare funding bids, work with funding bodles and profect manage site redevelopment
works,

11, To ensure the Coundl's vehiclss and madhinery are afl wel} maintained and used safely

12, Ta set an annual schadule of fass and charges for the use and hire of phiches and facilitlas
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LCENSING COMMITTEE
To consider the Impact of licensing in Faltnouth, including premises, aleohtl, late might refreshment
houses, public entertalnment, strest trading, highway licencas, hackney catriage ete.
Membership: ]
Quotum: 3
Attending Offlcers: Town Clerk and Administrative Officar
Terms of Refarernce:
1. Tacohsider 4l icensing matters and applications in Falmouth and make representations to
the Ucensing Authority
2, Towork with the Polica Licensing Officar In determining local responses on licensing
applications and matters, to ensure nuisance and anth-soda) behaviour are riot creatad ot
exacerbated by llcensing applications
3. Bacognisant of local directions including the Cumulative Impact Zane

4, Invite licensing applicants, supporters and objectors to attend and/or make representations
to the Committes

5. Reptesentations at Hearings and Appeals

6. Toauthorlse the Chalr to represent the Council ut Lizensing Hearings and Appeals
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PLA MM

To consider the impact of development in ¥almouth as consufied by the Planning Authority,
including such mattars as highways, lighting, trees, ttansport and enforcemant,
Membership: 8

Quorum: g

Meoting Fraquancy: 3 Weekdy (Alternate Interim and Full Committee Meatings)
Attending Offlcers; Town Clark and Administrative Officer

NB: Membership to a separate 8 Counclllors to the Cultural Services Committee Membershlp to
ehsure an even spread of Committee seats,

Terms of Reference:

1. Toconsider and respond to all planning epplications notified by the Planning Authority in
acrordance with the Coundll’s Policies and Nattonal and Local Planning Development
Framewark Guidahes,

2, Taconsider all matters of strateghc planning,

3, Reproseritation at Inguiries und Abpesls,

4. Toatthorise the Chair {of appolnted deputy) to attend to represant the Council at relevant
meetings of the Planning Authority, lnqulres and Appeats.

5, Todllow the attendance and partlzipation of publicat meetlngs stbject to the Counl's
Publle Speaking Bratocols,

€, Tomake recommandations in regard to étreet naming propasals in Falmouth.

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

8, Toconsider and riotity matters of planning enforcament and breachas of planning control,
9, Yo conslder matters relating to Tree Praservation Orders i Falmouth

10, Unlass conslderad by the Councll to respond to strategicand poliey cotisultation by
Cornwall Councll In regard to planning and land use matters.
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STAFFING COMMITYEE
Is appolnted to make declsions about #lf staffing matters, subject to budget and expenditure Hmits
decided by the Council, :

Membershlp: &
Quordm: 3
Attending Officers; Towh Clark

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

‘Terms of Reference!

. To ostablish and keep tinder review the staffing structure In cansultation with the Finance
and General Purposes Committee,

=

[ >}

. Toimplement, reviaw, monitor and revise policies for staff,

“F

. 'To establish and reviaw salary pay scales for all categories of staff and to ba respansible for
thelr administration and review.

4, To oversee the recrultment and appaintment of staff, induding agency staff where
necassary.

5. To arrange execution of new employment contracts and changes to contraets {Incduding
TUPE transfers).

6. To establish and raview annual apgralsals and staff training programmes,

7. To oversea any process leading to dismissal of staff {insluding redundaney).

8. Tokeep Under raview staff working conditions, and health and safety matters,
9. Tomonitor and address regulat ¢ sustalned staff absence,

10, Ta make recommendations an staffing related expand|ture to the Finance and Genaral
Purposes Comimittes as Part of the budget setting pracess,

14. To conslder any appes! agalnst & duciston in respect of pay or changes to terms and
condltlons,

12, To consider a staff griavance of disciplinary (and any appeal). The Committea to be divided
In tonsideration of tha initlal matter, so that fresh eyes ate retained for any subsaquent
appeal.

13, To supervise and performance managa the Town Clerk’s work: the Chalrmar af tha
Committea to administer leave racords and manltar absence,

68



13th
20th
3rd

10th

17th

1st
15th
22nd
20th
5th
12th
2nd
9th
30th
7th
14th

21st

28th

11th
25th

Note
Planning

Holidays

Falmouth Town Council

APPENDIX VI

Schedule of Meetings 2019-2020 Municipal Year

2019

May
Planning
Annual Council

June
Finance & General Purposes
Speciaf Council

Interim Planning

Council

Staffing

July

Planning

Finance & General Purposes
Interim Planning

Coundil

Cultural Services

August
Staffing

Planning

September
Finance & General Purposes

{nterim Planning
Council
Planning

October

Staffing

Finance & General Purposes
Interim Planning

Council

Culteral Services

November
Planning
Finance & General Purposes

2nd

16th
23rd

6th
13th

3rd

10th
24th

16th

23rd

6th

20th

27th

11th
18th

1st

2013
December
Interim Planning
Council
Staffing
Planning

2020
January
Cultural Services
Planning
Finance & General Purposes

February
Interim Planning

Council

Staffing

Planning

Finance & General Purposes

March

Interim Planning
Council

APM

April

Planning

Cultural Services

Staffing 6pm

Finance & General Purposes
Interim Planning

Council

May
Annual Council

Planning
Finance & General Purposes

lune
Special Council

Unless otherwise stated all meetings take place in the Council Chamber, Municipal Buildings,

