PART A
STANDING ORDERS
Meetings
A1 
MEETINGS

A1.1 Meetings of the Council shall be held at the Town Council Offices at 19.00 hours unless the Council otherwise decides at a previous meeting. Meetings will conclude at 21.00 hrs unless motion to extend the meeting is passed.  Meeting will not continue beyond 21.30 hours. If business is unfinished a meeting will be held on the following evening at 19.00 hours unless otherwise agreed by Council. Exceptionally, in the event that these premises are not available, the meetings shall be held in an alternative Public meeting place which is not licensed to sell alcohol. List of nominated buildings attached.

A1.2 The Statutory Annual meeting (a) in an election year shall be held on a Tuesday within 14 days of the fourth day after the ordinary day of elections to the Council and (b) in a year which is not an election year shall be held on the last Tuesday in May or last Wednesday following a bank holiday .

A1.3 In addition to the Statutory Annual Town Council Meeting, at least three other statutory meetings shall be held in each year at such dates and times and at such place as the Council may direct. 

A2 
CHAIRPERSON OF MEETINGS

A2.1 The Chairperson, if present, shall preside.  If the Chairperson is absent, the Deputy Chairperson shall preside.  If both the Chairperson and Deputy Chairperson are absent, the members shall choose a Councillor to preside.

A2.2 The person presiding at a meeting may exercise all the powers and duties of the Chairperson in relation to the conduct of the Meeting.

A3 
PROPER OFFICE

A3.1 Where a statute, regulation or order confers functions or duties on the proper officer of the Council in the following cases, he shall be the Clerk:-


(a) To receive declarations of acceptance of office.


(b) To receive and record notices disclosing personal and prejudicial interests.


(c) To receive and retain plans and documents.


(d) To sign notices or other documents on behalf of the Council.

In any other case the proper officer shall be the person nominated by the Council and, in default of nomination, the Clerk.

A4 
QUORUM

A4.1 Three members or 1/3rd of the total membership, whichever is the greater, shall constitute a quorum (this is currently 5 based on a membership of 13).

A4.2 Three members or 1/3rd of the membership, whichever is the greater, shall constitute a quorum of a subsidiary group i.e. committee, sub committee or working group.

A4.3 If a quorum is not present when the Council, or a subsidiary group meets or if during a meeting the number of Councillors present and not debarred by reason of a prejudicial interest falls below the quorum, the business not transacted at that meeting shall be transacted at the next meeting or on such other day as the Chairperson may fix.

A5 
VOTING AT MEETINGS OF THE COUNCIL AND OF SUBSIDIARY GROUPS

A5.1 Members shall vote by show of hands unless, prior to a vote being taken:


(a) two members so request, by secret ballot, or

(b) two members so request, by signed ballot, or


(b) one member so requests, by a recorded vote

A5.2 If a member so requires, the Clerk shall record the names of the members who voted on any question so as to show whether they voted for or against it.

A5.3.1 Subject to 5.3.2 and 5.3.3 below the Chairperson may give an original vote on any matter put to the vote, and in the case of an equality of votes may give a casting vote whether or not he gave an original vote.

A5.3.2 If the person presiding at the annual meeting would have ceased to be a member but for the statutory provisions which preserve the membership of the Chairperson and Vice-Chairperson until the end of their term of office he may not give an original vote in an election for Chairperson.

A5.3.3 The person presiding must give a casting vote whenever there is an equality of votes in an election for Chairperson.
A6 
ORDER OF BUSINESS

A6.1 In an election year Councillors should execute Declarations of Acceptance of Office in each others presence, or in the presence of a proper officer previously authorised by the Council to take such declaration, before the Annual Meeting commences.

A6.2 At each Annual Meeting the first business shall be:-


(a) To elect a Chairperson

(b) To receive the Chairperson’s Declaration of Acceptance of Office or, if

not then received, to decide when it shall be received


(c) In the ordinary year of election of the Council to fill any vacancies left 


unfilled at the election by reason of insufficient nominations

(d) To decide when any Declarations of Acceptance of Office which have not 
been received as provided by law shall be received


(e) To elect a Vice-Chairperson

(f) To appoint subsidiary groups or any other officers which the Council deems 
necessary


(g) To appoint representatives on any other organisation or authority which the 
Council deems necessary


(h) To consider the payment of any subscription falling due to be paid annually


(i) To inspect any deed and trust instrument in the custody of the Council; and shall 
thereafter follow the order set out in Standing Order A6.5


A6.3 At every meeting other than the Annual Meeting the first business 
shall be to appoint a Chairperson if the Chairperson and Vice-Chairperson be 
absent and to receive such Declarations of Office (if any) as are required by 
law to be made, or if not then received to decide when they shall be 
received.


A6.4 In every year not later than the meeting at which the estimates are settled the 
Council shall review the pay and conditions of service of existing employees. 


A6.5 After the first business has been completed, the order of business, unless the 
Council otherwise decides on the ground of urgency, shall be as follows:-

(a) To read and consider the minutes: provided that if a copy has been circulated 
to each member not later than the day of issue of the summons to attend the meeting, the Minutes may be taken as read.


(b) After consideration, to approve the signature of the Minutes by the person 
presiding, as a correct record.


(c) To deal with business expressly required by statute to be done.


(d) To dispose of business, if any, remaining from the last meeting.


(e) To receive such communications as the person presiding may wish to lay 
before the Council.


(f)  To receive and consider reports, minutes and recommendations of subsidiary 
groups (committees, sub committees and working groups), and ratify where 
appropriate


(g) To receive and consider reports from Members

(h) To receive and consider reports from County and District Councillors, and Council Representatives


(i) To receive and consider reports from the Clerk.


(j) to deal with correspondence requiring action


(k) To authorise the sealing and signing of documents.


(l) To authorise the signing of orders for payment. 


(m) To consider resolutions or recommendations in the order in which they have 
been notified.


(n) Any other business specified in the summons.


(o) To hear questions and comments from the public.


A6.6 A motion to vary the order of business


(a) may be proposed by the Chairperson or by any member and, if proposed by the 
Chairman, may be put to the vote without being seconded, and


(b) shall be put to the vote without discussion.

A7 
RESOLUTIONS MOVED ON NOTICE

A7.1 Except as provided by these Standing Orders, no resolution may be moved 
or item discussed unless the business to which it relates has been put on the Agenda by the Clerk, or the mover has given notice in writing of its terms and has delivered the notice to the Clerk not later Monday in the week preceding the next meeting of the Council.


A7.2 The Clerk shall date every notice of motion or recommendation when 
received by him, shall number each notice in the order in which it was received and 
shall enter it in a book which shall be open to the inspection of every member of the 
Council.


A7.3 The Clerk shall insert in the summons for every meeting all notices of 
motion or recommendation properly given in the order in which they have been 
received, unless the member giving a notice of motion has stated in writing that he 
intends to move at some later meeting or that he withdraws it.


A7.4 If a resolution or recommendation specified in the summons be not moved, it 
shall, unless postponed by the Council, be treated as withdrawn and shall not be 
moved without fresh notice.

A7.5 If the subject matter of a resolution comes within the province of a subsidiary group, it shall, upon being moved and seconded, stand referred without discussion to such subsidiary group or to such other subsidiary group as the Council may determine for report; provided that the Chairperson, if he considers it to be a matter of urgency, may allow it to be dealt with at the meeting at which it was moved.


A7.6 Every resolution or recommendation shall be relevant to some question 
over which the Council has power of which affects its area.

A8 
RESOLUTIONS MOVED WITHOUT NOTICE

A8.1 Resolutions dealing with the following matters may be moved without 
notice:-

(a) To appoint a Chairperson of the meeting.


(b) To correct the minutes.


(c) To approve the minutes.


(d) To alter the order of business.


(e) To proceed to the next business.


(f) To close or adjourn the debate.


(g) To refer a matter to a subsidiary group.


(h) To appoint a subsidiary group or any members thereof.


(i) To adopt a report.


(j) To authorise the signing of documents.


(k) To amend a motion.


(l) To give leave to withdraw a motion or an amendment.


(m) To extend the time limit for speeches


(n) To exclude the press and/or the public. (See Standing Order A24.1 below)


(o) To silence or eject from the meeting a member named for misconduct. (See 
Standing Order A9.2 below)


(p) To invite a member having an interest in the subject matter under debate to 
remain. (See Standing Order A20.1 below.)


(q) To give the consent of the Council where such consent is required by these 
Standing Orders.


(r) To suspend any Standing Order. (See Standing Order A29.1 below.)


(s) To adjourn the meeting.

A9 
DISORDERLY CONDUCT

A9.1 No member shall at a meeting persistently disregard the ruling of the Chairperson, wilfully obstruct business, or behave irregularly, offensively, improperly or in such a manner as to scandalise the Council or bring it into contempt or ridicule.


A9.2 If, in the opinion of the Chairperson, a member has broken the provisions of 
paragraph A9.1 of this Order, the Chairperson shall express that opinion to the 
Council and thereafter any member may move that the member named be no 
longer heard or that the member named do leave the meeting, and the motion, if 
seconded, shall be put forthwith and without discussion.

A9.3 If either of the motions mentioned in paragraph A9.2 is disobeyed, the Chairperson may suspend the meeting or take such further steps as may reasonably be necessary to enforce them.

