PRESCOT TOWN COUNCIL

Prescot Town Hall, 1 Warrington Road, Prescot, Merseyside. L34 5QX

Telephone: 0151-426-3933 email: enquiries@prescot-tc.qov.uk

Dated this 23" Day of May 2024

To the Mayor and Members of Prescot Town Council

YOU ARE HEREBY SUMMONED TO ATTEND

The Annual Meeting of the Council for the Town of Prescot

to be held on Thursday 30t May 2024 at 6.30pm

OR at the conclusion of The Annual Town Meeting

at

Prescot Town Hall

Alex Spencer
TOWN CLERK



AGENDA

Election of the Town Mayor for the Civic Year 2024/25 Verbal
To receive nominations and elect the Town Mayor for the civic year
2024/25.
Mayors Declaration of Acceptance of Office Verbal
The Town Mayor to officially accept office by signing the
acceptance of office book.
To Receive Apologies Verbal
Declarations of Interest Verbal
In accordance with Standing Order 4.G.ii, members are invited to
indicate any interests they may have in relation to items on the
agenda for the meeting.
Vote of Thanks to the Retiring Town Mayor Verbal
To receive

a. A vote of thanks in recognition of the retiring Town Mayor

b. A response from the retiring Town Mayor
Election of Deputy Mayor for the Civic Year 2024/25 Verbal
To receive nominations and elect the Deputy Town Mayor for the
civic year 2024/25,
Deputy Mayors Declaration of Acceptance of Office Verbal
The Deputy Town Mayor to officially accept office by signing the
acceptance of office book.
Minutes of the Previous Council Meeting Pages
To APPROVE AND SIGN the minutes of Town Council held on 6-12

Thursday 28™ March 2024 as a true and accurate record of the
business transacted.




9 | Minutes of Council Committee Meetings Pages
To NOTE the minutes of the following Committee meetings: 13-14
1. (Draft) Events Committee — 20" May 2024

10 | Review of Town Council Committees and Associated Terms of | Pages
Reference 2024/25

15 - 21
Members are asked to CONSIDER the report and AGREE the
recommendations contained within.

11 | Standing Orders and Financial Regulations 2024/25 Pages
Members are asked to CONSIDER the report and AGREE the 22 - 66
recommendations contained within.

12 | Representatives to Outside Bodies 2024/25 Pages
Members are asked to CONSIDER the report and AGREE the 67 -73
recommendations contained within.

13 | Annual Meetings Calendar 2024/25 Pages
Members are asked to CONSIDER the report and AGREE the 74 -786
recommendations contained within.

14 | Announcements from the Leader Verbal
To receive annhouncements from the Leader for Information and to
Receive Questions from Members

15 | Announcements from the Town Clerk Pages
To receive announcements from the Leader for Information and to 77-78
Receive Questions from Members

16 | Mayoral Engagements Pages
To receive the schedule of the Town Mayor engagement 79 - 80




17 | Planning Applications Pages
Members are asked to CONSIBER any planning applications 81-84
Received and AGREE to make comment on those they feel require
a response.

18 | Planning Decisions Page
Members are asked to NOTE any planning decisions received 85

19 | Community Funding Applications Pages
Members are asked to CONSIDER and APPROVE, DEFER or 86 — 97
REJECT funding applications from:-

1. Mission Christmas Dinner 2024
2. 15t Whiston and Prescot Scout Group
3. Friends of Halsnead Allotment and Food Initiative Group

20 | Annual Governance & Accountability Return 2023/24 Pages
Members are asked to CONSIDER the report and AGREE the 98 - 110
recommendations contained within.

21 | Report of the Independent Renumeration Panel Pages
Members are asked to CONSIDER the report and AGREE the 111-118
recommendations contained within.

22 | Prescot Town Hall Carpark Survey to Reduce Local Traffic Pages
Issues

119-126
Members are asked to CONSIDER the report and AGREE the
recommendations contained within.

23 | Christmas Closedown 2024/25 Pages
Members are asked to CONSIDER the report and AGREE the 127 - 128
recommendations confained within.

24 | RESOLUTION TO EXCLUDE THE PRESS AND PUBLIC Verbal

By virtue of Standing Order 3D, that members of the press and
public be excluded for the remainder of the meeting given the
confidential nature of the business to be transacted or for other
special reasons.




25

Bar Concession Tender 2024

Members are asked to CONSIDER the report and AGREE the
recommendations contained within.

Pages

129 —149







PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Minutes of Previous Town Council Meeting

BACKGROUND TO THE REPORT:

As members are aware the minutes of all Town Council
Meetings are required to be agreed as a true and accurate
record of the business transacted at the meeting.

PURPOSE OF REPORT:

To APPROVE and SIGN the minutes of the Meeting of the
Town Council held on 28th March 2024.

REPORTS PREPARED BY:

Alex Spencer — Town Clerk






131.

PRESCOT TOWN COUNCIL,

A meeting of the COUNCIL for the TOWN OF PRESCOT was held on
THURSDAY, 28™ MARCH 2024 in PRESCOT TOWN HALL,
commencing at 6.00 P.M.

ELECTED MEMBERS PRESENT

Councillors J. Burke, M. Burke, P. Cook, J. Edgar, P. Goodwin, [. Smith, T. Smith

M. Sommerfield and F. Wynn.

TOWN COUNCIL OFFICERS PRESENT

A. Spencer (Town Clerk)
L. Sephton (Deputy Town Clerk)

ALSO IN ATTENDANCE

Chris Birtles — Knowsley Council

TO RECEIVE APOLOGIES

132,

Apologies were received from Cllrs T. Murray and G. Wickens.
In consideration of the passing of former Town Councillor, Town Clerk and

Honorary Freeman of Prescot Daniel Wilson, it was UNANIMOUSLY
RESOLVED that a minute of silence be held to remember him.

PUBLIC OPEN FORUM

133.

There were no requests from the public to address Council.

DECLARATIONS OF INTEREST

134.

Declarations of Interest were received from the following: -
e Cllr J. Burke for Item 13

Cllr M. Burke for Item 11

Clir P. Cook for [tem 13

Clir P. Goodwin for Minute 68

Clir L. Smith for Items 11 and 12

MINUTES OF THE PREVIOUS COUNCIL MEETING

It was UNANIMOUSLY RESOLVED that the minutes of the previous Council
meeting held on 15" February 2024 be APPROVED AND SIGNED as a true and
accurate record of the business transacted, subject to amendment to Minute 118 that
“Unanimously resolved” be amended to “Resolved.”
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135. MINUTES OF COMMITTEES

it was UNANIMOUSLY RESOLVED to NOTE minutes of?;

1. (Draft) Events Committee, 7 March 2024

Members UNANIMOUSLY RESOLVED to suspend standing orders to change the
order of the agenda and bring forward item 14.

136. PRESENTATION BY KNOWSLEY COUNCIL ON PROPOSED PAVILION
BUILD AT BROWN’S FIELD — PEANNING APPLICATION NUMBER
24/60065/KMBC1
Chris Birtles — Capital Programmes Manager for Knowsley Council provided a
presentation for the proposed building of a pavilion at Brown’s Field for which
planning permission had been submitted.

As part of this presentation:-

o Council was shown designs for the proposed build and briefed on materials
which would be used.

¢ Council was informed of what community consultation had taken place to date

¢ Council was informed that the primary users of the building were to be Berkley
FC and the Friends of Browns Field. However, in order to generate income to
support revenue costs associated with the building other groups including
Merseyside Youth Association and Merseyside Police had been approached to
determine whether they wished to use the building as a hub.

¢ Council was assured that the fencing off of pitches was not part of this planning
application.

It was UNANIMOUSLY RESOLVED that:-

1. The presentation be NOTED and

2, That the Town Clerk convenes a meeting with Knowsley Council officers and
other stakeholders relating to the proposed build to discuss the future operation
of the site, before reporting back to Council.

137. REPORT ON COUNCIL RESOLUTIONS DURING 2023/24
It was UNANIMOUSLY RESOLVED to NOTE progress against resolutions as
presented in Appendix One to the report.

138. ANNOUNCEMENTS FROM THE LEADER

The Leader welcomed Cllr Goodwin to Prescot Town Council following his election
to Council.



139. ANNOUNCEMENTS FROM THE TOWN CLERK

The Town Clerk provided the following announcements: -

Notification to Knowsley Council Regarding Proposed Heads of Terms Relating
{0 Browns Field and Eaton Street Park

Following resolution by Council on 15™ February 2024, the Town Clerk notified
Knowsley Council that proposed Heads of Terms relating to Brown’s Field and
Eaton Street Park would not be accepted.

After notifying of Council’s resolution, the Town Clerk repeatedly contacted
Knowsley Council as to where things lay from their perspective as he was acutely
aware that a contract for 2024/25 grounds maintenance works would need to be
entered into; and Council’s insurance renewal also need to be submitted.

The Town Clerk was contacted on 15" March 2024, during which, Knowsley
Council indicated that (from their perspective) Heads of Terms remained on the
table and that the Town Council should be responsible for all on-site maintenance.

In consideration of this, following legal advice obtained from Council’s solicitor, the
Town Clerk has once again outlined Council will discharge its obligations as per
leases currently in effect (i.e. to keep sites in a “clean and tidy condition” and to
maintain boundary walls), but that anything beyond this is the responsibility of
Knowsley Council and will be challenged in the event of responsibility being
disputed.

Local Democracy Project 2024/25

Officers have contacted all five primary schools seeking availability for the 2024/25
Local Democracy Project, and all five have now confirmed their attendance:-

22" May 2024: Our Lady’s Catholic Primary

12™ June 2024: St Luke’s Primary

19" June 2024: Prescot Primary

26" June 2024: Evelyn Primary

10" July 2024: St Mary & St Pauls Church of England

The Town Clerk will shortly seek Member availability to support the project and to
provide a run-through of the 2024/25 programme.

Internal and External Auditor 2023/24

The Town Clerk is in the process of preparing for this year’s internal audit
inspection and submission to external auditor.



140.

Council’s Internal Auditor (David Blanchflower) will complete his inspection on 3"
April 2024, and the Town Clerk has liaised with him to agree “deep delve” areas of
inspection as previously resolved by Council.

Accounts sign off and Council’s internal audit report will be presented to Finance,
Policy and HR Committee in April for recommendation to Full Council in May.

PKF Littlejohn, as the appointed External Auditor for smaller authorities has
contacted Council and outlined its publication and Annual Governance and
Accountability Return (AGAR) submission requirements — the deadline for which
will be 30™ July 2024,

It was UNANIMOUSLY RESOLVED to:-
1. Request that the proposed date for St Mary and St Pauls Church of England
School regarding the Local Democracy Project be amended to the first week of

July and;
2. Note the report.

REPORTS AND PRESENTATIONS FROM REPRESENTATIVES AT

141,

CONFERENCES OF OUTSIDE BODIES

The Town Clerk provided an update following his attendance of Merseyside Police’s
Participatory Budget Event on 14 March 2024 at New Hutte Community Centre.

It was UNANIMOUSLY RESOLVED to NOTE the report.

MAYORAL ENGAGEMENTS

It was UNANIMOUSLY RESOLVED to NOTE the Mayoral Engagements Tisted.

Cllrs 1. Smith and M. Burke left the room.
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142. PLANNING APPLICATIONS

" Application Ref. | Location . | Comments .
24/00038/COU Self Pick Veg No objections
66 Eccleston Street, Prescot
21/00597/MNMA Eccleston House, No objections
Aspinall Street, Prescot
21/00597/NMAL Eccleston House, No objections
Aspinall Street, Prescot
24/00081/DEMCON | Clock Face Public House No objections
54 Derby Street Prescot
24/00036/FUL McDonalds Restaurant Objection on the grounds of
Cables Retail Park current Anti-Social Behaviour
Steley Way, Prescot levels likely increasing if
application were passed.
24/00058/FUL 16-20 Eccleston Street, No objections
Prescot
24/00065/KMBCI King George V Playing Field, Reinforce to officers Council’s
Wood Lane opposition o install fencing on
Prescot site to cordon football pitches
and that AFC Knowsley
blueprint will not work at this
location.
23/02714/FUL 9 The Prescot Centre, No objections
Eccleston Street, Prescot
143. PLANNING DECISIONS

144.

No planning decisions were received.

Clirs 1. Smith and M. Burke returned to the room.

COMMUNITY FUNDING APPLICATIONS

Members considered community funding applications from two organisations:

1. Innovate Volunteering, Bryer Road Community Centre who was seeking
£500.00 to purchase an on-site defibrillator.

it was UNANIMOUSLY RESOLVED to APPROVE the sum of £500.00 for the

funding application from Innovate Volunteering, and that as part of the offer letter to
Innovate Volunteering, they consider mounting the defibrillator to the outside of the
building / outside of neighbouring St Paul’s Church.

11



145.

2. Knowsley Knerds who was seeking £500.00 of Community Funding to purchase
£300.00 of board games and £200.00 of refreshments.

It was UNANIMOUSLY RESOLVED to APPROVE the sum of £250.00 for the
funding application from Knowsley Knerds, and that as part of the offer letter to
Knowsley Knerds, they consider approaching Whiston Town Council for additional
funding and/or free room hire.

PROPOSED CILLOSURE OF PRESCOT TOWN HALL ON 10" APRIL 2024

146.

Members considered the report of the Town Clerk which recommended the closure
of Prescot Town Hall on 10™ April 2024 as a mark of respect and to enable officers
to prepare for the funeral of former Councillor, Town Clerk and Honorary Freeman
Daniel Wilson.

It was RESOLVED to APPROVE the closure of Prescot Town Hall from 12:30pm
on foi April 2024, and that recommendations of the report.

RESOLUTION TO EXCLUDE THE PRESS AND PUBLIC

147,

It was UNANIMOUSLY RESOLVED in accordance with Standing Order 3D, that
Members of the Press and Public be excluded for the remainder of the meeting given
the confidential nature of the business to be transacted or for other special reasons.

GROUNDS MAINTENANCE CONTRACT 2024/25

Members considered the restricted report of the Town Clerk concerning quotations
for Council’s 2024/25 Grounds Maintenance Contract,

It was UNANIMOUSLY RESOLVED to award Council’s 2024/25 Grounds
Maintenance Contract to Knowsley Council

The meeting closed at 7:26 p.m

Dated: 30" May 2024 Signed:.....coooveiniiiiiiiiiiiiinnninn

Mayor of Prescot
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Minutes of Committees

BACKGROUND TO THE REPORT:

In order to ensure all members are kept up to date with the
decisions reached by committees a copy of the minutes for
each council committee meeting is provided.

PURPOSE OF REPORT:

To NOTE the minutes of the committee meetings provided.

REPORTS PREPARED BY:

Alex Spencer — Town Clerk

13






40.

41.

42.

43.

44,

PRESCOT TOWN COUNCIL

A meeting of the EVENTS COMMITTEE for the TOWN OF PRESCOT was held on
MONDAY 20TH MAY 2024 in the PRESCOT TOWN HALL, commencing at
6:00 P.M.

ELECTED MEMBERS PRESENT

Councillors J. Burke, M. Burke, P. Cook, T. Murray, J. Edgar and M. Sommerfield.

ALSQ IN ATTENDANCE
L. Sephton (Deputy Town Clerk)
Neil Murray (1.35 Radio)

TO RECEIVE APOLOGIES

There were no apologies received.

DECLARATIONS OF INTEREST

There were no declarations of interest received.

MINUTES OF PREVIOUS COMMITTEE MEETING

It was UNANIMOUSLY RESOLVED that the minutes of the Events Committee
meeting held on 7 March 2024 be agreed as a correct record and signed by the Chair.

PRESCOT CARNIVAL 2024

The Deputy Town Clerk updated members on Prescot Carnival and discussed the
layout plan, 1.35 Radio performers and the community groups available to help
support the event.

PRESCOT COMMUNITY RECOGNITION AWARDS

It was UNANIMOUSLY RESOLVED to APPROVE the recommendations at 5.1
being: -

5.1.1 Agree the event format as stated in 3.1.

5.1.2  Agree the food and drinks to be purchased.

The meeting closed at 6:30 p.m.

Dated: TBC Signed:i..oiiiiiiiieniiininen

(Clir M, Sommerfield, Chair of Events
Committee)
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Review of Town Council Committees and Associated Terms of Reference

BACKGROUND TO THE REPORT:

In accordance with Standing Order 5 J iv. council is required to review the
terms of reference for committees and appointment of members to existing
committees.

PURPOSE OF REPORT:

The purpose of this report is for members to agree the use of committees,
their terms of reference and elect members to each committee.

REPORT PREPARED BY:

Alex Spencer — Town Clerk

15






1.

2.

PRESCOT TOWN COUNCIL

Review of Town Council Committees
and Associated Terms of Reference

INTRODUCTION

1.1

1.2

1.3

The Town Council’s Standing Orders require the Council to consider the
memberships and terms of reference for its committees at the Annual Meeting
of the Town Council.

The business of running Prescot Town Council comprises a wide variety of
activities and legal requirements often diverse in nature. To address this
workload in the most effective and efficient way the Town Council has for many
years employed the use of committees to which certain delegate powers are
bestowed. The Town Council currently uses two committees namely Finance,
Policy & Human Resources and Events Committee.