The Moor, Fatmouth - TR11 2RT

All pfanning meetings will take place at 6pm with all other meetings commencing at 7pm except

where stated

Bank holidays in 2019 are on the 6th and 27th May, 26th August, 25th and 26th December.,
Bank holidays in 2020 are on the 1st January, 10th and 13th April, 4th May and 25th May.
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BACKGROUND

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

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

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

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

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

STATEMENT

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

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

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

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

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



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

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

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

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

Supervision of operations;

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

Having regular review of systems and requirements;

Carrying out regular andit of operations to ensure compliance with systems;
Provision of facilities and equipment for the welfare of its staff;

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

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

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

ARRANGEMENTS

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

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

Management Team

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

* Cultural Services. Henrietta Boex, Director

+ Financial management & internal systems. Ruth Thomas, Finance Officer

* Events. Richard Gates, Town Manager

The responsibility for:

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

Having a process in place for continuous improvement through consultation on all
matters of health & safety whilst encouraging the reporting of near misses or any
situation where safety could be improved; lies with the management team and
the elected staff Safety Representative (this position is yet to be filled).
Regular safety inspection of facilities as well as a programme of scheduled
statutory testing; lies with Jonathan Wilkinson, Inspection and Properties
Officer.

Assessment of risk to identify hazards and introduce control measures where the
risk cannot be avoided; lies with the management team,



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

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

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

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

* Supervision of operations; Jonathan Wilkinson and Lee Mitchell.

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

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

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

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

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

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

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

REVIEW
This Policy will be reviewed by the Council annually.

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

1.1

2 Aims

2.1

2.2

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

* A summary of future monitoring and reporting lines for risk management

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

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

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

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

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

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

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

31

Risk management Policy Statement

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

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

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

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



4 How will it feed into the Council’s existing policies?

4.1

4.2

4.3

4.4

4.5

4.6

51

5.2

5.3

6.1

Recording Risk - The Council holds a Risk Register which has been huilt using existing data on
the functions of the Council. This document is added to as and when new risks are identified
or existing risks reassessed.

Identification - Initial identification of risks will be by service managers who will annually
review all of the potential risks applicable to their service area(s).

Performance management and the ethos of ‘Best Value’' - The Council will build risk
management procedures into the way that it operates as part of a commitment to quality
and continuous service improvement. As part of the performance management and service
review process, Service Review Panels will assess the strategic and operational risks
associated with the service under review. Recommendations for risk control will be built into
future Service Review Reports.

Projects and Service Changes — service managers and project officers developing projects or
recommending service changes will ensure that risks are identified and the measures to
eliminate or control risks are documented and added to the Council's risk register.

Partnership Working — the Council is entering into an increasing number of partnerships
with organisations from the public, private, voluntary and community sectors. Some of these
organisations may not have the same sensitivities to the risks that the Council sees as
important. Part of the process of setting up futures partnerships will be to ensure that all
relevant risks are identified and that appropriate control mechanisms, risk management and
corporate governance arrangements are built into the management arrangements for the
partnership.

Delivery — the detailed framework for the delivery of this Policy is set out in the Council's
Risk Management Strategy and associated procedure notes.

Future Monitoring

Review of Risk Management Policy — This Policy will be reviewed on a regular basis as part
of the Council’s continuing review of its Policy Documents, Standing Orders and Financial
Regulations, Recommendations for change will be reported to the Policy Committee. The
date of the next review will be January 2016.

Register — it is crucial that the information is regularly reviewed and updated. New risks will
emerge and need to be controlled. Feedback from Internal and External Audit can identify
areas for improvement, as can the sharing for best practice via professional bedies, including
the Institute of Risk Management, the National Association of Local Councils, Society of Local
Council Clerks, Institute of Local Council Management and Association of Accounting
Technicians.

Reporting on Progress — An annual report will be delivered to the Finance and General
Purposes Committee detailing progress on risk management over the year and containing a
summary of the Risk Register.

Conclusion

The adoption of a sound risk management approach should achieve many benefits for the
Council. It will assist in demonstrating that the Council is committed to continuous service
improvement and demonstrating effective corporate governance.



7 Alternative Formats

7.1 Equality Act 2010 — copies of this document in large print (A3 Format) or larger font size, or
recorded onto tape as a ‘talking book’ or as a digital audio file can be made available for
those with sight impairment on request from the Council Office or by telephoning 01326
315559 or email to admin@falmouthtowncouncil.com

7.2 The Council can also arrange to provide versions in other languages for Councillors/staff
whose first language is not English.

8 Freedom of Information

8.1 In accordance with the Freedom of Information Act 2000, this document will be posted on
the Council’'s website www.falmouthtowncouncil.com and copies of this document and the
Risk Register will be available for inspection, on prior notice, from the Council Office.
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