A10 
QUESTIONS


A10.1 A member may ask the Chairperson any question concerning the business of 
the Council


A10.2 A member, with or without notice, may ask the Chairperson of a subsidiary 
group any question upon the proceedings of the subsidiary group then before the 
Council if the question is put before the Council’s consideration of those 
proceedings is finished. 


A10.3 No questions not connected with business under discussion shall be 
asked unless the Chairperson gives permission


A10.4 Every question shall be put and answered without discussion.


A10.5 A person to whom a question has been put may decline to answer. 

A11 
RULES OF DEBATE


A11.1 No discussion shall take place upon the minutes except upon their accuracy.  
Corrections to the minutes shall be made by resolution and must be initialled by the 
Chairperson.


A11.2.1 A resolution or amendment shall not be discussed unless it has been 
proposed and seconded, and unless proper notice has already been given, it shall, 
if required by the Chairperson, be reduced to writing and handed to him before it is 
further discussed or put to the meeting.


A11.2.2 A member, when seconding a resolution or amendment may, if he then 
declares his intention to do so, reserve his speech until a later period of the 
debate


A11.2.3 A member shall direct his speech to the question under discussion or to a 
personal explanation or to a question of order.


A11.2.4 No speech shall exceed five minutes, except by consent of the Council.


A11.2.5 An amendment shall be either to:


(a) leave out words


(b) leave out words and insert or add others


(c) insert or add words


A11.2.6 An amendment shall not have the effect of negating the resolution before 
the Council.


A11.2.7 If an amendment be carried, the resolution, as amended, shall take the 
place of the original resolution and shall become the resolution upon which any 
further amendment may be moved.


A11.2.8 A further amendment shall not be moved until the Council has disposed of 
every amendment previously moved.


A11.2.9 The mover of a resolution or of an amendment shall have the right of reply.


A11.2.10 A member, other than the mover of a resolution, shall not, without leave 
of the Council, speak more than once on any resolution except to move an 
amendment or further amendment, or on an amendment, or on a point of order, or 
impersonal explanation, or to move the closure.


A11.2.11 A member may rise to make a point of order or a personal explanation.  
A personal explanation shall be confined to some material part of a former 
speech made by him which may have been misunderstood.  A member rising for 
these purposes shall be heard forthwith.


A11.2.12 A motion or amendment may be withdrawn by the proposer with the 
unanimous consent of the Council, which shall be signified without discussion and 
no member, may speak upon it after permission has been asked for its withdrawal, 
unless such permission has been refused.


A11.2.13 When a resolution is under debate, no other resolution shall be moved 
except the following:


(a) to amend the resolution


(b) to proceed to the next business


(c) to adjourn the debate


(d) that the question now be put


(e) that a member named be not further heard


(f) that a member named does leave the meeting


(g) that the resolution be referred to a subsidiary group


(h) to exclude the public or the press or both


(i) to adjourn the meeting
A11.2.14 The ruling of the Chairperson on a point of order or on the admissibility of a personal explanation shall not be discussed


A11.2.15 Members shall address the Chairman


A11.2.16 If two or more members put up their hands the Chairperson shall call upon 
one of them to speak and the other(s) shall put their hands down.
A11.2.17 Whenever the Chairperson rises during the debate, all other members shall be seated and silent


A11.2.18 The mover of a resolution shall have a right of reply immediately before 
the resolution is put to the vote.  If an amendment is proposed the mover of the 
amendment shall be entitled to reply immediately before the amendment is put to 
the vote.  A member exercising a right of reply shall not introduce new matter.  After 
the right of reply has been exercised or waived, a vote shall be taken without further 
discussion.


A11.2.19 A member may, without the consent of his seconder, move 
amendments to his own resolution.


A11.2.20 Following full debate the Chairperson
will ask for proposals and 
amendments to be put to the meeting.

A12 
RECISION OF PREVIOUS RESOLUTION


A12.1 A decision of the Council (whether affirmative or negative) shall not be 
reversed within six months, except either by a special resolution, a written notice 
whereof bears the names of a least 9 members of the Council, or by a resolution 
moved in pursuance of the report or recommendation of a subsidiary group.

A12.2 When a special resolution or any other resolution moved under the provision of paragraph A12.1 of this Order has been disposed of, no similar resolution may be moved within a further six months.


A12.3 The provisions of paragraphs A12.1 and A12.2 shall not apply to resolutions 
moved in pursuance of the report of recommendation of a subsidiary group.

A13 
VOTING ON APPOINTMENTS

Where more than two persons have been nominated for a position on the Council, or subsidiary group, or other position to be filled by the Council and of the votes given there is not an absolute majority in favour of one person, the name of the person having the least number of votes shall be struck off the list and a fresh vote taken, and so on until a majority of votes is given in favour of one person.

A14 
DISCUSSIONS AND RESOLUTIONS AFFECTING EMPLOYEES OF THE COUNCIL

If at a meeting there arises any question relating to the appointment, conduct, promotion, dismissal, salary or conditions of service, of any person employed by the Council, it shall not be discussed by the Council until the public has been excluded. (See Standing Order A24.1)

A15 
RESOLUTIONS ON EXPENDITURE AND LEGAL MATTERS

A15.1 Once the budget has been agreed by the Council for a financial year, a resolution must be passed and voted upon, to the effect that it be adopted and that the precept incorporated in that budget be set.   Should the budget subsequently be amended, the amended budget should similarly be formally adopted by resolution.

A15.2 Any proposal to substantially increase expenditure upon any service, or reduce the revenue  of the Council, or to incur capital expenditure not previously budgeted,  shall be discussed by the Council and voted on in the normal way.

A15.3 Any proposal to enter the Council into a legally binding agreement (other than for the supply of goods and services), must be put to the Council by resolution and voted upon.  Where legal documents require to be signed on behalf of the Council, the resolution should state who is to sign on behalf of the Council; this will normally be two members of the Council.

A16 
EXPENDITURE

Orders for the payment of money shall be authorised by resolution of the Council and signed by two members and the Clerk
A17 
SUBSIDIARY GROUPS (COMMITTEES, SUB COMMITTEES AND WORKING 
GROUPS)

A17.1 The Council may at its Annual Meeting appoint subsidiary groups and may at any other time appoint such other subsidiary groups as are necessary, but subject to any statutory provision in that behalf:-


(a) shall provide terms of reference (see Part B of these Standing Orders),

(b) shall not appoint any member of a subsidiary group so as to hold office later 
than the next Annual Meeting,


(c) may, subject to the provisions of Standing Order A12 above, at any time 
dissolve or alter the membership of a subsidiary group


A17.2 The Chairperson and Deputy Chairperson, ex-officio, shall be members of every 
subsidiary group

A17.3 Every subsidiary group shall, at its first meeting, before proceeding to any other business, elect a Chairperson and may elect a Vice Chairperson both of whom shall hold office until the next Annual Meeting of the Council. 


A17.4 The Chairperson of a subsidiary group or the Chairperson may convene a meeting 
of that subsidiary group at any time.  An additional meeting shall also be convened on 
the requisition in writing of not less than a quarter of the members of the subsidiary 
group.  At least three days notice of any meeting must be given to all members of 
the subsidiary groups (unless all members can attend at an earlier date).  The 
summons (if required) shall set out the business to be considered at the meeting 
and no other business shall be transacted at that meeting.


A17.5 The task of each subsidiary group is to discuss issues within its remit (as set 
out in section B below) and to bring recommendations forward to the full Council.  
Subsidiary groups (other than full committees) have no power to take decisions on 
behalf of the Council, nor to bind the Council to any contract or course of action.


A17.6 If any member of the Council, either being present at a meeting of a 
subsidiary group, or by giving notice in writing to the Chairperson of the subsidiary 
group before the meeting, requests that a particular matter be decided by the full 
Council then that matter shall not be decided by the subsidiary group under its 
delegated powers but may be subject to a recommendation to the Council.


A17.7 Members of the Council may be co-opted to a subsidiary group for the 
purposes of making a meeting quorate, and those members may vote.


A17.8 A quorum of a subsidiary group shall be the greater of three or one third of 
its members, rounded if necessary to the next whole number above.


A17.9 The normal rules of debate (see Standing Order A11), voting (see Standing 
Order A5) and the rules concerning Councillors interests (see Standing Order A20) 
apply to all subsidiary groups.

A18 
ACCOUNTS AND FINANCIAL STATEMENT


A18.1 Except as provided in paragraph A18.2 of this Standing Order or by 
statute, 
all accounts for payment and claims upon the Council shall be laid before the 
Council.


A18.2 Where it is necessary to make a payment before it has been authorised by 
the Council, such payment shall be certified as to its correctness and urgency by 
the Clerk.  Such payment shall be authorised by the subsidiary group, if any, having 
charge of the business to which it relates, or by the Clerk for payment with the 
approval of the Chairperson or Vice Chairperson of the Council.


A18.3 When a council meeting is not quorate payments shall be certified as to their 
correctness and urgency by the Clerk.  Such payment shall be authorised by the 
Chairperson or Vice Chairperson of the Council.

A18.4 All payments ratified under sub paragraph A18.2


A18.5 The Council shall abide by the Financial Regulations contained in section D 
of these Standing Orders

A19 
ESTIMATES


A19.1 The Council shall approve the budget for the coming financial year at its 
meeting in the month of December and set the precept (see Standing Order A15.1).