The existing system has proved effective over a number of years with each
committee discharging its duties effectively.

THE COMMITTEE SYSTEM

2.1

2.2

2.3

A committee is defined as ‘a group of people appointed for a specific function
by a larger group and typically consisting of members of that group’. The use of
committees is widespread within all tiers of government and the private sector.

Committees can be bestowed with the power to make decisions or can act in
an advisory capacity. They would typically be formed of people with a specialist
knowledge or particular interest in a specific area of work.

The parameters and powers of these committees are determined through their
terms of reference which are agreed each year by the Town Council at its
annual meeting, terms of reference for committees are attached to this report
as appendix 1.

16



3. AMENDMENTS TO TERMS OF REFERENCE

3.1 Appendix 1 provides details of proposed terms of reference for Committees in
the 2024/25 Civic Year.

3.2 The Town Clerk proposes that committee membership for Finance, Policy & HR
Committee and Events Commiittee is increased from its current number of 6
and 7 respectively, to 9 for both, The proposed increase will offer more
flexibility in ensuring that a sufficient number of members attend their
respective committee and that the meeting itself is quorate.

4. RECOMMENDATIONS

4.1 In accordance with Standing Order 5 J iv, Council reviews the terms of

reference for committees and the appointment of nine members to existing
committees.

17



Appendix 1

Prescot Town
Councll

Terms of reference for

committees
2024-25
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FINANCE, POLICY AND HUMAN RESQURCE COMMITTEE (2024/25)

TERMS OF REFERENCE

. To observe all duties as prescribed to the committee through the Town Council's
Financial Regulations.

. Acting under full delegated powers (in accordance with the Local Government Act
1972) to consider and decide upon all revenue expenditure within its delegated
authority as defined by financial regulation 4.1.

. Acting under full delegated powers (in accordance with the Local Government Act
1972), to consider and approve the financing and design of all Town Council
capital projects within its delegated authority as defined by financial regulation 4.1
unless otherwise prescribed by Council.

. Acting under full delegated powers (in accordance with the Local Government Act
1972) to consider and decide all Town Council fees and charges through its
Charging Policy.

. Acting under full delegated powers (in accordance with the Local Government Act
1872), to consider applications from organisations or individuals for concessionary
use of Town Council facilities beyond the parameters of the Charging Policy.

. Acting under full delegated powers to approve the investment of reserves in
accordance with the Town Council’'s Treasury Management Policy.

. Acting under full delegated powers (in accordance with the Local Government Act
1972) to consider all human resource functions but acting subject to the approval
of the Council in relation to the appointment of the Town Clerk.

. Acting under full delegated powers (in accordance with the Local Government Act
1972) to oversee the conduct of all staff and act as the Town Council's
Disciplinary, Grievance and Appeals Panel as appropriate.

. Acting under full delegated powers (in accordance with the Local Government Act
1972) to determine the remuneration, superannuation, terms of service and
severance of all Town Council staff as appropriate.

10. To ensure that the Town Council has in place good human resources’ policies

including workplace smoking, attendance, key holding, equal opportunities,
disciplinary and grievance efc.

11.To monitor the annual attendance statistics of the workforce.

12. Acting under full delegated powers (in accordance with the Local Government Act

1972) to co-opt non-voting members with specialist knowledge where appropriate

19



EVENTS COMMITTEE (2024/25)

TERMS OF REFERENCE

To produce an annual events calendar for submission and approval to the
Town Council.

. Acting under full delegated powers (in accordance with the Local Government
Act 1972) to assume full responsibility for the apportionment of the agreed
events budget between events as per the events calendar.

. Acting under full delegated powers (in accordance with the Local Government
Act 1972) to assume full responsibility for the design and organisation of all
events agreed through the events calendar.

. To ensure that the expenditure on events do not exceed the budget approved
by the Town Council.

. To submit an event report for each event to the next appropriate Town Council
meeting. Submitted reports to contain information such as activities undertaken,
finance, numbers attending, recommendations for the future of the event and
suggestions for the allocation of any incomes derived from the operation of the
event.

. Acting under full delegated powers (in accordance with the Local Government
Act 1972) and acting under a resolution of the committee to Co-op non-voting
members on to the committee and or sub committees to deal with specific
events such as a Carnival committee.

20



Prescot Town Council Committees 2024/25

Finance, Policy & HR Committee Events Committee

O ~NOOM A WN =
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11
PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Review of Standing Orders and Financial Regulations 2024/25

BACKGROUND TO THE REPORT

In accordance with Standing Order 5 J v. a review of the Town Council’s Standing
Orders will be conducted at the Annual Meeting of the Town Council.

In accordance with Financial Regulation 18.1 a review of the Council’s Financial
Regulations will be conducted at the Annual Meeting of the Town Council.

PURPOSE OF THE REPORT

This report proposes Standing Orders and Financial Regulations for the 2024/25
civic year and seeks Member approval.

REPORT PREPARED BY:

Alex Spencer - Town Clerk

22






PRESCOT TOWN COUNCIL

Review of Standing Orders and Financial Regulations

1. INTRODUCTION

11 As members are aware the Town Council should complete an annual review of its
Standing Orders and Financial Regulations to ensure they are fit for purpose and
in line with current legal requirements.

2. REVIEW

2.1 The Town Council's Standing Orders and Financial Regulations have been
compiled in line with the respective models for these documents. To ensure they
comply with current best practice, both documents are subject to annual internal
audit examination.

2.2  The Town Council’'s 2023/24 internal audit was completed on 3% April 2024. No
revisions to council's 2023/24 Standing Orders and Financial Regulations have
been recommended following completion of this work.

2.3 No legislative changes have occurred which require amendment to either

governing document.

3 RECOMMENDATIONS

3.1 In accordance with Standing Order 5 J v. and Financial Regulation 18.1, that
Members review both governing documents as proposed in Appendix One and
approve for the 2024/25 Civic Year.
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PRESCOT TOWN
COUNCIL

STANDING ORDERS
2024-25
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List of standing orders

1. Rules of debate at meetings 2
2. Disorderly conduct at meetings 4
3. Meetings generally 5
4. Committees, sub-committees and working groups 8
5. Ordinary council meetings 9
6. Extraordinary meetings of the council and committees

and sub-committees 11
7. Previous resolutions 12
8. Voting on appointments 12
9. Motions for a meeting that require written notice

to be given to the Proper Officer 12
10. Motions at a meeting that do not require written notice 13
11.  Handling confidential or sensitive information 14
12. Code of conduct and dispensations 14
13.  Code of conduct complaints 15
14. Proper Officer 16
15. Responsible Financial Officer 17
16. Accounts and accounting statements 17
17. Financial controls and procurement 18
18. Handling staff matters 19
19. Requests for information 20
20. Relations with the press/media 20
21. Execution and sealing of legal deeds 21
22.  Communicating with District and County or

Unitary councillors 21
23. Resfrictions on councillor activities 21
24. Standing orders generally 21

Items in bold are statutory and must be included in
all local council standing orders
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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 chairman of the meeting.

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

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

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

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

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

Any counciflor may propose an amendment to a committee recommendation or
business motion by giving notice of it in writing to the Proper Officer at least 2 days
before the starting time of the meeting. The Proper Officer will provide all councillors at
the meeting with copies of the amendments.

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

seconder and the mesting.

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

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

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

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

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

26



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
hefore it is put to the vote.

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

i, to speak on an amendment moved by another councilior;

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

Hi.  to make a point of order;

iv.  to give a personal explanation; or

v.  inexercise of a right of reply.

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

Subject to Standing Orders above, a motion or amendment shall not be considered
unless it has been proposed and seconded.

During a debate, but between speakers, any councillor may move a procedural motion:

i. That the question be put to the vote immediately.

ii. That the meeting move to the right of reply of the mover and then to the
vote,

iiil.  That a councillor named be not further heard.

iv.  That a councillor named leaves the meeting immediately.

v.  That the motion/amendment be referred to a committee.

vi.  That the motionfamendment be amended.

vii.  That the press and public be excluded.

viii. That the debate be adjourned.

ix.  That the Council proceeds to the next business.

X.  That the meeting be adjourned.

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

Excluding motions moved understanding order 1(r) above, the contributions or
speeches by a counciilor shall relate only to the motion under discussion and shall not
exceed 3 minutes without the consent of the chairman of the meeting.
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sorderly conduct at meetings

All counciltors shall observe the Code of Conduct adopted by the Council.

As paragraph 12(2) of the Code of Conduct contained in the Local Authorities
{Model Code of Conduct) Order 2007 (SI No.1159) has been adopted by the
Council, councillors may exercise the rights contained in Standing Order 14.3
below only if members of the public are permitted to (i) make representations, (ii)
answer questions and (jii) give evidence relating to the business being
transacted.

Councillors with a prejudicial interest in relation to any item of business being
transacted at the meeting may (i) make representations, (ii) answer questions
and (iii) give evidence relating to the business being transacted but must,
thereafter leave the meeting room.

A councillor when speaking must always address the Chairman.

If a councillor persistently disregards the ruling of the Chairman by behaving
improperly or offensively or deliberately obstructing business, the Chairman may
move that the councillor be not heard further in the meeting. If the motion is
seconded, it must be put to the vote immediately without discussion.

If a councillor continues o behave improperly after a motion that the councilior
be not further heard, the Chairman may move that the councillor leaves the
meeting or that the meeting is adjourned for a specific period. If the motion is
seconded, it must be put to the vote immediately without discussion.

If there is a general disturbance at the meeting, involving any person present,
making the orderly conduct of business impracticable, the Chairman may adjourn
the meeting as long as he considers necessary.

A councilior cannot individually exercise any functions of the Council on behalf of
the Council. A councillor must not issue any orders, instructions or directions
relating to work being done for or on behalf of the Council (to either staff or
contractors) or claim to enter property on behalf of the Council.

Canvassing counciliors or the members of a committee or sub committee,
directly or indirectly, for the appointment to or by the Council shall disqualify the
candidate from such an appointment. The Proper Officer shall disclose the
requirements of this Standing Order to every candidate.
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i A councillor or member of a committee or sub committee shall not solicit a
person for appaintment to or by the Council or recommend such a person for
such appointment or promotion; but, nevertheless any such person may give a
written reference of a candidate’s ability, experience or character for submission
to the Council with an application for appointment.

k If a candidate for any Council appointment is to his knowledge related to any
councillor or employee of the Council, he and the person to whom he is related
shall disclose the relationship in writing to the Proper Officer. A candidate who
fails to do so shall be disqualified for such an appointment, and, if appointed will
be dismissed without notice. The Proper Officer shall report to the Council any
such disclosure.

Standing Orders | to K inclusive shall apply to tenders as if the person making
the tender were a candidate for an appointment.

m  Any coungcilior in breach of the provisions contained in the previous Standing
Order shall be removed from any committee or sub committee by the Council,
Councillors in such breach will also not be permitted to attend the committee in
an advisory capacity.

eetings generally

B Full Council meetings
Committee meetings

B Sub-committee meetings

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

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

¢ The minimum three clear days’ public notice for a meeting does not
include the day on which the notice was issued or the day of the meeting
unless the meeting is convened at shorter notice

d Meetings shall be open to the public unless their presence is prejudicial to
the public interest by reason of the confidential nature of the business to
be transacted or for other special reasons. The public’s exclusion from
part or all of a meeting shall be by a resolution which shall give reasons for
the public’s exclusion.
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Upon arrival each member will ensure that they sign the attendance sheet for the
meeting. All Elected Members and Staff are required to wear appropriate smart
dress.

The period of time designated for public participation at a meeting shall not
exceed 15 minutes unless directed by the chairman of the meeting. A member of
the public shall not speak for more than 5 minutes.

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

A Councillor or member of the public shall raise his hand when requesting to
speak and only do so once permitted by the chairman.

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

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

Photographing, recording, broadcasting or transmitting the proceedings of
a meeting is permitted, but must not interfere with the administration of the
meeting (see 3 k below).

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 Councit (if

any),

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 shalt
preside at the meeting.

Subject to a meeting being quorate, all questions at a meeting shall be
decided by a majority of the councillors or councillors with voting rights
present and voting. The quorum is 1/3 of the total membership of the Full
Council or Committee,
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p  The chairman of a meeting may give an original vote on any matter put to
the vote, and in the case of an equality of votes may exercise his casting
vote whether or not he gave an original vote,

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

g 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 the vote takes place.

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

i.  thetime and place of the meeting:

fi. the names of councillors present and absent:

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

iv.  whether a councillor or non-councitior 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.

s (England} A councillor or a non-councillor with voting rights who has a

BHE disclosable pecuniary interest or another interest as set out in the
council's code of conduct in a matter being considered at a meeting is
subject to statutory limitations or restrictions under the code on his right
to participate and vote on that matter,

B t  No business may be transacted at a meeting unless at least one-third of

the whole number of members of the council are present and in no case
shall the quorum of a meeting be less than three.

u  If ameeting is or becomes inquorate no business shall be transacted and
the meeting shall be closed. Any remaining business on the agenda for the
meeting shall be adjourned to another meeting

v Ameeting shall not exceed a period of 3 hours. Any remaining business on the
agenda for the meeting shall be adjourned to another meeting.

4. Committees, sub-committees and
working groups
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Unless the council determines otherwise, a committee may appoint a sub-
committee whose terms of reference and members shall be determined by the
committee.

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

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

The council at each annual meeting may appoint standing committees or other
committees as may be necessary, and:

i, shall determine their terms of reference;

il. shall permit a committee, to determine the number and time of its meetings;

ii. shall, appoint the members of a committee,

iv.  shall allow committees to appoint its own chairman at the first meeting of the
committee;

v.  shall appoint replacement councillors to a committee in the event that a member
resigns from or is unable to aftend that committee,

vi. may dissolve a committee.

The Chairman of the committee or the Chairman of the Council may summon a
meeting of that committee. A special meeting may also be summoned on the
requisition in writing by no less than a quorum of the membership of the committee.
The summons shall set out the business to be considered at the meeting and no other
business shall be transacted at that meeting.

The Chairman of the committee, or in his absence the Vice-Chairman, will chair the
meetings of the committee. In their absence, the committee will select a person to
chair the meeting.

The order of business unless the chair otherwise decides on the grounds of urgency
shall be as follows:

i. Apologies for absence.

ii. Declarations of interest in items on the agenda.

iii.  Approve the minutes of the previous committee meeting
iv.  Other business placed on the agenda.

The following Standing Orders as applicable to Council meetings shall equally apply to
meetings of committees:

L. Meetings (Standing Order No. 1).
ii. Motions Regquiring Written Notice (Standing Order No. 5).
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ii.  Motions Not Requiring Written Notice (Standing Order No. 8).

iv.  Rules Of Debate (Standing Order No. 7).

v.  Questions (Standing Order No. 8)

vi.  Admission Of Public And Press To Meetings (Standing Order No. 11)
vii.  Rescission Of Previous Resolutions (Standing Order No. 12).

viii.  Minutes (Standing Order No. 13).

ix.  Conduct (Standing Order No.14).

Any councillor not being a member of a committee may attend any meeting of a
committee (except committees dealing specifically with human resources’ issues).
Non-committee members are not allowed to speak or vote.

The council may decide to utilise working groups to address a particular matter

affecting the council that would benefit from multiple contributors. The purpose of the

working group will be to address a single matter as directed by Council such as the

council's annual plan. The working group will then report its findings back to full council

for consideration. All council working groups will

i. be approved by the council

ii. membership of a working group will be agreed at a meeting of the council

fii. be free to agree their own times of meetings

Iv.  not be decision makers and will have no devolved powers

V. notrequire terms of reference as they can only address the maitter for which they
are convened

vi.  not be required to produce minutes of meetings

vii.  not be subject to requirements statutory notice periods

viil. be disbanded at the conclusion of its purpose

inary council meetings

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

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

If no other time is fixed, the annual meeting of the council shall take place at
6pm,

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

directs. All ordinary meetings shall take place at 6.00pm.

The first business conducted at the annual meeting of the council shall be the
election of the Chairman and Vice-Chairman of the Council.
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The Chairman of the Council, uniess he has resigned or becomes disqualified,
shall continue in office and preside at the annual meeting until his successor is
elected at the next annual meeting of the council.

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

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

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

Following the election of the Chairman of the Council and Vice-Chairman (if any) of the
Council at the annual meeting of the council, the business of the annual meeting shall
include:

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

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

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

iv. Review of the terms of reference for committees and appointment of members to
existing committees;

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

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

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

viii. Other ltems as determined by the Town Clerk

At all other council meetings, the order of business shall be as follows
i.  Apologies for absence — all councillors not attending a meeting should notify
the Proper Officer before commencement of the meeting.
fi. Public Open Forum.
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ii.  Declaration of interest in items on the agenda.
fv.  Approve and sign the minutes of previous Council meetings.
v.  Note the minutes of Council committees.
vi.  Report on Previous Council Resolutions
vii.  Announcements from the Council Leader.
viii.  Announcements from the Proper Officer / Town Clerk.

iX.  Reports and presentations from representatives at conferences or outside
bodies.
X.  Mayoral Engagements.

xi.  Consideration of planning applications, may include representations from the

public.
xii.  Notation of planning decisions.
xiii.  Funding Applications Received

xiv.  Other ltems as determined by the Town Clerk

xtraordinary meetings of the council
and committees and sub-committees

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

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

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

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

revious resolutions

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

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

Voting on appointments

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

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

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

No motion may be moved at a meeting unless it is on the agenda and the mover has
given written notice of its wording to the Proper Officer at least 14 clear days before
the meeting. Clear days do not include the day of the notice or the day of the meeting.