A19.2 Any subsidiary group desiring to incur expenditure shall, not later than the 
last day of October give the Clerk a written detailed preliminary estimate of the 
expenditure recommended for the coming year.  This estimate is to be finalized by 
the last day of November
A20 
INTERESTS (See also Part C)

A20.1 All Councillors will act in accordance with the Model Code of Conduct - 
Parish Councils (copy attached).  Any member who considers that he has a 
personal interest in any matter under discussion shall declare such interest as soon 
as it becomes apparent, disclosing the existence and nature of the interest as 
required.


A20.2 Any member who considers that he has a prejudicial interest in any matter 
under discussion shall declare such interest as soon as it becomes apparent, 
disclosing the existence and nature of the interest as required.  He must withdraw 
from the room where the meeting is being held during consideration of the item to 
which the interest relates. In addition he must not seek improperly to influence a 
decision about that matter.


A20.3 The Clerk shall compile and hold a Register of Member’s Interests and 
shall record in a book to be kept for the purpose, particulars of any notice 
given 
by any member or any officer of the Council of a prejudicial interest in a 
contract, and the book shall be open during reasonable hours of the day for 
inspection of any member.


A20.4 If a candidate for any appointment under the Council is to his knowledge 
related to any members or the holder of any office under the Council, he and the 
person to whom he is related shall disclose the relationship in writing to the 
Clerk.  A candidate who fails to do so shall be disqualified for such appointment 
and, to the appropriate subsidiary group any such disclosure.  Where relationship to 
a member is disclosed Standing Order A20.2 shall apply.  The Clerk shall make the 
purport of this Standing Order to every candidate.

A21 
CANVASSING OF AND RECOMMENDATIONS BY MEMBERS


A21.1 Canvassing of members of the Council or of any subsidiary group, directly 
or 
indirectly, by any individual, company or organisation in connection with the 
possible appointment of that individual, company or organisation by the Council for 
the supply of goods or services shall disqualify the individual, company or 
organisation from such appointment.  The Clerk shall make known the purport of 
this Standing Order to every such individual, company or organisation.


A21.2 A member of the Council or of any subsidiary group shall not solicit for or 
recommend any individual, company or organisation for any such appointment for 
the supply of goods or services, or for promotion; but, nevertheless, any such 
member may give a written testimonial of the ability, experience or character of any 
individual, company or organisation for submission to the Council with an 
application for appointment.


A21.3 Standing Order A18.4 shall apply to tenders as if the person making the 
tender were a candidate for an appointment.


A22 
INSPECTION OF DOCUMENTS


A22.1 A member may for the purpose of his duty as such (but not otherwise), 
inspect any document in possession of the Council or a subsidiary group, and if 
copies are available shall, on request, be supplied for a like purpose with a copy.


A22.2 All Minutes kept by the Council and by any subsidiary group shall be 
open for the inspection of any member of the Council.

A23 UNAUTHORISED ACTIVITIES

No member of the Council or of any subsidiary group shall in the name of or on behalf of the Council


(a) inspect any lands or premises which the Council has a right or duty to inspect; 
or


(b) issue orders, instructions or directions; or


(c) make any commitment


unless authorised to do so by the Council or the relevant subsidiary group.

A24 
ADMISSION OF THE PUBLIC AND PRESS TO MEETINGS

A24.1 The public shall be admitted to all meetings of the Council which may, however, temporarily exclude the public and press by a declaration by the Chairperson that “in view of the [special] [confidential] nature of the business about to be conducted it is advisable in the public interest that the public and press be temporarily excluded and they are instructed to withdraw".  In practice all such business will, if possible, be scheduled as the last item(s) on the agenda.


A24.2 The Clerk shall afford to the press reasonable facilities for taking their 
report of any proceedings at which they are entitled to be present.

A24.3 If a member of the public interrupts the proceedings at any meeting, the Chairperson may, after warning, order that they be removed from the meeting. If they will not leave the police are to be called 
A24.4 At appropriate points on the agenda the public may be entitled to put questions and make comment to the Chairperson, to be answered by the Chairperson, unless otherwise directed by the Chairperson.


A24.5 Unless invited to do so by the Chairperson, no Councillor shall address a 
member of the public during a Council meeting.

A24.6 Invited speakers to address council will be called to a separate meeting on 
the 2nd Tuesday at 19.00 hours unless otherwise decided by the Council. 
A25 
CONFIDENTIAL BUSINESS


A25.1 No member of the Council or of any subsidiary group shall disclose to any 
person not a member of the Council any business declared to be confidential by the 
Council or a subsidiary group. 


A25.2 Any member in breach of the provision of Standing Order A25.1 may be 
removed from any subsidiary group of the Council by the Council.

A25.3 Minutes arising from confidential business will not be placed in the public 
domain until they have been ratified by the council. 
A26 
LIAISON WITH DISTRICT AND COUNTY COUNCILLORS


A26.1 A notice of meeting together with an invitation to attend shall be sent to the 
District Councillor(s) for the district ward, and to the County Councillor for the 
county division.


A26.2 Unless the Council otherwise orders, a copy of each letter ordered to be sent 
to the District or County Council shall be transmitted to the District Councillor for the 
ward and to the County Councillor for the division as the case may require.


A26.3 District and County Councillors representing Coleford are invited to attend 
the ordinary meetings of the Council and where the business is relevant to the 
authorities, on which they serve, may, at the invitation of the Chairperson, speak 
without Standing Orders being suspended.

A27 
STANDING ORDER ON CONTRACTS

The Council will be bound by the Financial Regulations detailed in Part D

A28 
CODE OF CONDUCT ON COMPLAINTS

The Council shall deal with complaints of maladministration allegedly committed by the Council or by any officer or member in the manner recommended by the National Association of Local Councils and detailed in Part E.

A29 
VARIATION, REVOCATION AND SUSPENSION OF STANDING ORDERS


A29.1 Any or every part of these Standing Orders, except those printed in italics 
and underlined, may be suspended by resolution in relation to any specific item of 
business, such resolution to be agreed by a majority of the members of the Council 
for the time being


A29.2 A resolution permanently to add, vary or revoke a Standing Order shall, when 
proposed and seconded, stand adjourned without discussion to the next ordinary 
meeting of the Council.

A30 
STANDING ORDERS TO BE GIVEN TO MEMBERS

A copy of these Standing Orders shall be given to each member by the Clerk upon delivery to him of the member's declaration of acceptance of office.

A31 
COMMUNICATIONS

A31.1 All communication, written and verbal, between the Council and others must be effected through the Clerk.  All correspondence issued on behalf of the Council must be prepared and signed by the Clerk with copies being sent to the Chairperson and other Councillors as appropriate.  Incoming correspondence should be addressed to the Clerk and opened by him.  Copies of incoming mail will be sent to the Chairperson and other Councillors as appropriate for actioning.  Any correspondence received by Councillors must be forwarded to the Clerk without any action being taken.

A31.2 For the purposes of these Standing Orders "correspondence" includes 
letters, faxes, e-mails and any other non verbal means.


A31.3 Enquiries by the press or a request for a statement must be directed to the 
Clerk.  No Councillor, with the exception of the Chairman, or in his absence the Vice 
Chairperson has authority to make statements on behalf of the Council unless 
authorised by the Chairperson or in his absence the Vice Chairperson.

PART B
THE ROLE AND REMIT OF SUBSIDIARY GROUPS

(COMMITTEES, SUB COMMITTEES AND WORKING GROUPS)
The task of each subsidiary group is to discuss issues within its remit (as set out below), and to bring recommendations forward to the full Council. Recommendations made at a quorate committee meeting represent the view of the whole committee. Subsidiary groups (other than committees) have no power to take decisions on behalf of the Council, nor to bind the Council to any contract or course of action, except those specifically delegated below.

The Clerk is responsible for convening meetings, arranging for members to have copies of the relevant papers, and for inviting planning applicants to meetings of the Planning Committee.  The Chairperson is responsible for reporting recommendations to the full Council.
All councillors are able to attend committee meeting and all are open to the general public. 

All subsidiary groups and committees will be reviewed annually at the annual meeting. A minimum of a 3rd of members (2 members on a membership of 5) on each committee must change. 

COMMITTEES

Committee





No of members    Frequency

Finance and Office




6 members

Monthly

Responsibilities 

This Committee has no decision-making responsibility and can only make recommendation to Full Council.

Finance:

· Monitoring financial systems and ensuring that Council members complete regular financial checks.

· In depth analysis of auditors (internal and external) reports and the production of an explanatory document for Full Council.

· Monitoring of budgets each quarter.

· Ensuring the Councils funds maximise their full potential.
· Producing recommendation to Council about charges which are made to the public.

2 members of the Burial Committee part of burial charge setting..
· Reviewing all charges to the public on an annual basis in conjunction with the production of the specimen budget. 2 members of the Burial Committee part of burial charge review.
· Producing recommendation to Council about the use of reserves.

· Producing a specimen budget for Council by mid November each year.

· To make recommendation to Council about the size of the precept.

· To ensure that all financial documentation is correct and properly presented.

· To receive training on the Council financial systems (OMEGA).

Office:

· To undertake the role of Coleford Town Council Human Resource Department and ensure that staff are properly treated and the rights of both Council and employees are maintained.  To recommend co-option of other members where appropriate.

· The appointment of staff.

· The appraisal of staff (by nominated sub group of 3) to include firm recommendation for salary review.

· To act as the disciplinary body.

· To highlight areas of concern within employment.

· To ensure that the Council has all appropriate policies and procedures in place i.e. Equal Opportunities, Health and Safety, Lone Working …

· To regularly review (annually) office procedures and roles – all members of Council to be involved.

· To ensure that staff have appropriate working conditions and resources to fulfil their roles.

· To ensure that staff undertake the necessary training to comply with ‘Quality Council’ criteria.

Committee


No of members

Frequency

Planning


6 Members


Bi Monthly


Planning 

Responsibilities 

This Committee has delegated authority to make decisions on behalf of the Council except where a planning application is considered to be contentious. Then the committee will either negotiate a new dead line from the Forest of Dean District Council so that the application can be referred to the monthly Full Council meeting or the committee meeting will become a Full Council meeting.  

· To implement the Councils Planning strategy 

· To review all planning applications and make recommendation to Council

· To highlight areas of issues arising from developments to the Council 

· To attend site meeting when requested 

Committee


No of members

Frequency

Highways


6 Members


Bi Monthly


This Committee has no decision-making responsibility and can only make recommendation to Full Council.

· To implement the Councils Transport strategy 

· To meeting with partners FoDDC & GCC to raise transport issues in and around the Parish 

· To ensure that areas of concern are raised with the relevant bodies 

Committee



No of members
Frequency

Amenities



5 members

Bi-monthly









(Min 4 meetings / year)
Responsibilities

This Committee has no decision-making responsibility and can only make recommendation to Full Council.

To develop the Council’s strategy towards the use of public amenities, the promotion of sport, and the provision for our youth.

The Town Council will provide a member of this committee as the Town Council representative on the Angus Buchanan Committee.

King George V (Pavilion and Playing Field):

· To ensure that the KGV Playing Field and Pavilion are properly maintained and conform to all relevant legislation.

· To ensure that adequate facilities are provided for the user groups.

· To promote the use of the playing field by the community.

· To provide a safe environment.

· To generate income where appropriate.

Town Centre (inc Clock Tower):

· To ensure that the Town Centre provides a showpiece for the Parish which enables everyone to have access, whilst maintaining the character of the town?
· To ensure that the Town Centre is properly maintained and conforms to all relevant legislation.

· To promote the use of the Town Centre as an open performance space.

· To ensure any works carried out in the Town Centre take due regard of the ancient nature of the buildings and conform to listed building regulations.

· To ensure that the Town Centre is a safe environment.

· To work with all partners that provide facilities or events in the town, i.e. the Christmas Lights Committee, the Coleford Carnival of Transport, the Coleford Music Festival, The Coleford Partnership, Churches Together etc.

· To co-ordinate a working party to review current and future use of the Clock Tower.

Play Areas:

· To ensure that the Council provides imaginative play areas for young people of all ages.

· To ensure that play areas are safe environments that conform to relevant legislation and that RoSPA checks are completed annually.

· To look to provide more facilities for the youth.

· To work with partners, e.g. FoDDC, GCC and the Police.

· To support local play areas provided by Trusts and Charities within the Parish.

Other Open Areas:

· To ensure that the Council protects open areas entrusted to its care for the benefit of the community.

Infrastructure (e.g. Benches, Toilets and Bus Shelters):

· To ensure appropriate measures are put in place to risk assess and adequately maintain all infrastructures (within our control) within the Parish.

Committee


No of members

Frequency

Cemeteries and Burial
5 members


4 per year minimum

Responsibilities

The Committee has no decision making responsibility and can only make recommendation to Full Council.

Coleford Town Cemetery

· To ensure that the Town Council’s regulations relating to burials conform to the requirements of the Home Office as described in the paper “Burial Law and Policy in the 21st Century.

· To ensure that memorials are kept within the sizes laid down by the Town Council and that their design and lettering is acceptable. The Town Council will reserve the right to insist that gravestones are to be brought to the Town Council office before installation so that the exact size may be checked.

· To ensure that work to all memorials is carried out in accordance with the latest recommendations and Code of Practice of the National Association of Monumental Masons.

· To ensure the provision of well maintained and safe area for the benefit of visitors to the burial ground and to investigate any complaints made to the Town Clerk with reference to the Burial Ground and the access road leading to it.

· To recommend adequate provision to comply with DDA requirements.

· To ensure an adequate record is maintained of all burials and interment of ashes, also scattered remains.

Mile End Cemetery

· To meet with officers of the Forest of Dean District Council when necessary to discuss issues relating to the cemetery provided by the District Council.

Other provisions

· To meet as necessary with any body or company making arrangements locally for the provision of crematoria or other similar services.
Committee


No of members

Frequency

Public Safety

5 Members


Quarterly

Responsibilities 

This Committee has no decision making responsibility and can only make recommendation to Full Council 

The Town Council will provide a member of this committee as the Town Council representative on the Forest Health Forum, Quarry Liaison Committee and Police Consultative Committees
General:

· To have the opportunity to debate any relevant government legislation, policy changes, or other applicable consultative documents.
Health:

· To monitor and lobby for the provision of adequate Health and Dental services, and to build partnerships with relevant bodies to help make provision sustainable.

Public Areas:

· To ensure adequate precautions are undertaken (gritting, maintenance etc) to ensure so far as is reasonably practicable the safety of the public whilst using areas that fall under the control of the Town Council.  

· To risk assess public areas falling within our control.

· To work with relevant partners to ensure safe access is maintained to King George V pavilion and field.

Emergency Services:

· To monitor the level of service provision of emergency services within our parish, and to lobby against any cuts to these services.

· In particular to work closely with Gloucestershire Police to prevent antisocial behaviour within the parish.

Environmental:

· To build partnerships with Welsh Water, Severn Trent, the Environment Agency and Tarmac Western (to name just a few) to address specific long standing issues within the parish.

Major Incident Plans:

· To understand and communicate our responsibilities under the Forest of Dean District Council Emergency Plan.

Road Safety:

· To work with Parishioners to effectively campaign in all areas of road safety improvements and education.  To liaise with the Planning and Highways sub committee as applicable.

To implement the Councils policy towards providing a safe environment that is able to deal with emergencies and to ensure that the has sufficient services available 
· To bring to the attention of the Council any issue relating to the emergency services

· To make recommendation to council of disaster plans are in place 

· To liaise with partner GCC, FoDDC, Ambulance, Police, Fire Service and Healthy services

Organisation requiring Representatives
The William Jones Charity




1 Member


Halls Charity






4 Members


Citizens Advice Bureau





1 Member


Crime Prevention Panel




1 Member
Wye Valley AONB





1 Member


Forestry Commission Advisory Committee


1 Member


Quarry Liaison Committee




1 Member


Coleford Area Partnership MCTI



1 Member


Coleford Area Parish Forum




The Chairperson


Bells Foundation






2 Members


Forest Health Forum





1 Member


FODDC Planning Site Committee

Any Members of the Planning & Transport Committee
Police Community & Consultative Committee

1 Member


Gloucestershire Playing Fields Committee


1 Member 


Gloucestershire Market Towns Forum


1 Member

Christmas Lights Committee




1 Member
Gloucestershire Rural Transport Pship


1 Member
Nominations for: -


St Johns Junior School





1 nominee
 

Part C
Code of Conduct 
Statutory Instrument 2007 No. 1159

Local Authorities (Model Code of Conduct) Order 2007 No.1159

THE MODEL CODE OF CONDUCT

Part 1
General provisions

Introduction and interpretation

1. — LISTNUM "SEQ1" \l 2  This Code applies to you as a member of an authority.  

(1) You should read this Code together with the general principles prescribed by the Secretary of State (see Annexure to this Code).

(2) It is your responsibility to comply with the provisions of this Code.

(3) In this Code—

“meeting” means any meeting of—

(a) the authority;

(b) any of the authority’s committees or sub-committees, joint committees or joint sub-committees;

“member” includes a co-opted member and an appointed member.

(4) References to an authority’s monitoring officer and an authority’s standards committee shall be read, respectively, as references to the monitoring officer and the standards committee of the district council or unitary county council which has functions in relation to the parish council for which it is responsible under section 55(12) of the Local Government Act 2000.

Scope

2. — LISTNUM "SEQ1" \l 2  Subject to sub-paragraphs (2) to (5), you must comply with this Code whenever you—

(a) conduct the business of your authority (which, in this Code, includes the business of the office to which you are elected or appointed); or

(b) act, claim to act or give the impression you are acting as a representative of your authority,

and references to your official capacity are construed accordingly.

(2) Subject to sub-paragraphs (3) and (4), this Code does not have effect in relation to your conduct other than where it is in your official capacity.

(3) In addition to having effect in relation to conduct in your official capacity, paragraphs 3(2)(c), 5 and 6(a) also have effect, at any other time, where that conduct constitutes a criminal offence for which you have been convicted.

(4) Conduct to which this Code applies (whether that is conduct in your official capacity or conduct mentioned in sub-paragraph (3)) includes a criminal offence for which you are convicted (including an offence you committed before the date you took office, but for which you are convicted after that date).

(5) Where you act as a representative of your authority—

(a) on another relevant authority, you must, when acting for that other authority, comply with that other authority’s code of conduct; or

(b) on any other body, you must, when acting for that other body, comply with your authority’s code of conduct, except and insofar as it conflicts with any other lawful obligations to which that other body may be subject.

General obligations

3. — LISTNUM "SEQ1" \l 2  You must treat others with respect.