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

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

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

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

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

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

10. Motions at a meeting that do not

require written notice

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

Officer;

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

i, to move to a vote;

iii.  to defer consideration of a motion;

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

v.  fo appoint a person to preside at a meeting;

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

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

viii.  {o require a written report;

ix. fo appoint a committee or sub-committee and their members;

X.  to extend the time limits for speaking;

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

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

xiil.  to exclude a councillor or member of the public for disorderly conduct:

Xiv. to temporarily suspend the meeting;

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

xvi. to adjourn the meeting; or

xvii. to close a meeting.

xviii. to appoint a person to preside at a meeting.

xix. to approve the absences of counciflors.

xx.  to approve the accuracy of the minutes of the previous meeting.

xxi. to correct an inaccuracy in the minutes of the previous meeting.

xxii. 1o dispose of business, if any, remaining from the last meeting.

11. Handling confidential or sensitive

information

a The agenda, papers that support the agenda and the minutes of a meeting shail not
disclose or otherwise undermine confidential or sensitive information which for special
reasons would not be in the public interest. Documents containing confidential or
sensitive information will be produced on green paper to differentiate their nature.
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b Councillors and staff shall not disclose confidential or sensitive information which for
special reasons would not be in the public interest. The Town Clerk will make a
reasonable adjustment for any member unable to digest the information in the usual
written format, ensuring that the confidential nature of the information is preserved.

c No councillor or any member of a committee or sub committee shall disclose to any
person not a member of the Council any business declared to be confidential or
sensitive by the Council, the committee or sub committee as the case may be.

12. Code of conduct and dispensations

See also standing order 3(t) above.

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

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

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

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

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

f A dispensation request shall confirm:

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

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

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

iv.  an explanation as to why the dispensation is sought.
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Subject to standing orders 12(d) and (f) above, dispensations requests shall be
considered [by the Proper Officer before the meeting or, if this is not possible, at the
start of the meeting for which the dispensation is required] OR [at the beginning of the
meeting of the council, or committee or a sub-committee for which the dispensation is
required].

A dispensation may be granted in accordance with standing order 12(e) above if
having regard to all relevant circumstances the following applies:

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

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

iii. itis otherwise appropriate to grant a dispensation.

13. Code of conduct complaints

a

b

c

d

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

Where the notification in standing order 13(a) above relates to a complaint made by
the Proper Officer, the Proper Officer shall notify the Chairman of Council of this fact,
and the Chairman shall nominate another staff member to assume the duties of the
Proper Officer in relation to the complaint until it has been determined (England) and
the council has agreed what action, if any, to take in accordance with standing order
14{d) below.

The council may:

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

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

Upon notification by the District or Unitary Council that a councillor or non-

councillor with voting rights has breached the council’s code of conduct, the

council shall consider what, if any, action to take against him. Such action

excludes disqualification or suspension from office.

14. Proper Officer

a

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

The Proper Officer shall:

Vi,
vii.

viil.

Xi.

Xii.

xiii.

Xiv.

XV,

at least three clear days before a meeting of the council, a committee and a
sub-committee serve on councillors, by delivery or post at their residences,
a signed summons confirming the time, place and the agenda.

OR

at least three clear days before a meeting of the council, a committee and a sub-
committee serve on councillors 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 meeting of a committee.

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

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

subject to standing order 9 above, include on the agenda all motions in the order
received unless a councillor has given written notice at least 3 days before the
meeting confirming his withdrawal of it;

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

facilitate inspection of the minute book by local government electors;

receive and retain copies of byelaws made by other local authorities;
retain acceptance of office forms from councillors;

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

assist with responding to requests made under the Freedom of Information Act
2000 and Data Protection Act 1998, in accordance with and subject to the
council’s policies and procedures relating to the same;

receive and send general correspondence and notices on behalf of the council
except where there is a resolution to the contrary;

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

arrange for legal deeds to be executed,

See also standing order 22 below.

arrange or manage the prompt authorisation, approval, and instruction regarding
any payments to be made by the council in accordance with the council's
financial regulations;

record every planning application notified to the council and the council's
response to the local planning authority in a book for such purpose;

refer a planning application received by the council to the Chairman or in his
absence the Vice-Chairman of the Council or Chairman or in his absence Vice-
Chairman of the Finance and General Purpose Committee within two working
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days of receipt to facilitate an extraordinary meeting if the nature of a planning
application requires consideration before the next ordinary meeting of the council
or Finance and General Purpose Committee;
xvi. manage access to information about the council via the publication scheme:; and
xvil. retain custody of the seal of the council (if any} which shal! not be used without a
resolution to that effect.
See also standing order 22 below.

esponsible Financial Officer

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

Accounts and accounting statements

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

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

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

i. the council's receipts and payments for each quarter;

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

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

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

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

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

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

17. Financial controls and procurement

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

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

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

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

iv.  the inspection 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 18(c) below) including the setting
of values for different procedures where a contract has an estimated value of
iess than [£60,000].

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

c Financial regulations shall confirm that a proposed contract for the supply of
goods, materials, services and the execution of 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 18{d) below.

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

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

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

. the invitation 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;

tenders shall be opened by the Proper Officer in the presence of at least one
councilior after the deadline for submission of tenders has passed;
v.  tenders are to be reported o and considered by the appropriate meeting of the

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

Where the value of a contract is fikely to exceed £138,893 (or other threshold
specified by the Office of Government Commerce from time to time) the council
must consider whether the Public Contracts Regulations 2006 (S! No. 5, as
amended) and the Utilities Contracts Regulations 2006 (S| No. 6, as amended)
apply to the contract and, if either of those Regulations apply, the council must
comply with EU procurement rules.

18. Handling staff matters

a

j= 8

[}

A matter personal to a member of staff that is being considered by a meeting of council
OR its committee’s is subject to standing order 11 above.

Subject to the council's policy regarding absences from work, the council’s most senior
member of staff shall notify the leader and chairman of the Human Resources
committee or, if he is not available, the vice-chairman of the Human Resources
committee of absence occasioned by iliness or other reason and that person shall
report such absence to the Human Resources committee at its next meeting.

Each year an appraisal committee consisting of the Leader, Mayor and the Chairs of
Finance and General Purpose Committee and Human Resources will conduct a review
of the performance and annual appraisal of the work of the Proper Officer, The reviews
and appraisal shall be reported in writing and is subject to approval by resolution by
the Human Resources committee.

Subject to the council's policy regarding the handling of grievance matters, the council's
most senior employee (or other employees) shall contact the leader and chairman of the
Human Resources committee or in his absence, the vice-chairman of the Human
Resources committee in respect of an informal or formal grievance matter, and this
matter shall be reported back and progressed by resolution of the Human Resources
committee.

Subject to the councif’s policy regarding the handling of grievance matters, if an
informal or formal grievance matter raised by an employee relates to the leader,
chairman or vice-chairman of the Human Resources committee, this shall be
communicated to another member of the Human Resources committee, which shall be
reported back and progressed by resolution of the Human Resources committee.

Any persons responsible for all or part of the management of staff shall treat the

written records of all meetings relating to their performance, capabilities, grievance or
disciplinary matters as confidential and secure.
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g The council shall keep all written records relating to employees secure. All paper
records shall be secured and locked and electronic records shall be password
protected.

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

i Access and means of access by keys and/or computer passwords to records of
employment referred to in standing orders 18(f) and (g) above shall be provided only to
(post holder) and/or the Proper Officer.

19. 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
referred by the Proper Officer to the chairman of the Finance and General Purposes
committee. The said committee shall have the power to do anything to facilitate
compliance with the Freedom of Information Act 2000.

20. Relations with the press/media

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

71. Execution and sealing of legal deeds

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

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

b [Subject to standing order 21{a) above, the council’s common seal shall alone
be used for sealing a deed required by law. It shall be applied by the Proper
Officer in the presence of two councillors who shall sign the deed as withesses.]
The above is applicable to a council with a common seal.
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22. Communicating with District and
County or Unitary councillors

a In the interests of consistency, the Town Council communicate with all individuals in
the same manner, therefore no special privileges will be extended to any individuals
outside of the Council including the ward councillor(s) of the [(England) [District and
County Council] OR [Unitary Council]] [{Wales) [County Borough] OR [County
Council]] representing the area of the council.

23. Restrictions on councillor activities
a.  Unless authorised by a resolution, no councillor shali:
i. inspect any land and/or premises which the council has a right or duty to inspect;
or
if, issue orders, instructions or directions.

b.  Social Media — All councillors must act in accordance with the Town Council’s adopted
Press, Media and Social Media Policy.

¢, Any councillor wishing to spend time with the Town Clerk should in the first instance,
check with the Deputy Town Clerk or the Administration Officer as to his availability
and if necessary make an appointment at the next mutually convenient time. They
should also provide an indication of the matter which they would like to discuss.

tanding orders generally

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

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

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

any revisions following the annual review.

d The decision of the chairman of a meeting as to the application of standing orders at
the meeting shall be final.
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1.1.

1.2.

1.3

1.4,

1.9.

1.6.

1.7.

1.8.

GENERAL

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

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

The council's accounting control systems must include measures:

. for the timely production of accounts;

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

. identifying the duties of officers.

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

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

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

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

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

1 Model standing orders for councils are available in Local Councils Explained © 2013 National Association
of Local Councils
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1.9.

1.10.

1.11.

The RFO;

acts under the policy direction of the council;

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

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

ensures the accounting control systems are observed:

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

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

produces financial management information as required by the council and it's
appointed committees.

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

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

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

a record of the assets and liabilities of the council: and

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

The accounting control systems determined by the RFO shall include:

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

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

identification of the duties of officers dealing with financial fransactions and
division of responsibilities of those officers in relation to significant
transactions;
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1.13.

1.14.

1.16

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

. measures to ensure that risk is properly managed.

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

. setting the final budget or the precept (council tax requirement);
. approving accounting statements;

. approving an annual governance statement;

. borrowing;

) writing off bad debts;

® declaring eligibility for the General Power of Competence; and

. addressing recommendations in any report from the internal or external
auditors,

shall be a matter for the full council only.
In addition the council must:

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

. approve any grant commitment in excess of [£1,000]; and

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

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

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

In these financial regulations references to the council also include Finance, Policy
and Human Resources Committee except in those circumstances prohibited in
section 1.13 above.
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2.2.

2.3,

24.

2.5,

2.6.

2.7.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

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

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

The RFO shall complete the annual statement of accounts, annual report, and any
related documents of the council contained in the Annual Return (as specified in proper
practices) as soon as practicable after the end of the financial year and having certified
the accounts shall submit them and report thereon to the council within the timescales
set by the Accounts and Audit Regulations.

The council shall ensure that there is an adequate and effective system of internal
audit of its accounting records, and of its system of internal control in accordance with
proper practices. Any officer or member of the council shall make available such
documents and records as appear to the council to be necessary for the purpose of
the audit and shall, as directed by the council, supply the RFOQ, internal auditor, or
external auditor with such information and explanation as the council considers
necessary for that purpose.

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

The internal auditor shall:
e be competent and independent of the financial operations of the council;

o report to council in writing, or in person, on a regular basis with a minimum of one
annual written report during each financial year;

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

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

Internal or external auditors may not under any circumstances:
. perform any operational duties for the council;

. initiate or approve accounting transactions; or
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2.8.

2.9,

2.10.

3.2.

3.3.

3.4.

3.5.

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

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

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

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

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

[Each committee (if any) shall review its three year forecast of revenue and capital
receipts and payments. Having regard to the forecast, it shall thereafter formulate and
submit proposals for the following financial year to the council not later than the end of
[November] each year including any proposals for revising the forecast].

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

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

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

The approved annual budget shall form the basis of financial control for the ensuing
year,
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4.2

4.3,

4.4

4.5.

4.6.

BUDGETARY CONTROL. AND AUTHORITY TO SPEND

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

«  the council for all items over [£50,000};

*  aduily delegated committee of the council or tender opening panel for items over
[£5,0004];

and

« the Clerk, in conjunction with Leader of the Councii and Chairman of the Finance
and General-Purpose committee, for any items between [£5,000 and above
£2,500].

»  The Town Clerk has delegated power to enter into a contract costing less than
£2,500 in value for the supply of goods or materials for the execution of works,
goods or specialist services. Such expenditure must be included in the monthly
financial reports fo the Finance Policy and Human Resources Committee as
detailed in these Financial Regulations.

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

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

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

The salary budgets are to be reviewed at least annually in [January] for the following
financial year and such review shall be evidenced by a hard copy schedule signed by
the Clerk and the Chairman of Council or relevant committee. The RFO will inform
committees of any changes impacting on their budget requirement for the coming year
in good time.

In cases of extreme risk to the delivery of council services, reasons of public safety or
matters or extreme urgency, the clerk or in their absence the deputy clerk in
conjunction with the Leader, Chair and Vice Chair of Finance Policy and Human
Resources Committee may authorise revenue expenditure on behalf of the council
which in the clerk’s judgement it is necessary to carry out. Such expenditure includes
repair, replacement or other work, whether or not there is any budgetary provision for
the expenditure, subject to a limit of [£5,000]. The Clerk shall report such action to the
chairman as soon as possible and to the council as soon as practicable thereafter.

No expenditure shall be authorised in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure unless the council is
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4.7.

4.8.

4.9.

52.

5.3.

satisfied that the necessary funds are available, and the requisite borrowing approval
has been obtained.

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

The RFO shall regularly provide the Finance Policy and Human Resources Committee
with a statement of receipts and payments to date under each head of the budgets,
comparing actual expenditure to the appropriate date against that planned as shown
in the budget. These statements are to be prepared at least at the end of each financial
quarter and shall show explanations of material variances. For this purpose “material”
shall be in excess of £500 or 0.001% of the counciis budget.

Changes in earmarked reserves shall be approved by council as part of the budgetary
control process.

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

The council's banking arrangements, including the bank mandate, shall be made by
the RFO and approved by the council; banking arrangements may not be delegated
to a committee. They shall be regularly reviewed for safety and efficiency. The RFO
shall prepare a schedule of payments, forming part of the Agenda for the Meeting and,
together with the relevant invoices, present the schedule to council. The council /
committee shall review the schedule for compliance and, having satisfied itseif shall
authorise payment by a resolution of the council. The approved schedule shall be ruled
off and initialled by the Chairman of the Meeting. A detailed list of all payments shall
be disclosed within or as an attachment to the minutes of the meeting at which
payment was authorised. Personal payments (including salaries, wages, expenses
and any payment made in relation to the termination of a contract of employment) may
be summarised to remove public access to any personal information.

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

The RFO shall examine invoices for arithmetical accuracy and analyse them to the
appropriate expenditure heading. The RFO shall take all steps to pay all invoices
submitted, and which are in order, at the next available council meeting.
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54.

55.

5.6.

5.7.

5.8.

5.9.

5.10.

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

a) Ifapaymentis necessary to avoid a charge to interest under the Late Payment
of Commercial Debts (Interest) Act 1998, and the due date for payment is before
the next scheduled Meeting of council, where the RFO certifies that there is no
dispute or other reason to delay payment, provided that a list of such payments
shall be submitted to the next appropriate meeting of council:

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

c) fund transfers within the councils banking arrangements up to the sum of
[£20,000], provided that a list of such payments shall be submitted to the next
appropriate meeting of council.

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

A record of regular payments made under 5.5 above shall be drawn up and be signed
by two members on each and every occasion when payment is authorised - thus
controlling the risk of duplicated payments being authorised and / or made.

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

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

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

Any changes in the recorded details of suppliers, such as bank account records, shall
be evidenced through external email or other external communique.
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6.1.
6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

6.8.

6.9.

8.10.

INSTRUCTIONS FOR THE MAKING OF PAYMENTS
The council will make safe and efficient arrangements for the making of its payments.

Following authorisation under Financial Regulation 5 above, the council, a duly
delegated committee or, if so delegated, the RFO shall give instruction that a payment
shall be made.

All payments shall be effected by direct bank transfer, cheque or other instructions to
the council's bankers, or otherwise, in accordance with a resolution of council.

The Town Council will operate a company credit card for online purchases where a
council purchase order is not appropriate or unacceptable to the vendor. The Credit
card is to be held in the safe located within the Town Clerks office and will only be
used by the Clerk or Deputy Clerk in accordance with the requirements of Financial
Regulation 5 above. The Credit Card limit will be capped at £500.00.