(1) You must not—

(a) do anything which may cause your authority to breach any of the equality enactments (as defined in section 33 of the Equality Act 2006(
));

(b) bully any person;

(c) intimidate or attempt to intimidate any person who is or is likely to be—

(i) a complainant, 

(ii) a witness, or 

(iii) involved in the administration of any investigation or proceedings,

in relation to an allegation that a member (including yourself) has failed to comply with his or her authority’s code of conduct; or

(d) do anything which compromises or is likely to compromise the impartiality of those who work for, or on behalf of, your authority.

4.  You must not—

(a) disclose information given to you in confidence by anyone, or information acquired by you which you believe, or ought reasonably to be aware, is of a confidential nature, except where—

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

(ii) you are required by law to do so;

(iii) the disclosure is made to a third party for the purpose of obtaining professional advice provided that the third party agrees not to disclose the information to any other person; or

(iv) the disclosure is—

(aa) reasonable and in the public interest; and

(ab) made in good faith and in compliance with the reasonable requirements of the authority; or

(b) prevent another person from gaining access to information to which that person is entitled by law.

5.  You must not conduct yourself in a manner which could reasonably be regarded as bringing your office or authority into disrepute.

6.  You—

(a) must not use or attempt to use your position as a member improperly to confer on or secure for yourself or any other person, an advantage or disadvantage; and

(b) must, when using or authorising the use by others of the resources of your authority—

(i) act in accordance with your authority’s reasonable requirements; and

(ii) ensure that such resources are not used improperly for political purposes (including party political purposes).

(c) must have regard to any applicable Local Authority Code of Publicity made under the Local Government Act 1986.

7.  Paragraph 7 does not apply to your authority. 

Part 2
Interests

Personal interests

8. — LISTNUM "SEQ1" \l 2  You have a personal interest in any business of your authority where either—

(a) it relates to or is likely to affect—

(i) any body of which you are a member or in a position of general control or management and to which you are appointed or nominated by your authority;

(ii) any body—

(aa) exercising functions of a public nature;

(ab) directed to charitable purposes; or

(ac) one of whose principal purposes includes the influence of public opinion or policy (including any political party or trade union),

of which you are a member or in a position of general control or management;

(iii) any employment or business carried on by you;

(iv) any person or body who employs or has appointed you;

(v) any person or body, other than a relevant authority, who has made a payment to you in respect of your election or any expenses incurred by you in carrying out your duties;

(vi) any person or body who has a place of business or land in your authority’s area, and in whom you have a beneficial interest in a class of securities of that person or body that exceeds the nominal value of £25,000 or one hundredth of the total issued share capital (whichever is the lower);

(vii) any contract for goods, services or works made between your authority and you or a firm in which you are a partner, a company of which you are a remunerated director, or a person or body of the description specified in paragraph (vi);

(viii) the interests of any person from whom you have received a gift or hospitality with an estimated value of at least £25;

(ix) any land in your authority’s area in which you have a beneficial interest;

(x) any land where the landlord is your authority and you are, or a firm in which you are a partner, a company of which you are a remunerated director, or a person or body of the description specified in paragraph (vi) is, the tenant;

(xi) any land in the authority’s area for which you have a licence (alone or jointly with others) to occupy for 28 days or longer; or

(b) a decision in relation to that business might reasonably be regarded as affecting your well-being or financial position or the well-being or financial position of a relevant person to a greater extent than the majority of—

(i) (in the case of authorities with electoral divisions or wards) other council tax payers, ratepayers or inhabitants of the electoral division or ward, as the case may be, affected by the decision; or

(ii) (in all other cases) other council tax payers, ratepayers or inhabitants of your authority’s area.

(2) In sub-paragraph (1)(b), a relevant person is—

(a) a member of your family or any person with whom you have a close association; or

(b) any person or body who employs or has appointed such persons, any firm in which they are a partner, or any company of which they are directors;

(c) any person or body in whom such persons have a beneficial interest in a class of securities exceeding the nominal value of £25,000; or

(d) any body of a type described in sub-paragraph (1)(a)(i) or (ii).

Disclosure of personal interests

9. — LISTNUM "SEQ1" \l 2  Subject to sub-paragraphs (2) to (5), where you have a personal interest in any business of your authority and you attend a meeting of your authority at which the business is considered, you must disclose to that meeting the existence and nature of that interest at the commencement of that consideration, or when the interest becomes apparent.

(1) Where you have a personal interest in any business of your authority which relates to or is likely to affect a person described in paragraph 8(1)(a)(i) or 8(1)(a)(ii)(aa), you need only disclose to the meeting the existence and nature of that interest when you address the meeting on that business.

(2) Where you have a personal interest in any business of the authority of the type mentioned in paragraph 8(1)(a)(viii), you need not disclose the nature or existence of that interest to the meeting if the interest was registered more than three years before the date of the meeting.
(3) Sub-paragraph (1) only applies where you are aware or ought reasonably to be aware of the existence of the personal interest.

(4) Where you have a personal interest but, by virtue of paragraph 14, sensitive information relating to it is not registered in your authority’s register of members’ interests, you must indicate to the meeting that you have a personal interest, but need not disclose the sensitive information to the meeting.

Prejudicial interest generally

10. — LISTNUM "SEQ1" \l 2  Subject to sub-paragraph (2), where you have a personal interest in any business of your authority you also have a prejudicial interest in that business where the interest is one which a member of the public with knowledge of the relevant facts would reasonably regard as so significant that it is likely to prejudice your judgement of the public interest.

(1) You do not have a prejudicial interest in any business of the authority where that business—

(a) does not affect your financial position or the financial position of a person or body described in paragraph 8;

(b) does not relate to the determining of any approval, consent, licence, permission or registration in relation to you or any person or body described in paragraph 8; or

(c) relates to the functions of your authority in respect of—

(i) this sub-paragraph does not apply to your authority;

(ii) this sub-paragraph does not apply to your authority;

(iii) statutory sick pay under Part XI of the Social Security Contributions and Benefits Act 1992, where you are in receipt of, or are entitled to the receipt of, such pay;

(iv) an allowance, payment or indemnity given to members; 

(v) any ceremonial honour given to members; and

(vi) setting council tax or a precept under the Local Government Finance Act 1992.

11.  Paragraph 11 does not apply to your authority.

Effect of prejudicial interests on participation

12. — LISTNUM "SEQ1" \l 2  Subject to sub-paragraph (2), where you have a prejudicial interest in any business of your authority—

(a) you must withdraw from the room or chamber where a meeting considering the business is being held—

(i) in a case where sub-paragraph (2) applies, immediately after making representations, answering questions or giving evidence;

(ii) in any other case, whenever it becomes apparent that the business is being considered at that meeting;

unless you have obtained a dispensation from your authority’s standards committee; and

(b) you must not seek improperly to influence a decision about that business.

(2) Where you have a prejudicial interest in any business of your authority, you may attend a meeting but only for the purpose of making representations, answering questions or giving evidence relating to the business, provided that the public are also allowed to attend the meeting for the same purpose, whether under a statutory right or otherwise.

Part 3
Registration of Members’ Interests

Registration of members’ interests

13. — LISTNUM "SEQ1" \l 2  Subject to paragraph 14, you must, within 28 days of—

(a) this Code being adopted by or applied to your authority; or

(b) your election or appointment to office (where that is later),

register in your authority’s register of members’ interests (maintained under section 81(1) of the Local Government Act 2000) details of your personal interests where they fall within a category mentioned in paragraph 8(1)(a), by providing written notification to your authority’s monitoring officer.  

(2) Subject to paragraph 14, you must, within 28 days of becoming aware of any new personal interest or change to any personal interest registered under paragraph (1), register details of that new personal interest or change by providing written notification to your authority’s monitoring officer.

Sensitive information

14. — LISTNUM "SEQ1" \l 2  Where you consider that the information relating to any of your personal interests is sensitive information, and your authority’s monitoring officer agrees, you need not include that information when registering that interest, or, as the case may be, a change to that interest under paragraph 13. 

(1) You must, within 28 days of becoming aware of any change of circumstances which means that information excluded under paragraph (1) is no longer sensitive information, notify your authority’s monitoring officer asking that the information be included in your authority’s register of members’ interests.

(2) In this Code, “sensitive information” means information whose availability for inspection by the public creates, or is likely to create, a serious risk that you or a person who lives with you may be subjected to violence or intimidation.

Annexure - The Ten General Principles

The general principles governing your conduct under the Relevant Authorities (General Principles) Order 2001 are set out below:

Selflessness

1. Members should serve only the public interest and should never improperly confer an advantage or disadvantage on any person.

Honesty and Integrity

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

Objectivity

3. Members should make decisions on merit, including when making appointments, awarding contracts, or recommending individuals for rewards or benefits.

Accountability

4. Members should be accountable to the public for their actions and the manner in which they carry out their responsibilities, and should co-operate fully and honestly with any scrutiny appropriate to their particular office.

Openness

5. Members should be as open as possible about their actions and those of their authority, and should be prepared to give reasons for those actions.

Personal Judgement

6. Members may take account of the views of others, including their political groups, but should reach their own conclusions on the issues before them and act in accordance with those conclusions.

Respect for Others

7. Members should promote equality by not discriminating unlawfully against any person, and by treating people with respect, regardless of their race, age, religion, gender, sexual orientation or disability. They should respect the impartiality and integrity of the authority's statutory officers, and its other employees.

Duty to Uphold the Law

8. Members should uphold the law and, on all occasions, act in accordance with the trust that the public is entitled to place in them.