Cheques or orders for payment drawn on the bank account in accordance with the
schedule as presented to council or committee shall be signed by two member[s] of
council and countersigned by the Clerk or Deputy Clerk in accordance with a resolution
instructing that payment. A member who is a bank signatory, having a connection by
virtue of family or business relationships with the beneficiary of a payment, should not,
under normal circumstances, be a signatory to the payment in question.

To indicate agreement of the details shown on the cheque or order for payment with
the counterfoil and the invoice or similar documentation, the signatories shall each also
initial the cheque counterfoil.

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

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

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

If thought appropriate by the council, payment for certain items may be made by BACS
or CHAPS methods provided that the instructions for each payment are signed, or
otherwise evidenced, by two authorised bank signatories, are retained and any
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6.11.

6.12.

6.13.

6.14.

6.15.

6.16.

6.17.

payments are reported to council as made. The approval of the use of BACS or
CHAPS shall be renewed by resolution of the council at least every two years.

No employee or councillor shall disclose any PIN or password, relevant to the working
of the council or its bank accounts, to any person not authorised in writing by the
council,

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

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

Access to any internet banking accounts will be directly to the access page
Remembered or saved passwords facilities must not be used on any computer used
for council banking work. Breach of this Regulation will be treated as a very serious
matter under these regulations.

Changes to account details for suppliers, which are used for internet banking may only
be changed on nofification by the supplier.

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

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

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

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

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

PAYMENT OF SALARIES

As an employer, the council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation.
The payment of all salaries shall be made in accordance with payroli records and the
rules of PAYE and National Insurance currently operating, and salary rates shall be as
agreed by council, or duly delegated committee.
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7.2.

7.3.

7.4.

7.5.

7.6.

7.7.

7.8.

8.2.

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

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

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

a) by any councillor who can demonstrate a need o know;
by by the internal auditor,
c) by the external auditor; or

d) by any person authorised under Audit Commission Act 1998, orany superseding
legisiation.

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

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

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

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

LOANS AND INVESTMENTS

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

Any financial arrangement which does not require formal borrowing approval from the
Secretary of State/Welsh Assembly Government (such as Hire Purchase or Leasing
of tangible assets) shall be subject to approval by the full council. In each case a report
in writing shall be provided to council in respect of value for money for the proposed
transaction.
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8.3.

8.4.

8.5.

8.6.

8.7.

9.2.

9.3.

9.4,

9.5.

9.6.

9.7.

9.8.
0.9.

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

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

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

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

Payments in respect of short term or long-term investments, but not including transfers
between bank accounts held in the same bank, or branch, shall be made in
accordance with Regulation 5 (Authorisation of payments) and Regulation 6
(Instructions for payments).

INCOME

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

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

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

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

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

As a result of local branch closures the Town Council will utilise a debit card for the
purpose of paying cash and cheques into its account via post office counters. In order
to safeguard the Town Coungil from the possibility of card cloning the debit card will
be attached a separate income only account from which income will be electronically
transferred to the main business account via internet banking.

The origin of each receipt shall be entered on the paying-in slip.
Personal cheques shall not be cashed out of money held on behalf of the council,

The RFO shall promptly complete any VAT Return that is required. Any repayment
claim due in accordance with VAT Act 1994 section 33 shall be made on a quarterly
basis
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9.10.

9.11.

10.

10.1.

10.2.
10.3.

10.4.

10.5.

11.

11.1.

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

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

ORDERS FOR WORK, GOODS AND SERVICES

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

Order books shall be controlled by the RFO.

All members and officers are responsible for obtaining value for money at all times. An
officer issuing an official order shall ensure as far as reasonable and practicable that
the best available terms are obtained in respect of each transaction, usually by
obtaining three or more quotations or estimates from appropriate suppliers, subject to
any de minimis provisions in Regulation 11.1 below or above the value of £500 or if a
recent quotation exercise has been performed in that area.

A member may not issue an official order or make any contract on behalf of the council,
without having gained prior approval from the RFO and the council or duly appointed
committee, such approval will be recorded separately in the minutes

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

CONTRACTS
Procedures as to contracts are laid down as follows:

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

i. for the supply of gas, electricity, water, sewerage, telephone services and
insurance;
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vi.

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

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

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

for additional audit work of the external auditor up to an estimated value of
ES00 (in excess of this sum the RFO shall act after consultation with the
Chairman and Vice Chairman of council); and

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

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

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

When applications are made to waive financial regulations relating to contracts
to enable a price to be negotiated without competition the reason shall be
embodied in a recommendation to the council.

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

All sealed tenders shall be opened at the same time on the prescribed date by
the Clerk in the presence of at least three members of council usually the Leader
and the Chair and Vice Chair of Finance, Policy and Human Resources

? The Regulations require councils to use the Contracts Finder website to advertise contract opportunities,
set out the procedures to be followed in awarding new contracts and to publicise the award of new contracts
3 Thresholds currently applicable are:

a.

For public supply and public service contracts 209,000 Euros (£164,176)

b. For public works contracts 5,225,000 Euros (£4,104,394)
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Committee and at least one other officer, this individual may be external to the
council.

g. Any invitation to tender issued under this regulation shall be subject to Standing
Orders18d,

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

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

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

i, the invitation to tender shall be advertised in a local newspaper and in any other
manner that is appropriate;

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

tenders shall be opened by the Proper Officer in the presence of at jeast three
members of council usually the Leader and the Chair and Vice Chair of Finance, Policy
and Human Resources Committee and at least one other officer, this individual may be
external to the council. After the deadline for submission of tenders has passed;

v.  tenders are to be reported to and considered by the appropriate meeting of the council

or a committee or sub-committee with delegated responsibility.
h.  and shall refer to the terms of the Bribery Act 2010.

I. When it is to enter into a contract of less than £20,000 in value for the supply of
goods or materials or for the execution of works or specialist services other than
such goods, materials, works or specialist services as are excepted as set out in
paragraph (a) the RFO shall obtain 3 quotations (priced descriptions of the
proposed supply). Otherwise, Regulation 10.3 above shall apply.

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

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

4 Based on NALC's model standing order 18d in Local Councils Explained © 2013 National Association of
Local Councils
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12.

12.1.

12.2.

12.3.

13.

13.1.

13.2.

13.3.
13.4.

14.

14.1.

14.2.

14.3.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS (PUBLIC WORKS CONTRACTS)

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

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

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

STORES AND EQUIPMENT

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

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

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

The RFO shall be responsible for periodic checks of stocks and stores at least
annually.

ASSETS, PROPERTIES AND ESTATES

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

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

No real property (interests in land) shall be sold, leased or otherwise disposed of
without the authority of the council, together with any other consents required by law.
In each case a report in writing shall be provided to council in respect of valuation and
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14.4.

14.9.

14.6.

14.7.

15.

15.1.

15.2.

15.3.

15.4.

16.

16.1.

surveyed condition of the property (including matters such as planning permissions
and covenants) together with a proper business case (including an adequate level of
consultation with the electorate).

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

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

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

The RFO shall ensure that an independent valuation of the rebuild or replacement cost
of Town Council owned buildings is obtained on a five-yearly cycle. In accordance with
the JPAG guidance in place at that time.

INSURANCE

Following the annual risk assessment (per Regulation 17), the RFO shall effect all
insurances and negotiate ali claims on the council's insurers.

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

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

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

RISK MANAGEMENT

The council is responsible for putting in place arrangements for the management of
risk. The RFO shall prepare, for approval by the council, risk management policy
statements in respect of all activities of the council. Risk policy statements and
consequential risk management arrangements shall be reviewed by the council at
least annually.
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16.2,

17.
17.1

17.2

18.
18.1.

18.2.

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

CHARGING POLICY

The Charging Policy is a key strand of the Town Council's Annual Budget
Strategy. The Town Council aims to:

i ensure that current charges are set and uplifted correctly.
it.  ensure that fees and charges levied are collected effectively and efficiently.
fii. explore and implement new charging opportunities.

The Town Council's Charging Policy identifies five key principles to be considered
when reviewing or introducing new charges:

i.  charging decisions should be consistent with the Town Council’s overall
corporate policies, priorities and service objectives.

fi. options for charging should be considered for all services when informed by a
clear understanding of the full cost of providing the service, prevailing market
rates and the risks associated with differing charging levels.

iii. concessions should be targeted at groups assesses as being in need of a
service and should take account of the ability to pay.

iv. the efficient administration of charges are detailed in these Financial
Regulations.

v. charges and concession schemes should be reviewed on a regular basis to
ensure that they are appropriate. There should be a fundamental review of
charges every three years against the agreed Town Council's policies,
priorities and service objectives. A review of charges and concession
schemes should take place on an annual basis as part of the budget setting
exercise,

vi. The Town Clerk or Deputy Town Clerk in conjunction with the Chair and Vice
Chair of Finance, Policy and Human Resources Committee together with the
Leader, may exercise some discretion in the granting of concessions for
room hire, in instances deemed to be of wider benefit to the township. In all
cases these will be reported back at the next Finance, Policy and Human
Resources Committee meeting.

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

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

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

& * *
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Representatives on Outside Bodies 2024/25

BACKGROUND TO THE REPORT:

In accordance with Standing Order 5 I vi. a review of representation on or work
with external bodies and arrangements for reporting back.

Each year the Town Council make appointments for representation to Outside
Bodies who have contacted the Town Council seeking support or representation.
Representation can be through staff or elected members.

PURPOSE OF REPORT:

For Members to approve the proposed appointment of representatives to Outside
Bodies for 2024/25.

REPORT PREPARED BY:

Alex Spencer — Town Clerk
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1.1

1.2

1.3

2.1

2.2

Prescot Town Council

Representation on Outside Bodies 2024725

INTRODUCTION

As members are aware, town councils across the country have three main
purposes one of which is to represent the local community. This is achieved in
several ways, including through election, surgery and involvement in
community activities.

Representation serves many purposes, including the following:

» enable the Council to contribute to and influence, the decision making of
the organisation;

« enable the organisation to have direct information about Council policy

and practice;

provide, through particular appointees, a local perspective;

satisfy a legal requirement for the Council to serve on the body;

provide an essential lead focus on behalf of the Council,

facilitate the objectives of the Council

In order to deliver this role, each year the Town Council makes appointments
for representation to outside bodies who have contacted the Town Council
seeking support or representation - however a request for representation can
be received at any time. Representation can be through staff or elected
members, and it may be the case that an outside body prescribe a preference
depending on the type of support they seek.

REQUESTS FOR REPRESENTATION

The Town Coungil are currently formally represented on several groups within
the Town by officers and members alike. There are often also a number of
informal connections between officers and elected members with community
groups, these connections are inevitable in any Town the size of Prescot and to
some degree are unavoidable for those living or working in the Town.

Requests that require member representation or considerable support will need
to be considered by the Town Council o the appropriately delegated committee
with advice from the Town Clerk or Deputy Town Clerk. In order to identify the
likely resource requirement those seeking representation / support need to
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2.3

24

2.5

provide a brief outline of the nature of the representation / support required, a
request form for this purpose is available on the Town Council's website.

There are many types of body that request or require Council representation or
on which the Council chooses to appoint representatives. The main ones are as
follows:-

e other statutory services providers;
e voluntary sector groups (whether funded by the Council or not)
e local government associations and affiliated bodies;

e charities;
e companies
s trusts

e non-elected, government appointed bodies

e pressure groups of local authorities / councils;
e joint meetings of local authorities / councils;

e multi-agency consuitative ; and

panels from which others (usually Government Departments) select
members.,

The act of providing representation reflects directly on the Town Council as a
corporate body therefore any elected member agreeing to provide
representation on a group must be able fo:-

e commit the necessary time required

e ensure that they act in accordance with elected members code of
conduct

e provide regular updates to council either verbally or should a decision of
the Council be required submit to the Town Clerk an appropriate report,
within 14 days of the next council meeting, to the Town Clerk to review
and include on the next council agenda and present the report to council.

At the time of writing, no formal requests for outside representation have been
submitted for 2024/25. However, fo err on the side of caution, it is proposed
that representation on groups identified for 2023/24 continues, and that
representation for additional groups is approved during 2024/25.
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3.1.

THE LIABILITIES AND RESPONSIBILITIES OF THE REPRESENTATIVE.

The legal status of an organisation can affect the personal position of the
Council's representatives on it. Some examples are given below fo illustrate
this.

Voluntary organisation/Societies: These have no legal status and therefore
cannot be sued. Therefore, members of their management committees could
find themselves bearing some personal liability for any outstanding debts, in the
event of the organisation being wound up. [n some instances, there could also
be some contractual liability falling on the individual members of the
management committee.

It should be pointed out that anyone seeking to recover damages from an
individual member of the management committee would have to prove that the
individual was at fault. Damages for the actions of an organisation cannot be
recovered from the individual members of the management committee unless
individual fault is proved.

Members of the management committee of an organisation are liable to
criminal liability in certain circumstances. They have a responsibility therefore to
ensure that any activities of the organisation are conducted in accordance with
the law, and that illegal acts are not knowingly permitted.

Trusts: As a Trustee or Director, Council representatives will have the same
responsibilities and obligations as other Trustee/Directors. These will guide
Council representatives in their approach to the role and will be explained to
Council representatives by the body concerned.

The whole area of the responsibilities of Trustee and Directors is a complex
one, particularly in the legal sense. The guidance in this publication can
therefore only be very general.

It is very important that the emphasis of your role should be that of representing
the Council. Council representatives do however owe a duty to the Trust or
Company. This can place Council representatives in a position where there
may be conflict of interest with those of the Council. In many situations, this will
be obvious. In others, less so.

Council representatives are invited fo discuss particular situations with the
Town Clerk if they are unsure about their position.

Remember, Council representatives are placed on the body as a representative
of the Council. Council representatives should not take on additional
responsibilities because the Trust or Company wants o use any specialist
knowledge they may have.
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41

Although at first glance the information above may seem discouraging, the
Council is very positive about supporting its representatives in all these matters,
providing they discharge their duties in a responsible manner to the best of

their abilities. It is as well to record that the incidence of personal liability issues
is very small.

RECOMMENDATIONS

In accordance with the Standing Order 5 J vi members are asked to:-

¢ Review representation on or work with external bodies and
arrangements for reporting back.

e Consider those organisations identified for the 2032/24 civic year and
approve continued representation.
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13
PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Annual Meetings Calendar 2024/25

BACKGROUND TO THE ITEM

In accordance with Standing Order 5 J vii. Council is required to determine the
time and place of ordinary meetings of the full council, up to and including the
next annual meeting of Full Council.

The Town Council is keen to attract members of the public to its meetings and it
is believed that the provision of the dates and times of these meetings in
advance of the statutory three clear days requirement, will enable increased
public participation.

PURPOSE OF THE REPORT

To provide members with a proposed meeting calendar for the 2024/25 civie
year.

REPORT PREPARED BY:

Alex Spencer — Town Clerk
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1.

PRESCOT TOWN COUNCIL
Annual Meetings Calendar 2024/25

INTRODUCTION

1.1 To inform counciilors and members of the public, the Town Coungil will agree
and advertise its annual meetings calendar for all Council meetings.

1.2 The Town Council is keen to attract members of the public to its meetings and

it is believes publishing the dates and times of these meetings in advance of
the statutory 3 clear days will help to enable increased public participation.

CALENDAR

2.1 A draft annual meetings calendar for 2024/25 has been attached to this report
at appendix 1.

2.2  inthe case of Committee meetings, they have been marked TBC (to be
confirmed) as each committee will determine its own meeting dates and times
in due course.

RECOMMENDATIONS

31  Members are asked to consider and approve the annual meetings calendar
attached as appendix 1.
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Appendix 1

PRESCOT

TOWN COUNCIL

Calendar of Meetings for the Civic year 2024-25

Month Date Time Meeting
| TBC 6:00pm | Events Committee
une
27 6:00pm | Prescot Town Council
TBC 6:00pm | Events Committee
July 11 6:00 Finance, Policy & HR Committee
25 6:00pm | Prescot Town Council
August N/A N/A No meetings scheduled
TBC 6:00pm | Events Committee
September :
26 6:00pm | Prescot Town Council
TBC 6:00pm | Events Committee
October 17 6:00pm | Finance Policy & Human Resources Committee
31 6:00pm | Prescot Town Council
TBC 6:00pm | Events Committee
November -
28 6:00pm | Prescot Town Council
December N/A N/A No meetings scheduled
| 16 6:00pm | Finance Policy & Human Resources Committee
anuar
Y 30 6:00pm | Prescot Town Council {(Budget Meeting)
TBC 6:00pm | Events Committee
February ;
27 6:00pm | Prescot Town Council
T8C 6:00pm | Events Committee
March -
27 6:00pm | Prescot Town Council
April N/A N/A No meetings scheduled
15 6:00pm | Finance Policy & Human Resources Committee
May 29 6:00pm | Annual Town Meeting
29 6.30pm | Annual Meeting of Prescot Town Council

TBC - To Be Confirmed
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30 MAY 2024

REPORT TITLE

Announcements from the Town Clerk

BACKGROUND TO THE REPORT

To provide Members with an update of work progressed and meetings
attended by the Town Clerk.

PURPOSE OF REPORT

This report is submitted FOR INFORMATION ONLY.

REPORT PREPARED BY

Alex Spencer — Town Clerk

77

15






TOWN CLERK ANNOUNCEMENTS — May 2024

Proposed Development and Operations at Brown’s Field/Eaton Street Park

The Town Clerk continues to liaise with Knowsley Council officers regarding operations at
both Brown's Field and Eaton Street Park; and specifically to Brown’s Field, the proposed
building of a pavilion and improvement to football pitches.

Unfortunately, despite several requests by the Town Clerk to have a meeting with Knowsley
Council officers regarding both sites — particularly after Council's resolution to not accept
proposed heads of terms offered by Knowsley Council — no meeting has been convened,
and therefore, the Town Clerk will be seeking support of dual-hatted members to get a
meeting diarised and perhaps escalate to Executive Officer level.

Local Democracy Project 2024/25

The Town Clerk would like to thank Members for confirming their availability to support the
2024/25 Local Democracy Project.

The first session of the project took place at Prescot Town Hall on 22™ May 2024 with Year
6 Children from Our Lady’s Catholic Primary.

The format of the project was tweaked slightly compared with 2023/24, however the day
itself ran extremely smoothly and feedback from both pupils and children was positive.

Officers promoted the first session on social media pages.

All four other primary schools within the town have been assigned a date, with the project
concluding in July 2024,

1. RECOMMENDATIONS

1.1 Members are asked to consider and note the report and accompanying appendices.
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30t MAY 2024

REPORT TITLE

Mayoral Engagements

BACKGROUND TO THE REPORT

Details of Mayoral Engagements are attached.

PURPOSE OF REPORT

This report is submitted FOR INFORMATION ONLY

REPORT PREPARED BY

Alex Spencer — Town Clerk
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MAYORAL ENGAGEMENTS

Date

Organisation

Event Name
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Planning Applications

BACKGROUND TO THE REPORT:

The Town Council are a primary consultee for all planning
applications within the Town of Prescot. As such the local
planning authority Knowsley Metropolitan Borough Council
provides weekly updates on all applications received relating to the
Town.

PURPOSE OF ITEM:

To provide Members with details of the most recent applications
forwarded by KMBC. Members are required to CONSIDER each
application and AGREE to make comment if they feel so inclined.
On occasion these will be supplemented on the day of the meeting
by additional information received after the release of the
summons but before the meeting.

REPORT PREPARED BY:

Liam Johnson — Administration Officer

81






KNOWSLEY METROPOLITAN BOUROUGH COUNCIL — WARD MEMBERS LIST
PLANNING APPLICATIONS —- WEEKLY VALID LIST WEEK ENDING 16.02.2024
PRESCOT

APP.NO: 24/00038/COU CASE OFFICER:

APPLICANT: Square Dot Consulting Limited

APP. TYPE: Full Application for Change of Use

LOCATION: Self Pick Veg 66 Eccleston Street Prescot

PROPOSAL: CHANGE OF USE FROM THE EXISTING CLASS E(A) TO HOT FOOD
TAKEAWAY (SUI GENERIS), ALONG WITH INSTALLING OF AN
EXTERNAL EXTRACTION FLUE TO THE REAR OF THE PREMISES

WARD: Prescot North

View Here ~

https://planapp.knowsley. gov.uk/onlineappiications/applicationDetai1s.do?activeTabxsummarv&kevVale

$OIMAIXHFO00

KNOWSLEY METROPOLITAN BOUROUGH COUNCIL — WARD MEMBERS LIST
PLANNING APPLICATIONS - WEEKLY VALID LIST WEEK ENDING 23.02.2024
PRESCOT

APP.NO: 21/00597/NMA CASE OFFICER: Maxine

Wishart

APPLICANT: Remstone Limited

APP. TYPE: Non-Material Amendment

LOCATION: Eccleston House Aspinall Street Prescot

PROPOSAL: APPLICATION FOR NON-MATERIAL AMENDMENT TO PLANNING
PERMISSION 21/00597/FUL (ERECTION OF A THREE STOREY
APARTMENT BLOCK COMPRISING OF 18 NO. DWELLINGS
TOGETHER WITH THE CONSTRUCTION OF NEW VEHICULAR
ACCESS TO ASPINALL STREET, CAR PARKING, LANDSCAPING AND
OTHER ASSOCIATED WORKS) - AMENDMENT SOUGHT FOR
ALTERATIONS TO PROVIDE AUTOMATIC OPENING VENTS (AOV’S)
ADDITION OF CUTQUT IN RIDGELINE FOR AQOV SMOKE VENT AT
SECOND FLOOR, ADMENDMENTS TO WINDOW TO FRONT AND
REAR ELEVATIONS, DELETION OF GROUND FLOOR WINDOW TO
NORTH ELEVATION, INCI,USION OF OBSCURE GLAZING TO FIRST
FLOOR NORTH ELEVATION

WARD: Prescot North

View Here —

https://planapp.knewslev.gov.uk/onlineappiications/applicationDetaiEs.do?activeTab:summary&kev\/alzs

723AQIXG7100
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APP.NO: 21/00597/NMA1 CASE OFFICER: Maxine Wishart

APPLICANT: Torus6?2 Limited

APP. TYPE: Non-Material Amendment

LOCATION: Eccleston House Aspinall Street Prescot

PROPOSAL: NON-MATERIAL AMENDMENT FOLLOWING THE GRANTING OF
PLANNING PERMISSION 21/00597/FUL (ERECTION OF A THREE
STOREY APARTMENT BLOCK COMPRISNG OF 18.NO DWELLINGS
TOGETHER WITH THE CONSTRUCTION OF NEW VEHICULAR
ACCESS TO ASPINALL STREET, CAR PARKING, LANDSCAPING AND
OTHER ASSOCIATED WORKS) — VARIATION OF CONDITION 2
(APPROVED PLANS DOCUMENTS SCHEDULE 1) TO REPLACE
SUPPORTING STATEMENT (TORU)S WITH SUPPORTING STATEMENT
(TORUS) REV B

WARD: Prescot North

View Here —

https://pEanapn.knowslev.gov.uk/onlineano1ications/app1icationDetails.do‘?activeTab:summarv&kevVale

TI99UIXGTPOO

KNOWSLEY METROPOLITAN BOUROUGII COUNCIL — WARD MEMBERS LIST
PLANNING APPLICATIONS - WEEKLY VALID LIST WEEK ENDING 01.03.2024
PRESCOT

APP.NO: 24/00081/DEMCON CASE OFFICER: Maxine Wishart
APPLICANT: Danie! Thwaites
APP. TYPE: Demolition Determination
LOCATION: The Clock Face 54 Derby Strect Prescot
PROPOSAL: PRIOR NOTIFICATION FOR DEMOLITION OF L.LEAN — TO BUILDING
TO THE NORTH OF THE STABLE RANGE AT THE CLOCK FACE
WARD: Prescot North
View Here —
https://DEanam).knowslev.gov.uk/onlEneapplications/applicationDetaEls.do?activeTab:summary&kevVaE:S
8YGH3IXIU100

KNOWSLEY METROPOLITAN BOUROUGH COUNCIL —~ WARD MEMBERS LIST
PLANNING APPLICATIONS — WEEKLY VALID LIST WEEK ENDING 15.03.2024
PRESCOT
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APP.NO: 24/00036/FUL CASE OFFICER: Maxine Wishart

APPLICANT: McDonalds Restaurants 1.td

APP. TYPE: Full Application

LOCATION: McDonalds Restaurant Cables Retail Park Steley Way

PROPOSAL: OPERATION OF DRIVE-THRU RESTAURANT WITHOUT COMPLIANCE
WITH CONDITION 1 OF PERMISSION 09/00639/FUL TO ALLOW 24-
HOUR OPENING

WARD: Prescot North

View Here —

https://planapp.knowslev.,qov,ukfoniineapDlications/applicationDetaiis.do‘?activeTab:summaw&keyVal:S

TVKE7IXHCKO0

APP.NO: 24/00058/FUL CASE OFFICER: John Fleming

APPLICANT: Knowsley Council

APP. TYPE: Full Application

LOCATION: 16-20 Eccleston Street Prescot

PROPOSAL: INSTALLATION OF NEW ALUMINIUM SHOP FRONTS TOGETHER
WITH NEW TILED STALL RISERS AND REMOVAL OF PROJECTING
CANTILEVERED CANOPY OVER SHOPS NO’S 16-20, VARIOUS
FACADE REPAIRS TO FRONT AND REAR ELEVATIONS, PLUS NEW
SHOP SIGNAGE AND PROJECTING NON ILLUMINATED SHOP SIGNS,
REFURBISHMENT OF 3NO, INTERNALLY PLUS EXISTING REAR
STAIRS AND FLAT ROOES, NEW WINDOWS AND DOORS TO ALL
ELEVATIONS. ERECTION OF 2.1M HIGH METAL FENCING AND GATE
TO REAR ACCESS STAIRS TO FLATS

WARD: Prescot North

View Here —

https://planapp.knowsiev.,qov.uk/onEineapplEcations/annlicationDetaiEs.do‘?activeTab:summarv&kevVal:S

SHVISIXISHOO
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Planning Decisions

BACKGROUND TO THE REPORT:

The Town Council are a primary consultee for all planning
applications within the Town of Prescot. As such the local
planning authority Knowsley Metropolitan Borough Council
provides weekly updates on all decisions made in relation to
applications received relating to the Town.

PURPOSE OF ITEM:

To provide Members with details of the most recent decisions
forwarded by KMBC. These are for NOTING only. On occasion
these will be supplemented on the day of the meeting by additional
information received after the release of the summons but before
the meeting.

REPORT PREPARED BY:

Liam Johnson — Administration Officer
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Community Fund Bids

BACKGROUND TO THE REPORT:

Funding Applications have been received from:

e Mission Christmas Dinner 2024
e 1st Whiston and Prescot Scout Group
e TFriends of Halsnead Allotment and Food Initiative Group

PURPOSE OF REPORT:

To CONSIDER and APPROVE, DEFER or REJECT the funding
applications.

REPORT PREPARED BY:

Alex Spencer —~ Town Clerk
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PRESCOT TOWN COUNCIL

COMMUNITY FUND APPLICATION FORM
Small Grant Funding of up to £500 for focal community projects

SECTION 1 - Your Organisation

Organisation Name and
Address:

Prescot Mission Christmas Dinner 2024

Contact / responsible person:

Thomas Smith

Role in the Organisation:

Fund Raising Officer

Telephone:

Email:

What year was your group 2018

established?

Do you have a constitution? Yes []* No []
Yes [] No [I*

Are you a registered Charity?

Charity Number:

What are the main aims and
activities of your Group?

PMCD Group was set up in 2018 to provide Christmas
Lunch for those who would otherwise be alone in our
community. In December 2019 we provided taxi's for 30
people to bring them to the Town Hall to have Christmas
lunch prepared by a chef, entertainment by a local
singer and the company of our volunteers for the day. At
the end of the afternoon they were each given a Food
Hamper and provided with a taxi home. A further 30
people unable to leave their homes were provided with a
delivery of Christmas Dinner and a hamper.

In December 2020 we adapted to accommodate COVID
and the impact on our community, many of whom were
furloughed, on zero hours or became unemployed as a
consequence of C19. There was never a greater need to
support our community than in those unprecedented
times. We provided 170 families with a butcher (or
alternative for non-meat eaters) voucher 2 weeks before
Christmas (£25) and a Hessian Christmas Sack
containing Seasonal Fruit and Vegetables, A Christmas
Pudding, A box of Christmas Crackers & A carton of
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sweets (£25) 2 days before Christmas (to maximise
opportunity for fresh produce.

Families are identified by local primary schools,
Children’s Centre, Social and Mental Health Services.

The cost of that initiative feeding 170 families on
Christmas Day was £8500, and Prescot Town Council
contributed £500.

in December 2021 we delivered the same offer to 207
families at a cost of £50 per family (£10350) and PTC
contributed £500.

In December 2022 the same offer was delivered to 200
families at a cost of £55 per family (£11,000) with PTC
contributing £500.

in December 2023 again we delivered the same offer to
202 families at cost of £55 per family (£11000 total cost)
and 113 of those families live in Prescot (£6215). Again
PTC supported us with a £500 caontribution.

We envisage a similar amount of families from Prescot
receiving bags in December 2024 and are asking
Prescot Town Council to support us once again with the
maximum Community Grant to assist with delivering the
initiative. The cost of fiving crisis continues to pervade
the households in our communities and the need for our
group is stronger than ever.

Which area of Prescot are you
based in?

The group does not have a base but our offer has
traditionally been delivered from Prescot Town Hall.

Bank Details:

Sort Code;
Account Number
Account Name;
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SECTION 2 - Your Project

Project Name:

Prescot Mission Christmas Dinner 2024

When will this take place?

Butcher Voucher 2 weeks before Christmas
Christmas Bag collection Christmas week.

Please give defails and costs
of the activities and / or
equipment that you are
applying for:

You will be required to
evidence each item of
expenditure if successful

We will be providing 200 families with a butcher (or
alternative for non-meat eaters) voucher 2 weeks
before Christmas (£25) and Seasonal Fruit and
Vegetables, A Christmas cake, Pringles, A box of
Christmas Crackers & A carton of sweets and other
goodies (£30) 2 days before Christmas (to maximise
opportunity for fresh produce.

Families will be identified by all of the local Primary
Schools, Childrer’s Centre, Social and Mental Health
Services.

How will this project make a
difference in your
community?

We are all blatantly aware of the increase in the cost of
living and inequalities in terms of people having to
decide to heat or eat this year and Christmas time can
become a massive stress and worry for many families
who have limited incomes.

This initiative will enable families who are sfruggling to
have a Christmas Day Meal, the same as the rest of our
community and hopefully reduce some of the stress and
pressure they are finding themselves under.

Who will mainly benefit from
your project? (please tick the
boxes that apply to your
project)

Groups

Young Peopile

*

Older People

*

General Community

Resident Association

Sports or Arts

Minority groups (e.g. LGBT, Disabled, BME)

odgoUoo

How many people will benefit
from your project?

200 families so between 800 minimum to 1000 people
potentially.

113 of the 202 families who received this offer last
Christmas were from Prescot, 56 families were from
Whiston and Whiston Town Council contributed £500
We have also applied to them again this year. 1 was in
Rainhill, 2 in St Helens, 1 in Halewood, 2 in Kirkby and
27 were from Huyton.

How much funding are you
asking for? (Max £500 please
inciude an itemised list of

£500 as detailed above.
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costs to support your
request)
Have you secured funding The Rainhill Rotary has just confirmed a £1000
from anyone else? contribution,

We have applied to Whiston Town Council for £500,
How will your project The Town Council's logo will be displayed on our
recognise the support of the | banners with all of our supporters and on all of our
Town Council social media.
Who will be running the [ ] *Unpaid Volunteers How many 20
activity?

[] Paid Volunteers How many

[] Paid Staff How many

Declaration:

| declare that tc the best of
my knowledge and belief the | Signed: Thomas Smith
information supplied on this
application form is correct.
This application is in - . )
compliance with the guidance Position: FFund Raising Officer
notes and | confirm that |
have the authority to sign on
behalf of the organisation Date: 13/05/2024
making this application.

All successful applications will be required to submit proof of
expenditure no later than 3 months after the project completion date.
Failure to so will result in clawback of funding. You agree to this term
by submitting the application.

By submitting this form, you agree that we will process your data in
line with our privacy notice, which can be accessed via our website
www.prescot-tc.gov.uk.
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PRESCOT TOWN COUNCIL

COMMUNITY FUND APPLICATION FORM
Small Grant Funding of up to £500 for local community projects

SECTION 1 - Your Organisation

Organisation Name and 18t Whiston Scout Group, 14 Chestnut Close Whiston,
Address: L35 2XH

Contact person: Wesley Sloane

Role in the Organisation: Group Lead Volunteer

Telephone:

Email:

What year was your group 1932

established?

Do you have a constitution? | Yes

Yas

Are you a registered Charity? i
Charity Number:521669

Young people in the Scouts take part in an exciting
programme of activities from kayaking to coding. They
What are the main aims and develop character skills like resilience, initiative and
activities of your Group? tenacity; employability skills such as leadership,
teamwork and problem solving; and practical skills like
cooking and first aid.

We merged with 1% Prescot who was based in St Pauls
Which area of Prescot are Church. We are now all in the George Howard Centre in
you based in? Whiston. We also now own our own building in Huyton
after merging with the 13" Knowsley.

Sort Code;
Bank Details: Account Number:

Account Name:
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SECTION 2 — Your Project

Project Name:

Project Trailer

When will this take place?

2024

Please give details and costs
of the activities and / or
equipment that you are
applying for:

The last time we asked for funding was 2021 when we
were raising funds for our new minibus which we got at
the start of last year. Since then, | have passed my
trailer test so we are fund raising for a new trailer.

How will this project make a
difference in your
community?