Stewardship

9. Members should do whatever they are able to do to ensure that their authorities use their resources prudently and in accordance with the law.

Leadership

10.Members should promote and support these principles by leadership, and by example, and should act in a way that secures or preserves public confidence.

PART D

FINANCIAL REGULATIONS

1 GENERAL

1.1 These financial regulations govern the conduct of the financial transactions of the Council and may only be amended or varied by resolution of the Council

1.2 The Responsible Financial Officer (RFO) (who shall normally be the Clerk), under the policy direction of the Council, shall be responsible for the proper administration of the Council’s financial affairs

1.3 The RFO shall be responsible for the production of financial management information

2 ANNUAL ESTIMATES

2.1 Each committee or sub committee (if in existence) shall formulate and submit proposals to the Council in respect of revenue and capital costs for the following financial year not later than the end of October each year

2.2 Detailed estimates of all receipts and payments for the year shall be prepared each year by the RFO

2.3 The Council shall prepare a budget in accordance with the following timetable: 

· prepare a draft budget for the following financial year and present it to the full Council for consideration in November;

· prepare a final budget for the following financial year and present it to the full Council for consideration and approval in December;

· prepare the precept for agreement and signing on behalf of the Council by the date required by the District Council.

The RFO shall supply each member with a copy of the draft and final budgets

2.4 The annual budgets shall form the basis of financial control for the ensuing year
3 BUDGETARY CONTROL

3.1 Expenditure on revenue items may be incurred up to the amounts included in the approved budget
3.2 No expenditure may be incurred which will exceed the amount provided in the revenue budget
3.3 Any proposal to vire funds between budgets should identify the source of the virement.
3.4 The RFO shall provide to the Council each quarter a statement of receipts and payments to date under each heading of the budgets, comparing actual expenditure against that planned.
3.5 The Clerk may incur expenditure on behalf of the Council after consultation with the Chairperson or, in his absence, the Vice Chairperson which is necessary to carry out any repair, replacement or other work which is of such extreme urgency that it must be done at once, whether or not there is any budgetary provision for the expenditure, subject to a limit of £500.  The Clerk shall report the action to the Council as soon as practical thereafter.
3.6 No expenditure shall be incurred in relation to any capital project and no contract entered into or tender accepted involving capital expenditure unless the Council is satisfied that the necessary funds are available, or the requisite borrowing approval has been obtained.
3.7 All capital works shall be administered in accordance with the Council’s standing orders and financial regulations relating to contracts.

4 ACCOUNTING AND AUDIT

4.1 All accounting procedures and financial records of the Council shall be determined by the RFO as required by the Accounts and Audit Regulations 1996 as amended
4.2 The RFO shall be responsible for completing the annual financial statements of the Council as soon as practicable after the end of the financial year and shall submit them and report thereon to the Council
4.3 The RFO shall be responsible for completing the Accounts of the Council contained in the Annual Return (as supplied by the auditor appointed from time to time by the Audit Commission) and for submitting the Annual Return for approval and authorisation by the Council within the timescales set by the Accounts and Audit Regulations 1996 as amended, or set by the auditor.
4.4 The RFO shall be responsible for ensuring that there is adequate and effective system of internal audit of the Council’s accounting, financial and other operations in accordance with regulation 5 of the Accounts and Audit Regulations 1996 as amended.  Any officer or member of the Council shall, if the RFO or Internal Auditor requires, make available such documents of the Council which appear to the RFO or Internal Auditor to be necessary for the purpose of the internal audit and shall supply the RFO or Internal Auditor with such information as the RFO or Internal Auditor considers necessary for that purpose.
4.5 The Internal Auditor shall carry out the work requested by the RFO, or by the Council, with a view to satisfactory completion of the Internal Auditor’s Report section of the Annual Return as compiled annually by the Audit Commission.  The Internal Auditor, who shall be competent and independent of the operations of the Council, shall report to the Council in writing on a regular basis with a minimum of one annual report in respect of each financial year.
4.6 The RFO shall make arrangements for the opportunity of inspection of the accounts, books, and vouchers required by the Audit Commission Act 1998, section 15, and the Accounts and Audit Regulations 1996 as amended
4.7 The RFO shall, as soon as practicable, bring to the attention of all Councillors any correspondence or report from the Internal or External Auditor, unless the correspondence is of a purely administrative matter.
4.8 An in-house audit of the Clerk’s work should be carried out not less frequently than 6 monthly and more often if that is felt necessary

5 BANKING ARRANGEMENTS AND CHEQUES

5.1 The Council’s banking arrangements shall be made by the RFO and approved by the Council. They shall be regularly reviewed for efficiency
5.2
A schedule of the payments required, forming part of the agenda for the  meeting, shall be prepared by the RFO and, together with the relevant invoices, be presented to Council.
5.3
If the schedule is in order it shall be authorised by resolution of the Council and shall be initialled by the Chairperson of the meeting.  If more appropriate the detail may be shown in the minutes of the meeting.
5.4
Cheques drawn on the bank account in accordance with the schedule referred to in para 5.2 or 6.4 shall be signed by two members of the Council and countersigned by the Clerk.
5.5
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.

6 PAYMENT OF ACCOUNTS

6.1 All payments shall be effected by cheque or other order drawn on the Council’s bankers.
6.2 All invoices for payment shall be examined, verified and certified by the Clerk.  The Clerk shall satisfy him/herself that the work, goods or services to which the invoice relates shall have been received, carried out, examined and approved.
6.3 The RFO shall examine invoices in relation to arithmetic accuracy and shall analyse them to the appropriate expenditure heading.  The Clerk shall take all steps to settle all invoices submitted, and which are in order, at the next available Council meeting.
6.4 If a payment is necessary to avoid a charge to interest under the Late Payment of Commercial Debts (Interest) Act 1998, and the due date for payment is before the next scheduled meeting of the Council, where the RFO certifies that there is no dispute or other reason to delay payment, the Clerk may (notwithstanding para 6.3) take all steps necessary to settle such invoices provided that a list of such payments shall be submitted to the next appropriate meeting of the Council.
7 LOANS AND INVESTMENTS

7.1 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.
7.2 The Council’s Investment Policy shall be in accordance with the Trustee Act 2000, and shall be reviewed on an annual basis in October.
7.3 All investments of money under the control of the Council shall be in the name of the Council
7.4 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 Council as to terms and purpose.
7.5 All investment certificates and other documents relating thereto shall be retained in the custody of the RFO

8 INCOME

8.1 The collection of all sums due to the Council shall be the responsibility of and under the supervision of the RFO
8.2  Particulars of all charges to be made for work done, services rendered or goods supplied shall be agreed annually by the Council, notified to the RFO and the RFO shall be responsible for the collection of all accounts due to the Council.
8.3 The Council will review all fees and charges annually, following a report of the Clerk
8.4 Any sums found to be irrecoverable and any bad debts shall be reported to the Council and shall be written off in the year.
8.5 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
8.6 The origin of each receipt shall be entered on the paying in slip
8.7 Personal cheques shall not be cashed out of money held on behalf of the Council
8.8 The RFO shall promptly complete any VAT return that is required.  Any repayment claim due in accordance with the VAT Act 1994 section 33 shall be made at least annually coinciding with the financial year end
8.9 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.
9  ORDERS FOR WORK, GOODS AND SERVICES

9.1  An official order or letter shall be issued for all work, goods and services unless a   formal contract is to be prepared or an official order would be inappropriate.  Copies of orders shall be retained.
9.2  Order books shall be controlled by the RFO
9.3  All members and officers are responsible for obtaining value for money at all times.  An officer issuing an official order is to 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 para 10.1.
9.4 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.

10   CONTRACTS

10.1 Procedures as to contracts are laid down as follows:
10.1.1 Every contract shall comply with these financial regulations, and no

exceptions shall be made other than in an emergency, provided that these regulations shall not apply to contracts which relate to the following items:


(a) the supply of gas, electricity, water, sewerage and telephone services

(b) specialist services such as are provided by solicitors, accountants, surveyors     and planning consultants

(b) repairs to or parts for existing machinery, equipment or plant

(c) work or services which constitute an extension of an existing contract by the Council

(d) additional audit work of the External Auditor up to an estimated value of £250 (in excess of this sum the Clerk shall act after consultation with the Chairperson or Vice Chairperson of the Council)

(e) goods and services proposed to be purchased which are proprietary articles and / or are only sold at fixed prices.

10.2  Where it is intended to enter into a contract for the supply of goods or services

the following rules will apply (all values exclusive of VAT, where this is  recoverable):

(a) of value up to £500, two quotations will be obtained unless the Council considers the work can be undertaken competitively and efficiently by a regular contractor.

(b) of value greater than £500 up to £2500, three quotations will be obtained;

(c) of value greater than £2500 up to £10000, three quotations will be obtained and, if thought appropriate, professional opinion obtained;

(d) of value greater than £10000, three quotations will be obtained (one of which should be from the list of contractors maintained by the District Council, or other specialist) and professional opinion obtained.  (This does not preclude the use of the District Council list for quotations for work of a lesser value.)

(e) Notice of a contract exceeding £10000 shall state the general nature of the intended contract and state that tenders are to be addressed to the Clerk and the last date by which those tenders should reach that person in the ordinary course of post.
(f)  Tenders shall be opened by the Clerk on the date specified pursuant to Standing Order A25.2 and shall be reported to the Council or, where the tenders have been sought by a sub committee to that sub committee.