One of the main things we aim fo do in Scouting is get
the kids away camping. We can teach them more skills
in a weekend camp than we can in months of normal
meetings. Last year we managed to do 17 camps with
the children which is more than any other group in the
District but one of the hardest things to do when
planning these camps is actually getting the kids to the
camp sites. We are now fundraising for a trailer that is
big enough to fit all of our camping equipment in plus
the shopping and the kit of everyone in the minibus.
This will make planning much easier and will help us to
get more children away who wouldn't otherwise be able
to get away due to lack of transport. We wil! also be
able to go further distances for fun and adventures.

Who will mainly benefit from
your project? {please tick the
boxes that apply to your
project)

Groups

Young People YES

How many people will benefit
from your project?

We currently have around 90 Children and around 40%
are from Whiston, 40% from Prescot, 15% from Huyton
and 5% from Rainhill

How much funding are you
asking for? (Max £500 please
include an itemised list of
costs to support your
request)

We are hoping to raise £4000 before the Summer for
our trailer but hope to do more. We will get the best we
can with what we have at the end of the project. We are
asking both local councils for £500 equally.

Have you secured funding
from anyone else?

We have applied with Whiston Town Council, Lord
Derby’s, Radio City and other places.

How will your project
recognise the support of the
Town Council

We will advertise the help that is given

Who will be running the
activity?

Unpaid Volunteers 14
[] Paid Volunteers How many
L] Paid Staff How many
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Declaration:

I declare that to the best of my
knowledge and belief the
information supplied on this

LW S

Signed:

application form is correct.
This application is in
compliance with the guidance
notes and | confirm that | have

Position: Group Lead Volunteer

the authority to sign on behalf
of ¢he organisation making Date: 13/03/2024
this application.
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PRESCOT TOWN COUNCIL

COMMUNITY FUND APPLICATION FORM
Small Grant Funding of up to £500 for local community projects

SECTION 1 - Your Organisation

Organisation Name and
Address:

Friends Of Halshead Allotment and Food Initiative
Group

Contact / responsibie person:

Tina Cinnamond

Role in the Organisation:

Chalrperson

Telephone:

07866582582

Email;

tinacinnamond@googlemail.com

What year was your group
established?

2011 as allotment
2022 with social supermarket

Do you have a constitution?

Yes [0 X No

Are you a registered Charity?

Yes {1 No [IX

Charity Number:

What are the main aims and
activities of your Group?

We are an allotment group made up of community
groups who grow their own produce.

We have a social supermarket which provides food for
£4.00 for £16.00 worth to help people experiencing
financial hardship.

To educate children and adults about the environment
and nature.

To recycle clothing and other items to help those in
need.

Which area of Prescot are you
based in?

L35 and L36

Bank Details:

Sort Code:
Account Number:
Account Name:
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SECTION 2 - Your Project

Project Name:

Tackling Food poverty

When will this take place?

Weekly

Please give details and costs
of the activities and / or
equipment that you are
applying for:

You will be required to
evidence each item of
expenditure if successful

At the moment we have over 180 families registered
with our social supermarket.

Of these 90 individuals live in Prescot.
We provide food for £4.00 for £16.00 worth.

We would use the money received to buy food, toiletries
and essential items for people who use our social
supermarket

How will this project make a
difference in your
community?

People are in need because of the current food crisis.
Being able to continue to provide cheaper food and
essentials for people is helping with the financial burden
and hardship that people are suffering and also helps to
refieve stress because people know they are able to
come to us each week.

The amount of people registered and using this each
week shows that there is a definite need for this in the
community.,

Who will mainly benefit from Groups

your project? (please tick the

boxes that apply to your Young People Ox

project) Older People Oix
General Community Cx
Resident Association O
Sports or Arts -
Minority groups (e.g. LGBT, Disabled, BME)

Clx

How many people will benefit | 180+ families

from your project?

How much funding are you £500.00

asking for? (Max £500 please
include an itemised list of
costs to support your
request)

All will be going on food, toiletries and essentials.
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Have you secured funding
from anyone else?

Not for this

How will your project
recognise the support of the
Town Council

Putting up a notice to say food provided by Prescot
Town Council with a loge, mention on our facebook
page and on any of our literature inked to the social
supermarket.

Who will be running the
activity?

[ xUnpaid Volunteers How many 14
[7) Paid Volunteers How many 0
[ Paid Staff How many 0

Declaration:

| declare that to the best of my
knowledge and belief the
information supplied on this
application form is correct.
This application is in
compliance with the guidance
notes and | confirm that | have
the authority to sign on behalf
of the organisation making
this application.

Signed: Tina Cinnamond

Position: Chairperson

Date: 3/3/24

All successful applications will be required to submit proof of
expenditure no later than 3 months after the project completion date.
Failure to so will result in clawback of funding. You agree to this term

by submitting the application.

By submitting this form,

you agree that we will process your data in
line with our privacy notice, which can be accessed via our website

www.prescot-tc.gov.uk.

You can return your form:

By Post:

Town Clerk

Prescot Town Council
Prescot Town Hall

1 Warrington Road
Prescot

L34 5QX
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By Email: enquiries@prescot-tc.gov.uk

Don’t forget!

1.
2.
3.

To read the guidance notes which will help you to include the information we need.
To make sure that your group and your project meet the criteria.

To attach a copy of your constitution and a recent bank account statement — you can send
these in separately if you apply online.

If the project involves children, young people or vulnerable adults, please enclose a copy
of your Child / Vulnerable Adults Protection Policy.
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Annual Governance & Accountability Return 2023/24

BACKGROUND TO THE REPORT

The Accounts and Audit Regulations 2015 came into force on 1st
April 2015 and are applicable for the annual return for the year
ending 31 March 2024. The regulations state that Council as a
whole body must approve the Annual Governance &
Accountability Return (AGAR).

Although Council must approve AGAR, in consideration of
Finance, Policy & HR Committee Members receiving quarterly
budget information; it is customary for AGAR to be presented to
these Members before submission to Council for resolution.

PURPOSE OF THE REPORT

This report provides Members with the AGAR 2023/24 and seeks
resolution for it to be submitted to PKF Littlejohn as Council’s
External Auditor.

REPORT PREPARED BY:

Alex Spencer — Town Clerk
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1.2

1.3

1.4

2.2

2.3

2.4

2.5

PRESCOT TOWN COUNCIL

Annual Governance & Accountability Return 2023/24

INTRODUCTION

The Accounts and Audit Regulations 2015 came into force on 1st April 2015 and are
applicable for the Annual Governance & Accountability Return {AGAR) for the year
ending 31 March 2024.

The regulations state that the Council as a whole body must approve the AGAR
before it is submitted to PKF Littlejohn as Council’s External Auditor.

AGAR is comprised of four elements:-
A. Annual Internal Audit Report

B. Annual Governance Statement

C. Annual Accounting Statement

D

. External Auditors Report and Certificate

A copy of Council's AGAR 2023/24 submission is attached to this report.

A. Internal Audit Report

Council's Internal Auditor completed his inspection on 3 Aprif 2024, and submitted
his report to the Town Clerk shortly after.

A copy of the Internal Auditors Report 2023/24 is attached to this report.

In summary, having undertaken a review of Council’s internal control arrangements
and completed sample testing of arrangements relating to banking, booking and
money processing, the internal auditor was of the opinion that adequate internal
control arrangements were in place; and duly signed our Internal Audit Report as
part of AGAR.

The Internal Auditor did however make recommendations relating to the
production of an Investment Strategy (linked to Council Reserves} and updating
information on Town Council website to ensure it is most up to date / relevant.

The Internal Audit Report directly contributes towards Council’s Annual Governance

Statement as it provides assurance to Members that Council has adequate internal
controls in place.
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3.0

4.2

B. Annual Governance Statement

Having due regard to Council’s Internal Audit Report and Annual Accounting
Statements as prepared by the Responsible Finance Officer, Council must confirm
that adequate internal controls are in place for the management of Council
finances.

C. Annual Accounting Statement

The Responsible Officer having completed a closedown of accounts for 2023/24, will
submit a financial summary for the 2022/23 and 2023/24 financial years, which
must then be resolved by Full Council.

These accounts were reviewed but not approved by the internal Auditor, and
therefore remain unaudited until submission to PKF Littlejohn as external auditor.

Recommendations

Members are recommended to:-

Review Council’s 2023/24 Internal Audit Report

Agree to Section 1 of AGAR — Annual Governance Statement

Agree to Section 2 of AGAR ~ Annual Accounting Statement

Resolve that AGAR 2023/24 be submitted to PKF Littlejohn as External Auditor
Note the contents of this report.

A e e
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David Blanchflower JP, MA, FMS

206 Bescar Lane Scarisbrick Ormskirk L40 9QT
Email: blanch2202@gmail.co.uk  Tel: 01704 889736

Internal Audit Forum

THE VOICE 1 OR LGCAL COUNCRL AUBH

6 April 2024

Mr. A Spencer

Town Clerk

Prescot Town Hall

1 Warrington Road

Prescot

L34 5QX Internal Audit Report 2023/24

[ am pleased to confirm that I undertook the “Internal Audit” function in relation to the 2023/24
financial year on 3 April 2024, Acting independently, I have examined the systems of internal
controls by undertaking the tests laid down and detailed in the Annual Audit Return. T would
thank your Town Clerk Mr. Spencer and his staff who assisted in the conduct of the audit by
providing me with all the necessary paperwork and documentation.

Internal auditing is an independent, objective assurance and consulting activity designed to add
value and improve an organisation’s operations. It helps an organisation accomplish its
objectives by bringing a systematic, disciplined approach to evaluate and improve the
effectiveness of risk management, control and governance processes.

My main role is to provide assurance to the Council that the internal control environment is
operating soundly.

As the Council’s Internal Auditor, I have a duty to complete the internal audit certificate in the
Council’s Annual Return, which covers the basic financial systems and requires assurances in
several separate areas. This report sets out the main areas of work examined during my visit to
the Council.

Overall Conclusion

Based on my examination of your procedures and documentation I am happy to confirm that the
Council’s systems of internal controls are effective and appropriate for the purpose intended.
Your staff demonstrated a sound knowledge of all the systems and speedily produced all the
documentation and information I request. I have signed the Annual Audit Return confirming my
satisfaction with your procedures but with some recommendations that should be addressed.

I would ask that the Council give attention to addressing the areas identified in the attached
report, under the heading “RECOMMENDATIONS FOR CONSIDERATION BY COUNCIL”
 feel doing so would enhance the Councils procedures and ensure the future probity of the
system.

David Blanchflower
Internal Auditor
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Enc: Report of Audit findings and invoice.
PRESCOT TOWN COUNCIL
INTERNAL AUDIT SUMMARY 202372024
Maintenance of Accounting Records/ Bank Reconciliations / Payment Controls

The objective here is to ensure that the accounting records are being maintained accurately and
currently and that no anomalous entries appear in cashbooks or financial Jedgers.
I therefore:

¢ Checked a random sample of the transactions.

¢ Reviewed the timing and the accuracy of detail on the bank reconciliations.
» Are payments supported by invoices, authorised and minuted.

* Verified that VAT on payments had been identified, recorded and reclaimed.
* Examined the level of financial reserves maintained.

Findings:

* From sample testing, VAT on payments had been identified, recorded and
reclaimed. VAT was also correctly accounted for on Petty Cash payments,

e Receipts from room hire had been received and accounted for.

» It was noted that the recommendations in the 2022/23 Internal Audit relating fo the
necessity to produce a written Investment Strategy, reviews its Community Grants
procedures and produces a policy document in relation £850 allocated in the budget

under the heading Mayor had not yet been fully addressed.

Review of Corporate Governance and Risk Management

The objective is to ensure that the Council has a robust series of corporate governance
documentation in place. That Council and Committee meetings are conducted in accordance with
the adopted Standing Orders and that no actions of a potentially unlawful nature have been or are
being considered for implementation.

I have therefore undertaken the following work in this area:
* A review of the minutes to identify any unusual financial activity,
e Minutes record the council conducting an annual risk assessment,
» Insurance cover appropriate and adequate?

Internal financial controls documented and reviewed.

I reviewed of the minutes of the Full Council and Committee meetings for 2023/24 to identify if
any issues exist that may have an adverse effect, through litigation or other causes, on the
Council’s future financial stability and confirm no concerns exist.

Findings:

¢ The standing orders and financial regulations were in order and had been formally
adopted by the Council. It was noted from Council minutes that the Standing
Orders and Financial Regulations would be amended to make them gender neutral,
but this action was still outstanding.

* An annual risk assessment had been reported to Council.
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e Appropriate insurance was in place.

Review of Budgetary Control

My aim here is to ensure that the Council has a robust procedure in place for identifying and
approving its future budgetary requirements and level of precept to be drawn down. Also, that an
effective reporting and monitoring process is in place. We also aim to ensure that the Council
retains appropriate funds in general and earmarked reserves to finance its ongoing spending
plans, whilst retaining appropriate sums to cover any unplanned expenditure that might arise.

I have therefore undertaken the following work in this area:
o Has the Council prepared an annual budget in support of'its precept?
e s actual expenditure against the budget regularly reported to the Council?
e Are there any significant unexplained variances from budget?
o Has the RFO reported at least quarterly to Council Financial Statements which include
budget comparisons?
o Has the RFO reported and explained any significant variations to Council?

Findings:

e It was noted that a detailed and comprehensive budget had been prepared and that
there was regular reporting to the Council.

e It was noted for 2024/25 an appropriate Precept had been set to raise £334,336

« Iwasnoted that the website did not contain any information on the 2024/25
precept,

Review of Income Controls

The aim here is to ensure that appropriate arrangements are in place for the identification of all
income due to the Council that invoices are raised to recover that income and that monies are
received and banked within a reasonable time limit.

Findings: It was seen that sound and effective procedures were in place and fully adhered
to by staff.

RECOMMENDATIONS FOR CONSIDERATION BY COUNCIL

Website:

I was noted that that the website was not being kept updated examples being no information on
the expenditure over £500, information on the precept and notices of the public right to inspect
documents at the year end, the information on the website relates to the 2021/22 year.

The Council needs to give priority to a full review of the website and the implementation of a
defined schedule for updating the website to ensure it contains current information and meets the

Councils statutory requirement for the website to contain information on specific content.
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Community Grants

The 2022/23 Internal Audit report raised a number of issues relating to Community Grants. It
was noted that Council minute No: 15 of the 18 May 2023 noted the Internal Audit report but
made no mention of an action plan to address the recommendations in the internal Audit report.

In the 2023/24 Internal Audit, a review of the paperwork relating to community grants
highlighted variances in the content of guidelines contained on the actual grant application form
and the notes of guidance. It would be prudent to rationalise both sets of paperwork so they read
identical.

Investment Strategy Policy

The 2022/23 Internal Audit report indicated that the statutory guidance required the Council to
have an investment strategy.

(Statutory Guidance has been issued by the Government on Local Government Investments
(3rd Edition) issued under section 15 (1)(a) of the Local Government Act 2003 and effective
Jor financial years commencing on or after 1 April 2018. key principles of the guidance are
fransparency and democratic accountability. The guidance is statutory for parish councils,
providing their total investments exceed or are expected to exceed £1 00,000 af any time during
the financial year).

It was noted that the Council had discussed how it invests its monies, but it had not actually
produced a written Strategy Investment Policy.

As this legal requirement exists the Council should take steps to implement a defined and written
Investment Strategy. This policy document would enable the Council to undertake an annual
review of its strategies for the investment of reserves. It would also ensure the Council
considered where it places its large amount of Precept income at the start of each financial year
to maximise investment income on these monies.

Overall Conelusion:

The Council does have procedures but needs to ensure its website and associated documentation
are kept fully updated on a regular scheduled frequency as the website is the main source of
information available to residents hence the legal requirement for the website to contain specific
current and accurate information.

It would be informative if rather than just noting the Internal Audit report the Council minutes

contained details of recommendations arising from the internal audit and indicated the action to
be taken to address the recommendations,

David Blanchflower
Internal Auditor
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Annual Governance and Accountability Return 2023/24 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities™:
« where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed
£6.5 million; or
« where the higher of gross income or gross expenditure was £25,000
or less but that:
« are unable to certify themselves as exempt (fee payable); or
« have requested a limited assurance review (fee payable}

Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return 2023/24

1. Every smaller authority in England that either received gross income or incurred gross expenditure
exceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at the
end of each financial year in accordance with Proper Practices.

2 The Annual Governance and Accountabitity Return is made up of three parts, pages 3 to 6:
« The Annual Internal Audit Report must be completed by the authority's internal auditor.
» Sections 1 and 2 must be completed and approved by the authority.
. Section 3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2024,

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or is
requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2024. Reminder letters will incur a charge of £40 +VAT.

« the Annual Governance and Accountability Return Sections 1 and 2, together with

+ a bank reconciliation as at 31 March 2024

- an explanation of any significant year on year variances in the accounting statements
« notification of the commencement date of the period for the exercise of public rights

« Annual Internal Audit Report 2023/24

Unless requested, do not send any additional documents to your external auditor. Your external auditor will
ask for any additional documents needed.

Once the external auditor has completed the limited assurance review and is able to give an opinion, the
Annual Governance and Accountability Section 1, Section 2 and Section 3 — External Auditor Report
and Certificate will be returned to the authority by email or post.

Publication Requirements

Under the Accounts and Audit Regulations 2015, authorities must publish the foflowing information on
the autharity website/webpage:

Before 1 July 2024 authorities must publish:

- Notice of the period for the exercise of public rights and a declaration that the accounting statements
are as yet unaudited;

« Section 1 - Annual Governance Statement 2023/24, approved and signed, page 4

. Section 2 - Accounting Statements 2023/24, approved and signed, page 5
Not later than 30 September 2024 authorities must publish:

+ Notice of conclusion of audit

. Section 3 - External Auditor Report and Certificate

. Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review. t
is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annua! Internal Audit Report, page 3.

“for a complete list of bodies that may be smalfer authorities refer fo schedule 2 to the L.ocal Audit and Accountability Act 2014.

Annual Governance and Accountability Return 2023/24 Form 3 Page 1 of 6
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Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return (AGAR) 2023/24

The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper
Practices are found in the Practitioners’ Guide* which is updated from time to time and contains everything
needed to prepare successfully for the financial year-end and the subsequent work by the external auditor.

Make sure that the AGAR is complete {no highlighted boxes left empty) and is properiy signed and dated. Any
amendments must be approved by the authority and properly initialled.

The authority should receive and note the Annual Internal Audit Report before approving the Annual
Govermnance Statement and the accounts.

Use the checklist provided below to review the AGAR for completeness before returning it to the external
auditor by email or post {not both) no later than 30 June 2024,

The Annual Governance Statement {Section 1) must be approved on the same day or before the Accounting
Statements (Section 2) and evidenced by the agenda or minute references.

The Responsible Financial Officer (RFQ) must certify the accounts {Section 2) before they are presented to
the authority for approval. The authority must in this order; consider, approve and sign the accounts,

The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approvatl.

You must inform your external auditor about any change of Clerk, Responsible Financial Officer or
Chair, and provide relevant authority owned generic email addresses and telephone numbers.

Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers all
the bank accounts. If the authority holds any short-term investments, note their value on the bank
reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the accounting
statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and

Box 8. More help on bank reconciliation is available in the Practifioners’ Guide*,

Explain fully significant variances in the accounting statements on page 5. Do not just send a copy of the detafled
accounting records instead of this explanation. The external auditor wants to know that you understand the
reasons for all variances. Include complete numerical and narrative analysis to support the full variance.

If the bank reconciliation is incomplete or variances not fully explained then additional costs may be incurred.

Make sure that the accounting statements add up and that the balance carried forward from the previous year
(Box 7 of 2023) equals the balance brought forward in the current year (Box 1 of 2024),

The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the
exercise of public rights of 30 consecutive working days which must include the first ten working days of July,

The authority must publish on the authority website/Avebpage the information required by Regulation 15 (2),
Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and
address of the external auditor before 1 July 2024,

All sactions

Have ali highlighted boxes have been completed?

Has all additional information requestad, including the dates set for the period
for the exercise of public rights, been provided for the external auditor?

Internal Audit Report | Haveallhighlighted boxes been completed bythsinternal auditorand explanations provided?| |

Section 1 For any statement to which the response is 'no’, has an explanation been published?

Section 2 Has the Responsible Financial Officer signed the accounting statements before

presentation to the authority for approval?

Has the authority’s approval of the accounting statements been confirmed
by the signature of the Chair of the approval meeting?

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2024 been reconciled to Box 87

Has an explanation of any difference between Box 7 and Box 8 been provided?

Sections t and 2 Trust funds — have all disclosures baen made if the authority as a body corporate is a

sole managing trustee? NB: do not send trust accounting statements unless requested.

Annual Governance and Accountability Return 2023/24 Form 3 Page 2 of 6
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Annual Internal Audit Report 2023/24

* Prescot Town Council

www prescot-e.gov.uk

During the financial year ended 31 March 2024, this authority's internal auditor acting independently and on the
basis of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and
controls in operation and obtained appropriate evidence from the authority.

The internal audit for 2023/24 has been carried out in accordance with this authority's needs and planned coverage,
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate
to meat the needs of this authority.

Internal control objective -~ ' . R Not
) . atadch i : : St No* | covered*™

A. Appropriate accounting records have been praperly kept throughout the financial year.

B. This authority complied with its financial regulations, payments were supparted by invoices, all
expenditure was approved and VAT was appropriately accounted for.

€. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy
of arrangements to manage these.

D. The precept or rates requirement resulted from an adequate budgetary process; progress against
the budget was regularly monitored; and reserves were appropriate.

E. Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for.

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was approved
and VAT appropriately accounted for,

G. Salaries to employees and allowances to members were paid in accordance with this authority's
approvals, and PAYE and NI requirements were properly applied.

H. Asset and investments registers were complete and accurate and properly maintained.
I. Pericdic bank account reconciliations were properly carried out during the year.

J. Accounting statements prepared during the year were prepared on the correct accounting basis (receipts
and payments or income and expenditure), agreed to the cash book, supporied by an adequate audit
tral from underlying records and where appropriate debtors and creditars were properly recarded.

K. If the authority certified itself as exempt from a limited assurance review in 2022/23, it met the
exemption criteria and correctly declared itself exempt. {If the authority had a limited assurance
review of its 2022/23 AGAR tick ‘nof covered’}

L. The authority published the required information on a website/webpage up to date at the time of the
internal audit in accordance with the refevant legislation.

M. In the year covered by this AGAR, the authority correcily provided for a period for the exercise of
public rights as required by the Accounts and Audit Regulations (during the 2023-24 AGAR period,
were public rights in relation to the 2022-23 AGAR evidenced by a notice on the website and/or
authority approved minutes confirming the dates set).

N. The autharity has complied with the publication requirements for 2022/23 AGAR
(see AGAR Page 1 Guidance Notes).

O. {For local councils only} Yes . o INtappicabe
Trust funds (including charitable) — The council met its responsibilities as a trusiee. ; e voh

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).

Date(s) internal audit undertaken

| 103/04/2024

Name of person who carried out the internal audit
David Blanc |

Signature of person who
carried outthe internal audit

03/04/2024 -
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Section 1 ~ Annual Governance Statement 2023/24

We acknowledge as the members of:

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belisf, with
respect to the Accounting Statements for the year ended 31 March 2024, that:

. We have putin place arrangements for effective financiat
management during the year, and for the preparation of
the accounting staternents.

‘Yes’ means that _I‘hfs authorily:

prepared its accounting statements in accordance
with the Accounts and Audit Reguiations.

N

We maintained an adequate system of internal control
including measures designed to prevent and detect fraud
and corruption and reviewed its effectiveness.

made proper arrangeiments and acceplted responsibility
for safeguarding the public money and resources in
its charge.

£

. We took all reasonable steps to assure ourselves
that there are no matters of actual or potential
non-compliance with laws, regulations and Proper
Practices that could have a significant financial effect
on the ability of this authority to conduct its
business or manage its finances.

has only done what it has the legal power to de and has
complied with Proper Praciices in doing so.

4. We provided proper opportunity during the year for
the exercise of electars’ rights in accordance with the
requiremants of the Accounts and Audit Regulations.

;| during the year gave all persons interested the opportunily to
4| inspect and ask questions about this authority’s accounts,

5. We carried out an assessmert of the risks facing this
authority and tock appropriate steps to manage those
1isks, including the introduction of internal controls and/or
external insurance cover where required.

i considered and decumented the financial and other risks if
i faces and deall with them properly.

6. We maintained throughout the year an adequate and
effective system of internal audit of the accounting
records and control systems.

arranged for a competent person, independent of the financial
ii| controls and procedures, to give an objeclive view on whether
internal controfs mest the needs of this smaller authority.

7. We took appropriate action on all matters raised
in reports from internal and external audit.

responded to mafters brought fo its attention by internal and
il external audif.

wm

. We considered whether any litigation, liabilitias or
commitments, events or transactions, occcurring either
during or after the year-end, have a financial impact on
this authority and, where apprapriate, have inciuded them
in the accounting statements,

9. (For local councils only) Trust funds including
charitable. In our capacity as the scle managing
trustee we discharged cur accountability
responsibitiies for the fund(s)/assets, including
financial reporting and, if required, independent
examination or audit.

i| disclosed everything it should have about its business activity
during the year including events taking place after the year
end if relevant,

has met all of its responsibififies where, as a body
corporate, it is a sole managing trustee of a local
trust or trusts.

*Please provide explanations to the external auditor on a separate sheet for each ‘No’ response and describe
how the authority will address the weaknesses identified. These sheets must be published with the Annual

Governance Statement.

This Annual Governance Statement was approved at a
meeting of the autharity on:

and recorded as minute reference:

Signed by the Chair and Clerk of the meeting where
approval was given;

Chair

Clerk
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Section 2 — Accounting Statements 2023/24 for

Yearending 'Notes and guidance

31 March 31 March Plaase round all figures to nearest £1. Do nof leave any
2023 boxes biank and report £0 or Nil halances. All figures must -
L agree io underlying financial records. - - )

| Total balances and reserves at the beginning of the year
| as recorded in the financial records. Value must agres to
1 Box 7 of previous year.

1. Balances brought
forward

2. (+) Precept or Rates and
Levies

1 Total amount of precept {or for IDBs rates and levies)
received or receivable in the year. Exclude any grants
| received.

3. {+) Total other receipts | Total income or receipts as recorded in the cashbook less
the precept or rates/levies received (line 2). Include any

grants recefved.

4, (-) Staff cosis Total expenditure or payments made fo and on behalf
of alt employees. include gross salaries and wages,
employers NI contributions, employers pension

{ contributions, gratuities and severance payments.

5. (-) Loan interest/capital
repayments

= Total expenditure or payments of capital and interest
| made during the year on the authority’s borrowings (if any).

8. (-) All other payments 1 Total expenditure or payments as recorded in the cash-
book less staff costs (line 4} and loan interest/capital

| repayments {line 5).

7. (=) Balances carried
forward

winiivrl Total balances and reserves at the end of the year. Must
et oqual (T+2+3) - {4+5+6).

21 The sum of all current and deposit bank accounts, cash
)| holdings and short term investments held as at 31 March —
2| To agree with bank reconciliation.

8. Total value of cash and
short term investiments

| The value of all the property the authority owns — it is made
5| up of all its fixed assets and long ferm investments as af
| 31 March.

9. Total fixed assets plus
long term invesilments
and assets

10. Total borrowings

I The outstanding capital balance as at 31 March of all loans
| from third parties (including PWLB).

11a. Disclosure note re Trust funds
(including charitable)

The Council, as a body corporate, acts as sole trustee and
is responsible for managing Trust funds or assets.

+1b. Disclosure noie re Trust funds
{including charitable}

The figuras in the accounting statemenis above
axclude any Trust transactions.

| certify that for the year ended 31 March 2024 the Accounting | | confirm that these Accounting Statements were
Statements in this Annual Governance and Accountability approved by this authority on this date:

Return have been prepared on either a receipts and payments | %= R A
or incomae and expenditure basis following the guidance in
Governance and Accountability for Smaller Authorities — a
Practitioners’ Guide to Proper Practices and present fairly
the financial position of this authority.

Signed by Responsible Financial Officer before being
presented to _’_t_h_e_a__a_ut_hority for appr |

as recorded in minute

Signed by Chair of the meeting where the Accounting
S_t teme t__s were 'approved
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Section 3 — External Auditor’s Report and Certificate 2023/24

- Prescot Town Council -

In respect of S

1 Respective responsibilities of the auditor and the authority

Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAQ). A limited
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International
Standards on Auditing (UK & Irefand) and hence it does not provide the same level of assurance that such an audit woudd.
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate
for those local public bodies with the lowest levels of spending,

Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and
Accountability Return in accordance with NAO Auditor Guidance Note 02 (AGN 02 as issued by the NAQ on behalf of the
Comptroller and Auditor General. AGN 02 is available from the NAQ website —

hitps /iwww.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .

This authority is responsible for ensuring that its financial management is adequate and effective and that it has
a sound system of internal control. The authority prepares an Annual Governance and Accountability Return in
accardance with Proper Practices which:

* summarises the accounting records for the year ended 31 March 2024; and
» confirms and provides assurance on those matters that are relevant to our duties and responsihilities as external auditors.

2 External auditor’s limited assurance opinion 2023/24

{Except for the matters reporied below}* on the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in
our opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and
no other matters have come 1o our attention giving cause for concern that relevant legislation and regulatory reguirements have not been met.
(*delete as appropriate}.

(continue on a separate shest if required}

Other matters nat affecting our opinion which we draw to the attention of the authority:

(continue on a separate sheet if required)

3 External auditor certificate 2023/24

We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014,
for the year ended 31 March 2024.

*We da not certify completion because:

E_xternal Audit_or_l\_l_ame

External Auditor Signature
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Report of the Independent Renumeration Panel 2024

BACKGROUND TO THE ITEM

Each year the Town Council are provided with a copy of the Report of the
Independent Remuneration Panel on Town / Parish Council Allowances.
This is the 19th report of the Independent Remuneration Panel on
allowances for Parish and Town Councils situated within the Borough of
Knowsley. The Panel was established in 2000 to make recommendations
to Knowsley Metropolitan Borough Council on the Scheme of Members’
Allowances. In 2003, the Government introduced the Local Authorities
(Members® Allowances) (England) Regulations which extended the remit
of the Panel to include making recommendations to Town and Parish
Councils on levels and type of allowances to be paid to its Councillors.

PURPOSE OF THE REPORT

To provide members with a copy of the Panel’s findings and allow a
decision to made there on with regard to allowances.

REPORT PREPARED BY:

Alex Spencer — Town Clerk
i1






PRESCOT TOWN COUNCIL

Report of the Independent Renumeration Panel 2024

1. INTRODUCTION

1.1

Each year the Town Council are provided with a copy of the Report of
the Independent Remuneration Panel on Town / Parish Council
Allowances. This is the 215 report of the Independent Remuneration
Panel on allowances for Parish and Town Councils situated within the
Borough of Knowsley.

The Panel was established in 2000 to make recommendations to
Knowsley Metropolitan Borough Council on the Scheme of Members’
Allowances.

In 2003, the Government introduced the Local Authorities (Members’
Allowances) (England) Reguiations which extended the remit of the
Panel to include making recommendations to Town and Parish Councils
on levels and type of allowances to be paid to its Councillors.

2. THE REPORT

2.1

A copy of the report of the Independent Remuneration Panel on Town /
Parish Council Allowances for 2024 can be seen at Appendix 1.

3 RECOMMENDATIONS

3.1

Members are asked to consider the report of the panel and in
accordance with the requirements of the 2003, Local Authorities
(Members’ Allowances) (England) Regulations

« Agree the level of annual allowance and or out of pocket expenses to
be made during the civic year May 2024 to April 2025, having due
consideration of the recommendations put forward by the
Independent Remuneration Panel.

112



REPORT OF THE INDEPENDENT
REMUNERATION PANEL
ON TOWN / PARISH COUNCIL
ALLOWANCES

2024

113



1.1

1.2

1.3

1.4

2.1

REPORT OF THE INDEPENDENT REMUNERATION PANEL
ON TOWN/PARISH COUNCIL ALLOWANCES - 2024

INTRODUCTION

This is the 21t report of the Independent Remuneration Panel on
allowances for Parish and Town Councils situated within the Borough of
Knowsley. The Panel was established in 2000 to make
recommendations to Knowsley Metropolitan Borough Council on the
Scheme of Members’ Allowances. In 2003, the Government introduced
the Local Authorities (Members’ Allowances) (England) Regulations
which extended the remit of the Panel to include making
recommendations to Town and Parish Councils on levels and type of
allowances to be paid fo its Councillors.

The Local Authorities (Members' Allowances) (England) Regulations
make provision for Town and Parish Councils to make payments to their
Members. Should a Town or Parish Council choose to pay allowances,
they should have regard to the recommendations of the Independent
Remuneration Panel. The Panel's recommendations as to the
allowances of the Towns and Parishes can be a single recommendation
applying to all Town and Parishes within the area or make individual
recommendations for each Parish.

The current membership of the Independent Remuneration Panel is:-

« Chairperson — Alan Hill (Local Government Sector Advisor),
o Tim Dugdill (Private Sector Business Advisor)
¢ Reverend Canon Malcom Rogers MBE (Faith Sector Advisor)

Sections 2, 3, 4 and 5 of this report outline the way the Panel has come
to its earlier conclusions in order to put the recommendations for
2024/2025 into context and these are set out in section 6 of this report.

PROCESS OF THE REVIEW

The Panel's Terms of Reference are fo make recommendations to
Parish and Town Councils on:

o whether a Parish basic allowance should be paid to Town and Parish
Council Members and if so the levels of such allowances;

+ whether an enhanced level of allowance should be paid to the
Chairperson and if so the level of that allowance;

o the levels of travel and subsistence which should be paid and the
duties to which these payments should relate.
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2.2

2.3

3.1

3.2

3.3

3.4

The Panel first met in April 2004 to consider and make
recommendations on a scheme of allowances for the Parish and Town
Councils which are situated within the Borough of Knowsley. Since that
time an annual review has been undertaken. As part of the review
process, the Panel was briefed on the roles and responsibilities of the
Town and Parish Councils, examined information on the levels of
precept and electorate of each of the Town and Parish Councils and
gave consideration to statutory Regulations and available Government
guidance on Parish Members’ allowances.