(f)  Neither the Council nor any sub committee is bound to accept the lowest tender.

(g) If no tenders are received or if all the tenders are identical the Council may make such arrangements for procuring the goods or materials or executing the works as it sees fit.

(h) A notice issued under this Standing Order shall contain a statement of the effect of Standing Orders Nos A19.1 and A19.2

(i)  The use of local tradesmen and businesses should take priority so long as their quotations are competitive

11 PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION WORK

11.1 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).

11.2 Where contracts provide for payments 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 by 5% or more a report shall be submitted to the Council.

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

12 PROPERTIES AND ESTATES

12.1 The Clerk shall make appropriate arrangements for the custody of all title deeds of properties owned by the Council.  The RFO shall ensure a record is maintained of all properties owned 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 regulation 4(3)(b) of the Accounts and Audit regulations 1996 as amended.

12.2 No property shall be sold, leased or otherwise disposed of without the authority of the Council, together with any consents required by law, save where the estimated value of any one item of tangible movable property does not exceed £50.

13 INSURANCE

13.1 Following an annual risk assessment, the RFO shall effect all insurances and negotiate all claims on the Council’s insurers.

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

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

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

13.5 All appropriate employees of the Council shall be included in a suitable fidelity guarantee insurance which shall cover the maximum risk exposure as determined by the Council

14 CHARITIES

14.1 Where the Council is sole trustees of a charitable body the Clerk and RFO shall ensure that separate accounts are kept of the funds held on charitable trusts and separate financial reports made in such form as shall be appropriate, in accordance with Charity Law and legislation, or as determined by the Charity Commission.  The Clerk and RFO shall arrange for any audit or independent examination as may be required by Charity Law or any governing document

15 RISK MANAGEMENT

15.1 The Clerk with the RFO shall prepare and promote risk management policy statements in respect of all activities of the Council.

15.2  When considering any new activity the Clerk and RFO shall prepare a draft Risk Management Policy for the activity and shall bring a draft addressing the legal and financial liabilities and risk management issues that arise to the Council for consideration and, if thought appropriate, adoption.

16 REVISION OF FINANCIAL REGULATION

16.1 It shall be the duty of the Council to review the Financial Regulations of the Council every 4 years after the election of a new council or more often if required.
PART E

COMPLAINTS PROCEDURE
The Complaints Committee to comprise the Chairperson or Vice Chairperson of the Council, and at least two other Councillors.  All members to be entitled to attend with minimum of three required to consider the complaint.

BEFORE THE MEETING

1. Complainant requested to submit his complaint in writing to the Clerk, or, if they prefer, to the Chairperson
2. Clerk to acknowledge receipt of the complaint and advise the date when the matter will be considered by the Council

3. Clerk to invite complainant to a meeting, bringing with them such representatives as they wish

4. Not less than 10 clear working days prior to the meeting, the Council and complainant to exchange copies of documentation to be used as evidence / defence at the meeting

AT THE MEETING

1. The meeting shall not be open to the public

2. Chairperson to explain procedure

3. Complainant to outline grounds for complaint

4. Complainant questioned by the Council

5. Council to state the Council’s position

6. Council questioned by the complainant

7. Any further points to be raised by both sides

8. If decision to be made at meeting:

8.1 Complainant asked to leave the meeting while Council discusses the matter

8.2 Complainant asked to return to be advised of Council’s decision, or to be advised 
when decision will be made

9. If decision not to be made, complainant to be advised when decision will be made

AFTER THE MEETING

1. Decision advised / confirmed to complainant in writing within 10 working days of the meeting, together with details of any action to be taken.

2. Complaint and decision reported to Council at next meeting.

Part F

THE GRIEVANCE PROCEDURE 

It is the policy of Coleford Town Council to resolve any grievance as swiftly and fairly as possible. The Council’s will act in accordance with the law and the rules of natural justices and will uphold the human rights of those involved. 

The Grievance Policy Document

1. The aim Coleford Town Council Grievance Policy is to resolve any grievance as swiftly and fairly as possible

2. The procedure will be operated in accordance with the Employment Act 2000 (dispute resolution)

3. The Council will deal with any matter relating to employment with the exception of the outcome of disciplinary proceeding

4. Employees have the right to be accompanied by a person of their own choosing who may speak on your behalf, ask questions, but not answer questions put to you.

5. Employees and their companion/representative will be provided with any materials, papers, etc. Necessary to make their case

6. The Council will make every effort to accommodate any person who has special needs if we are advised of the situation

7. Employees will have the right of appeal against a decision to the appeals panel

The Proceedings

1. Employees should make their grievance known in writing to the Chairperson of Council

2. The time and place of the hearing must be notified and agreed with adequate time to prepare and attend

3. It should not be at some venue that is particularly inaccessible

4. Provision should be made for any person with a disability or whose first language is not English

5. The proceeding should not be interrupted for any reason (Health &Safety excepted)

6. The person accompanying the employee should be notified

7. The person accompanying the employee must be given time off to attend

8. A written record of the proceedings must be kept

9. The procedure must be the same for all employees

10. The proceedings should not be held in quasi-judicial language or process but be simple to follow and understand

11. The proceedings should be timely.  (Justice is not served by allowing the matter to hang fire)

12. By agreement to allow for an impartial external facilitator to be engaged in the proceedings.

13. Any employee who presents with a grievance will be encouraged in the first place to resolve the matter, by informal discussion with the Town Clerk or Chairperson. This will form part of an implied process in the Employment Act 2002 aimed at achieving conciliation if possible.

14. The Race Relations (Amendment) Act 2000 all employers should note the necessity of making every effort to ensure the equality of every aspect of the procedure for any person who is of ethnic origin other than English. Under the provisions of the Act all Local Councils have a General Duty to comply. As colleagues will be aware that extends to the collection of statistics and completing returns on an annual basis. Any employing Council that did not make every effort to comply with the Act would be in a potentially very serious breach. The possibility is a complaint either to an Employment Tribunal or to the Equal Opportunities Commission.

15. When every aspect has been explored the appropriate remedial action, if justified, should be taken. This may mean making changes to procedures, working practices or the behaviour of others. The Town Clerk will ensure that what is agreed to be done is seen to be done

16. The Town Clerk will ensure that the cost implications are considered that not too much time to elapses before making clear what is expected that solutions are agreed and publicised that results are monitored and that a full record is kept and that lessons are learnt for the future.

17. The Employment Act 2002 allows for to the way in which Employment Tribunals work. A corollary of this is that a 3-Stage or 2-Stage process before bringing a case to them is required of an employer/employee. This means a full internal process takes place within the Council to try and sort out problems and reconcile differences before the matter reaches the stage of a Tribunal hearing

18. The Town Clerk is to ensure that he and the Chairperson are fully trained and adequately prepared.  The penalties for getting it wrong range from embarrassing to disastrous for a Council. The maximum award for unfair/constructive dismissal could be as high as £53,500, plus the damage to reputations. Further, even at the initial presentation stage at an Employment Tribunal could result in unnecessary cost. Under the Employment Act 2002 a Tribunal will have the power to –in effect – fine an employer up to £5000 (or for that matter an employee) who does not bring their case following the proper procedure and properly prepared and presented.

PART F
COUNCIL POLICIES

Equal Opportunities Policy 

It is the policy of Coleford Town Council to provide equal opportunities to all its employees irrespective of their gender, race, ethnic origin, age, nationality, national origin, sexual orientation, religion, martial status or social class. This council is opposed to all forms of unlawful and unfair discrimination.

Coleford Town Council will ensure that all employees whether full-time, part-time, fixed contract, agency workers or temporary, will be treated fairly and equally. Selection for employment, promotion, training, remuneration or any other benefit will be on the basis of aptitude and ability. All employees will be helped and encouraged to develop their full potential and the talents and resources of the workforce will be fully utilised to maximise the efficiency of the organisation.

Coleford Town Council 

Our Commitment

· Every employee is entitled to a working environment that promotes dignity and respect to all. No form of intimidation, bullying or harassment will be tolerated.

· The commitment to equal opportunities in the workplace is good management practice and makes sound business sense

· Breaches of our equal opportunities policy will be regarded as misconduct and could lead to disciplinary proceedings

· This policy is fully supported by all levels of management from the top and has been agreed with employers (National Association of Local Councils) and employees (Society of Local Council Clerks) representative bodies and trade unions.

· The policy will be monitored and reviewed annually

THE LAW

The policy will be implemented within the framework of the relevant legislation, which includes:

· Equal Pay Act 1970

· Rehabilitation of Offenders Act 1974

· Sex Discrimination Act 1975

· Gender Reassignment Regulations 1999

· Race Relations (Amendment) Act 2000

· Disability Discrimination Act 1995

· The Protection from Harassment Act 1997
Health and Safety Policy

It is the policy of Coleford Town Council is to provide and maintain safe and healthy working conditions, equipment and systems of work for all its employees, and to provide such information, instruction, training and supervision as they need for this purpose.

Health and Safety Procedure  

1. The allocation of duties for safety matters and the particular arrangements which we will make to implement the policy are set out below. 

2. The Town Clerk will keep the policy up to date, particularly as the Council's activities change in nature and size. To ensure this, the policy will be reviewed every year by the Office Sub - Committee. Risk Assessment is a continuing process, but shall form part of the Committee's annual review.