Fach of the five Parish and Town Councils within the Borough of
Knowsley are invited each year to submit their views and information on
their remuneration schemes. Responses are considered by the Panel.

PARISH BASIC ALLOWANCE AND CHAIRPERSON’S ALLOWANCE

The Panel noted that Town and Parish Councils may choose to pay
their Members an allowance, known as ‘Parish basic allowance’, to
recognise the time and effort they put into their Parish duties. There is
no obligation on Town and Parish Councils to pay such allowances.
Each Town and Parish Council may make an allowance available to its
Chairperson only, or to each of its Members. Where all Members
receive an allowance, the amount payable to the Chairperson may be
different to that paid to other Members, but otherwise the amount paid to
each Member must be the same. The payment of a Town and Parish
basic allowance is a discretionary allowance. If a Town or Parish
Council wishes to pay a basic allowance, it should have regard to a
recommendation from the Remuneration Panel as to whom basic
allowance should be paid.

The Panel has noted that views on the payment of a basic or
Chairperson’s allowance differed between the five Parish and Town
Councils. The majority were not in favour of paying allowances to their
Members. Currently only one Town Council, Knowsley, had decided fo
pay an allowance to its Chairperson and Counciliors.

The Panel was aware that the payment of a Town and Parish basic
allowance is intended to recognise the time commitment of Parish and
Town Councillors and to cover incidental costs such as telephone calls,
etc. However, the Panel noted that the information available to them as
to the time commitment, roles and levels of responsibility and the costs
which a Parish or Town Councillor may incur in fulfilling his/her role was
limited.

The Panel acknowledged that the power under Section 15 of the Local
Government Act 1972 to pay its Chairperson an amount for such
expenses as it sees fit remains unchanged. Therefore, notwithstanding
the Panel's recommendations in relation to a Town and Parish basic
allowance, Parish and Town Councils may, if deemed appropriate, pay
a Chairperson’s allowance under these existing Regulations.
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TRAVEL AND SUBSISTENCE ALLOWANCES

The Panel noted that Town and Parish Councils may also pay its
Members an allowance in respect of travel and subsistence. These are
discretionary allowances. They may be paid in respect of travel and
subsistence both inside and outside the boundary of the Town and
Parish. Allowances for travel may include allowances for travel by non-
motorised transport, such as a bicycle. [f it wishes to pay travel and
subsistence allowances, a Town and Parish Council must consult the
Remuneration Panel.

The Panel acknowledges that some of the Parish/Town Councils
currently pay travel and subsistence allowances to their Members and
would wish to continue to do so.

The Regulations provide that travel and subsistence allowances may be
paid in respect of:-

o a meeting of the authority;

o a meeting of a committee or sub-committee of the authority;

« a meeting of some other body (or a committee or sub-committee of a
body) to which the authority make appointments or nominations;

o duties undertaken on behalf of the authority in pursuance of any
standing order requiring a member or members to be present while
tender documents are opened;

« a meeting of a local authority association of which the authority is a
member;

« duties undertaken on behalf of the authority in connection with the
discharge of any function of the authority conferred by or under any
enactment and empowering or requiring the authority to inspect or
authorise the inspection of premises;

e any other duty approved by the authority in connection with
discharging the duties of the authority or its committees or sub
committees.

In considering the issue of travel and subsistence, the Panel
acknowledged that the majority of duties carried out by Parish and Town
Councillors were within the local area.

PREVIOUS CONCLUSIONS AND RECOMMENDATIONS

On the basis of the information considered, the Panel came fo the view
in 2004, and has reiterated that view subsequently, that Members of
Parish and Town Councils have volunteered to undertake this work on
behalf of the community and the Pane! was not convinced that the role
and responsibility merited financial compensation.

The Panel was also conscious that the cost of any aliowances wouid fall
to the local council concerned and would consequently impact upon the
Town/Parish precept and the local community.
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The Panel noted that there are differences between the Parish and
Town Councils in terms of their sizes, electorate and budgets, but the
Panel did not consider it had sufficient information on which to base
differentials.

Subject to the receipt of any further information and evidence from the
Parish and Town Councils, in view of the information considered and the
conclusions set out in 5.1 to 5.3 above, the Panel has recommended in
every year that no Parish basic allowance be payable by the Parish and
Town Councils within the Borough of Knowsley.

The Panel recognised that Members of Town and Parish Councils
should be able to claim travel and subsistence expenses incurred in
respect of their duties as a Member of the Council. Accordingly, the
Panel has recommended in every year that reasonable out of pocket
expenses for travel and subsistence be reimbursed in respect of the
duties mentioned in paragraph 4.3 of this report.

In 2005 the Panel was asked to consider the possibility of paying an
allowance to non-Borough Council Town and Parish Councillors in
respect of the use of ICT equipment at home of £5 per month (Town and
Parish Councillors who are also on the Borough Council are already
reimbursed by Knowsley Council). There is no provision within the
legislation for the payment of such a Parish allowance; however, the
Panel was of the view that a Parish could achieve the same end by:-

1) Paying a Town and Parish basic allowance of an equivalent sum
(which would be taxable) but this would need to be paid to all
Parish Councillors; OR

i) Reimbursing the cost of consumable items etc by way of an
expenses claim with supporting receipts (not taxable if purely for
Parish Council business); OR

i) The Parish Council providing consumables for the Parish
Coungcillor (not taxable if purely for Parish Council business).

The Panel has stated its belief that any proposal to introduce a new
Scheme of Allowances or to increase an existing scheme could be
something which the Parish or Town Council may feel is appropriate for
consuitation with its electorate.

The Panel has always emphasised that it would welcome
representations and new information from Councils to inform future
Scheme reviews.

THE YEAR 2024/25

The Panel met remotely on 7 March 2024 to consider its
recommendations for 2024/25.
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6.2  All Parish and Town Councils within the Borough were invited to submit
any views which they wished the Panel fo consider. Knowsley Town
Council (asking that their submission from last year be re-submitted)
outlined a number of points for the Panel to consider in support of a
payment of a basic allowance to its Members, the main points of which
are summarised below:

(i) All travel expenses are met from the basic allowance. Knowsley
Township covers three large areas where public transport is not
always reliable and not every Member of the Town Council has
access to a vehicle;

(i)  Telephone costs are met from the basic aliowance. Any increase
in costs is borne by the Member and communication by email is
not always possible as not every Member has access to a
personal computer or email address;

(iiy  The costs of meals and refreshments whilst on council business
are met from the basic allowance;

(iv)  The majority of Members of the Town Council are in full time
work — not all employers pay for time off for public duties. The
payment of a basic allowance helps ease the burden of the loss
of earnings in this instance.

6.3  Following consideration of the submission and all relevant guidance, the
Panel recommends that:-

(i) No parish basic allowance be payable during the financial year
2024/25; and

(i) Reasonable out of pocket expenses for travel and subsistence be
reimbursed in respect of duties and meetings covered by the
relevant regulations.

6.4 The Panel will always welcome representations on these issues to inform
future consideration.

Alan Hill, Chairperson of the Independent Remuneration Panel
April 2024
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22
PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Prescot Town Hall Carpark Survey to Reduce Local Traffic Issues

BACKGROUND TO THE REPORT

Members will be aware that at certain times of the day (typically
from 4pm onwards) traffic flow around Prescot Town Hall has
become a significant issue.

Members are asked to consider whether the carpark at Prescot
Town Hall should be used to help alleviate these issues, having
regard to a request from a local business and the likely impact on
council facilities hirers if parking were extended to this business
and /or the wider community.

PURPOSE OF THE REPORT

To CONSIDER and APPROVE the recommendations of the
report.

REPORT PREPARED BY:
Alex Spencer — Town Clerk
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INTRODUCTION

Members will be aware that at certain times of the day (typically from 4pm
onwards) traffic flow on Warrington Road (specifically the area outside
Prescot Town Hall and leading towards Maturo) has become a significant
issue.

Anecdotally at least, there is a feeling from some residents that it is only a
matter of time before a pedestrian or other road user becomes injured as a
result of reduced traffic flow and vehicles squeezing passed one another.

Appendix One to this report provides photographs of the area being referred
to at 7.30pm on 23 May 2024

Prescot’s increasing nighttime economy often results in taxis or family
members mounting kerbs on Warrington Road; with the resuit that road
space is reduced and traffic flow affected.

The problem is further compounded by customers of businesses within the
area; who invariably mount the kerb for a short period of time, buy their
goods, return to their vehicle and continue their journey.

Despite parking only being for a short period, these vehicles affect traffic
flow by reducing space and forcing other vehicles to wait and/or pass others.

Members are reminded that double-yellow lines are in effect within this area,
and so no stopping or parking is permitted.

In addition, Members are further reminded that Knowsley Council is the
relevant highway authority with responsibility for highway maintenance and
enforcement. Prescot Town Council has no duties or powers in this regard.

To help alleviate these issues Knowsley Council did deploy enforcement
officers for a short period in March/April to help dissuade people from
stopping/parking on double yellow line. Whilst this action may have
improved traffic flow, local businesses have reported it had a negative effect
on their trade owing to actual or potential customers being unable to stop
directly outside the place of business.

Furthermore, Members are reminded that free parking is currently available
at the following locations from the area referred to:-

High Street, adjacent to Chatwins bakery (circa 150m away)
Cyprus Street Car Park (circa 1560m away)

Mill Street Car Park (circa 250m away)

Prescot Shopping Centre Car Park (circa 400m away)

coow

The Town Clerk is aware that some Prescot ward councillors are familiar
with the issues detailed above and have spoken directly with Knowsley
Council and local businesses to discuss resolutions which strikes a balance
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between ensuring the safety of the highway and not implementing measures
which adversely affect local trade.

Against this backdrop, the Town Clerk presents this report to Members as
he has been approached by the owners of “The Big Chippy” located on
Warrington Road to seek resolution as to whether customers of “The Big
Chippy” could use the car park at Prescot Town Hall — thereby negating the
need for customers to park on Warrington Road.

Referring to 1.8 above, during the period where highway enforcement
officers were deployed owners of "The Big Chippy” reported a considerable
loss in trade and moving forward, are hesitant to see the introduction of
permanent barriers on pavements to dissuade customers given the likely
impact on trade.

Owners of “The Big Chippy” are of the opinion that customers utilising the
carpark at Prescot Town Hall not only helps to resolve traffic flow issues, but
will help to support local businesses who would otherwise be adversely
affected if permanent barriers were introduced.

The Town Clerk is of the opinion that such as request extends beyond his
delegated authority for management of council assets, and as such, formal
Council resolution is sought. This opinion has been communicated to the
owners of “The Big Chippy.”

CURRENT POSITION

Members will be familiar with Council's current position insofar as 21 vehicle
parking spaces and 2 disabled parking spaces are on site at Prescot Town
Hall.

Access to the car park is restricted by two barriers which are opened via
intercom by council officers; or by punching in a four digit code on the barrier
panel. Officers can manually override barriers by insertion of an override
key.

Unfortunately, at the time of writing, the intercom system is not working and
as result, both barriers are left open during working hours to enable access
to the Town Hall, and at the end of the working day, officers typically
manually override the barrier to prevent access to the public.

Costs to repair the intercom have been previously agreed by Council and
works are scheduled to commence week commencing 27t May 2024.

Our onsite carpark is typically utilised by those who hire our rooms.

However, utilisation can vary considerably depending on the hiring group —
Deaf Club for instance typically utilise alf car parking spaces every other
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Friday, whereas groups such as martial arts or aerobics may use around
10% of the total available on site.

This is also true of function room hirers for family occasions who typically
utilise over 75% of car parking spaces during a function and may leave their
vehicle overnight.

In consideration of the request from the owners of “The Big Chippy” the
operational impact and inconvenience to both current and prospective hirers
of council facilities must be considered.

For this reason, the Town Clerk has completed a carpark survey overa 5
week period between March and April 2024 to assess car park utilisation
and help Members’ discussions as to whether council operations would be
adversely affected if the request of “The Big Chippy” was indeed resolved.

As part of this survey, the Town Clerk has completed both a physical count

of car parking spaces utilised at a given time; and has also reviewed CCTV
footage. Data as recorded is presented at Appendix Two.

LEGALITIES AND CONSIDERATIONS

A. INSURANCE & LEGALITIES

The Town Clerk has sought advice from Council’s insurer who has provided
insurance and legal advice in consideration of the request.

From an insurance perspective, Council is advised that insurers welcome
Town and Parish Councils supporting their communities to relieve traffic
issues as ultimately safer roads reduce accidents and insurance claims.

Council's insurer had no issue with the Town Hall carpark being used by the
community as essentially a grafis car park, however it would need to ensure
that its surface was fit for purpose i.e. that no pot-holes which could damage
vehicles and/or persons were present, and that regular inspections were
undertaken.

Gratis carparking was preferred over charging, as this can present issues in
terms of money collection, enforcement, clamping etc.

Where “exclusivity” was being sought e.g. to “The Big Chippy.” a licence
would need fo be granted and consideration of a fair level of renumeration
incorporated. Both parties would need to make sure that they were
discharging their responsibilities under the terms of the licence.

In the event of an accident occurring on site as a result of the carpark being
used, provided the damage/injury was not a result of the condition of the
carpark itself e.g. potholes, the claim would essentiaily be between the two
parties involved. Councit may however be required to give evidence to

122



3.7

3.8

4.1

4.2

4.3

4.4

4.5

support the insurance claim in support of CCTV footage, statements and/or
inspection records.

Given likely increased use, insurer advised a properly cost asset

maintenance plan to prevent the carpark falling into disrepair and likely
injury/damage resulting thereto.

B. CONSIDERATIONS

Members are advised that there are a number of considerations which must
be factored into their resolution:-
i.  Whether fo grant “The Big Chippy” exclusivity - at what level and
whether an annual charge should be applied.
ii. Whether the Town Hall carpark should be gratis and for the benefit of
residents of and visitors to the town
fil. In consideration of i. and ii. above, the impact on hirers of council
facilities, who (when hiring facilities) have an expectation that they
would be able to park at the town hall.
iv. As a result of more vehicles coming onto site, the likelihood of more
repairs to surface being required.
v. Whether barrier access should continue and the risks of having an
open space accessible by all e.g. fly tipping.

CAR PARK SURVEY

A. CARPARK SURVEY METHODOLOGY

The Town Clerk completed a carpark survey over a five week period
between Monday 25" March 2024 and 28 April 2024.

The purpose of the survey was to assess carpark utilisation during council
working hours, which afso included functions at weekends where applicable.

In agreement with the owners of “The Big Chippy” periods between 4.00pm
and 8.00pm were of particular focus as this is the busiest period for the
business and the likely impact on groups using the Town Hall and its
carpark would need to be assessed.

Again, in agreement with the owners of “The Big Chippy” carpark utilisation
at or above 50% would be highlighted as Red given that if permission to use
were granted, there be a likely increase on carpark utilisation by “Big
Chippy" customers.

Data recorded as part of the carpark survey is shown at Appendix Two.
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5.0 RECOMMENDATIONS

Members are recommended to:-

1. Refer to the report and accompanying appendices to resolve how
Prescot Town Hall carpark could be used to help alleviate traffic issues
as detailed above.

2. Note the contents of this report.
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PRESCOT TOWN COUNCIL

ANNUAL MEETING

30" MAY 2024

REPORT TITLE:

Christmas Closedown 2024

BACKGROUND TO THE REPORT

As members will be aware local government bodies across
England and Wales traditionally have a period of closure between
Christmas and New Year. Demand on services is much reduced
during this time, which enables such a closure to be effected.

PURPOSE OF THE REPORT

To CONSIDER and APPROVE the proposed Christmas
Closedown Period as stated within this report.

REPORT PREPARED BY:

Alex Spencer — Town Clerk
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INTRODUCTION

As members will be aware local government bodies across England and
Wales traditionally have a period of closure between Christmas and New
Year.

Demand for council services during this period is much reduced and coupled
with other organisations closing during the same period, the progression
and/or completion of tasks can be difficuit.

PROPOSAL

In line with other public bodies in the local area it is proposed that Prescot
Town Council closes from 5:00pm on Friday 201" December 2024 until
9:00am on Thursday 2" January 2025.

To achieve this period of closure as in previous years, Members are asked to
grant the provision of two ex-gratia concessionary leave days to officers.

These days would be taken on Monday 239 and Tuesday 24" December.

The remaining 3 days being taken from officers’ annual leave entitlement on
Friday 27" Monday 30" and Tuesday 315 December 2024,

All groups who have block bookings at the Town Hall will be contacted to
make them aware that the Town Hall cannot be used during this period.

RECOMMENDATIONS

Using the powers granted under the Local Government Act 1872 members:

1. Approve the closure of Prescot Town Hall from 5:00pm on Friday 20'
December 2024 until 9:00am on Tuesday 2" January 2025.
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