3. The Town Clerk shall assume overall and final responsibility for health and safety in the Council and for compliance with the Health and Safety at Work Act and Regulations made under the Act and the Occupiers Liability Act. The Town Clerk is responsible for this policy being carried out at all the Council's premises. These include the following areas:

Council Offices, Cemeteries, Play Areas, Bus Shelters 

4. All Councillors, volunteers and employees have the responsibility to co-operate with the Town Clerk and partners to achieve a healthy and safe workplace and to take reasonable care of themselves and others.

5. Whenever a Councillor or employee notices a health or safety problem which they are not able to put right, they must tell the Town Clerk as soon as possible 

6. The Accident Record Book is kept in the Council Offices. Accidents shall be reported to the Town Clerk who will record them in the Accidents Record Book.

7. The First Aid Boxes are kept 

In the Council Office 

In the Pavilion at the King George V playing Field 

In the Shed at the Cemetery 

The appointed person responsible for these boxes is the Assistant Clerk 

RISK ASSESSMENT

Regulation 3 of the Management of Health and Safety at Work Regulations 1999 imposes a duty on every employer to make a ‘suitable and sufficient assessment ‘of the risks to which his employees are exposed while they are at work, and of any risks to members of the public (customers, clients, visitors, guests, passers-by) who may be affected by the way in which he conducts his business or undertaking. The purpose of this assessment is to identify the measures the employer needs to take to comply with the restrictions and prohibitions imposed upon him by or under extant health and safety legislation. Risk assessment is mandatory under each of the following Regulations:

· the Management of Health and Safety at Work Regulations 1999

· the Provision and Use of Work Equipment Regulations 1998

· the Fire Precautions (Workplace) Regulations 1997

· the Construction (Health, Safety and Welfare Regulations) 1996

· the Chemicals (Hazard Information and Packaging for Supply) Regulations 1996

· the Manual Handling Operations Regulations 1992

· the Personal Protective Equipment at Work Regulations 1992

· the Health and Safety (Display Screen Equipment) Regulations 1992

· the Workplace (Health and Safety Welfare) Regulations 1992

· the Electricity at Work Regulations 1989

Risk assessment is a systematic general examination of working conditions, workplace activities and environmental factors that will enable the employer to identify any and all potential risks inherent in the place or practices. Based on a recorded assessment the employer should then take all practical and necessary steps to reduce or eliminate the risks, insofar as is practically possible. Making sure that all employees are made aware of the results of the risk assessment.

It is sensible to appoint one member of staff with responsibility for undertaking risk assessments, making reports to the Council and having oversight of any measures including training, which is put into place to ensure compliance with the regulations and good practice

Environmental Policy 

It is the policy of Coleford Town Council to minimise its impact on the environment in its capacity as an employer and service provider, and as such is committed to protecting and enhancing the environment by ensuring that environmental impact is considered when any decision of the Council is taken.

Whilst recognising the need for sustainable, essential development and the provision of quality public amenities and services the Town Council will seek to protect the environment and to preserve its heritage. 

Our Commitment 

The Town Council will 

1. Minimise its impact on the local environment by 

· Ensuring that the Town Council planning policy is adhered to at all times

· Complying with all environmental legislation and other environmental requirements. 

· Ensuring that the use of harmful pesticides and chemicals are avoided

· Purchasing goods and services from environmentally accredited sources where ever possible. 

· 
Supporting the protection of green field sites, strategic gaps and open spaces from development.

· Supporting the conservation of trees, hedgerows, ponds and streams.

· Work with its partners to reduce the impact of noise and light pollution on the parish.

· Being aware of the visual impact of development on the parish including the installation of telecommunication masts. 

2. Minimise its consumption of energy by 

· Using energy saving options.

· Ensuring that all future projects incorporate sustainable energy sources

· Ensuring that all buildings and premises are adequately insulated 

· Not leaving any equipment on standby 

3. Minimise its waste by 

· Recycling all paper, cardboard, glass and plastic  

· Using the minimum amount of paper and maximising the use of electronic 
communication. 

· Promoting the use of compost bins at local amenities, e.g. the cemetery and 
recreation ground

· Ensuring that recycled materials are used where ever possible recycled paper and if 
not, unbleached paper is used. 

· Encouraging the town to become a plastic bag free zone

· Conserving water wherever possible

4. Minimise its travel footprint by  

· Employing local traders and contractors wherever possible

· Purchasing goods as locally as possible 

· Travelling together to training or other civic events

· Promoting cycling, public footpaths and public transport.
Planning Policy

Aim 

Coleford Town Council is committed to the growth and development of the town by ensuring that all development is sympathetic to the area and meets the needs of the community.  

The Town Council will therefore 

· Encourage the regeneration of the town centre.

· Attract small and medium sized businesses in both industrial and service industries 

· Preserve the historical nature of the town

· Preserve the separate nature of the surrounding villages

· Recognise the need for additional housing 

· Demand that all development is environmentally sustainable and seeks to use renewable energy 

Objectives 

Regeneration 

The Town Council would wish to see the regeneration of the town centre by 

· Encouraging a diversity of retail outlets and businesses in the town centre

· Supporting applications from appropriate retail outlets 

· Improving the car parking facilities 

· Promoting projects which would join Pyart Court & the Town Centre

· By encouraging the Forest of Dean District Council to offer ‘tax breaks’ to new retail outlets

· Improving the public toilet facilities in the town

· Pressing for the appropriate development of ‘The Marshes’ 

· Working in partnership with other bodies to secure funding for regeneration projects

· Supporting and promoting events and festivals in the town 

· Working with the community to improve disabled access to all public buildings.

· Introducing a ‘no alcoholic drinking’ policy on the streets or in the open spaces of the parish.

· Work with other to promote public transport and alternative travel methods e.g. cycle paths, walk ways

Employment

The Town Council would like to encourage new employers by 

· Improving the road infra structure 

· Working in partnership with the Forest of Dean District Council to promote the advantages of the area

Conservation Area

The Town Council would like to preserve the historic nature of the town by 

· Ensuring all developments within the conservation are and adjoining the conservation area are sympathetic to the town 

· Encouraging appropriate development on derelict areas e.g. The marshes, the Guardian site 

· Encouraging projects that would bring the clock tower into public use

· Discouraging lorries from using the town (persuading GSK & the quarry to use alternative routes) 

· Ensuring that there are sufficient waste bins 

· Encourage the use of bicycles 

· Working with the community to ensure that businesses and public service outlets operate at reasonable noise levels.

Development 

The Town council is adamant that no future development can be undertaken until the drainage and sewerage problems of the parish are resolved and sufficient capacity is provided for future growth. 

The Town Council will therefore

· Oppose all new development which increases the flow into the Newland Street sewerage system 

· Work in partnership with other bodies for the upgrade of the sewerage system 

· Require that all developments are built to the Merton Standard.

· Require that adequate wildlife surveys are undertaken at appropriate times of the year and that the planning authority automatically makes reference to the wildlife data base held by Gloucestershire Wildlife Trust  

· That all new properties are required to have a minimum of 2 parking spaces, including town centre developments  

· Encourage development to be in local materials and sympathetic to the area 

· Campaign for all properties to be equipped with water collection systems and permeable surfaces.

· Support the maintenance of gardens and green areas 

· Encourage the provision of affordable and rented accommodation 

· Press for the improvement of the housing stock in the town centre

· Discourage high density housing by opposing inappropriate garden development.

· Press to keep the separateness of the surrounding communities

· Campaign for adequate health and dental provision for the town.

· Press for the Town Council to be a consultee on Section 106 payments 

· Work in partnership to improve and provide youth facilities within the parish. 

The Town Council is to be considered in conjunction with the Forest of Dean District Council Local Plan. 

Method 

Coleford Town Council is s statutory consultee on all planning applications within its parish. All applications are considered by the planning committee. This committee has delegated authority and makes recommendation to the Forest of Dean District.  The Committee meets on a fortnightly basis. All meetings are open to the public.  

PART H
POWERS AND DUTIES OF PARISH COUNCILS

ROLES AND RESPONSIBILITIES
1. Roles, duties and responsibilities of chair, councillors, clerk and council

To explain the roles, duties and responsibilities of The Clerk
The role of the Clerk is that of Executive Officer.  It is through the Clerk and by his actions that the Council’s decisions are implemented; he is responsible for all aspects of the administration, he is the line manager of other staff employed by the council, he is responsible for guiding and offering advice to the Council and its members on procedural and legal aspects of their work and policy making.
Duties include agenda setting jointly with the Chairperson, arranging, advertising and minuting meetings and distributing those minutes as appropriate.  The Clerk will deal with all communications with the Council, whether by letter, e mail or telephone, he will operate a PAYE system for employees, manage the Council’s finances, produce reports as requested for the Council and its sub committees, supervise contractors, liaise with other agencies as required.

The Clerk’s responsibilities are to the Council as a whole, not to individual Councillors.  He should ensure that the Council and its members operate within the law, promote the Council within the community and ensure the council’s business is undertaken efficiently and effectively.

To explain the roles, duties and responsibilities of Councillors as individuals

The role of Councillors as individuals is to act impartially for the benefit of the electorate as a whole.

Councillors have a duty to complete a Declaration of Acceptance of Office, register their interests, sign up to the Code of Practice and not to do anything which would bring the Council into disrepute.  They have a duty to abide by the Council decisions even if they did not vote in favour of them; they have a duty to attend all meetings and send apologies (with reasons) if unable to attend.

Councillors have shared responsibility for the financial management of the Council.

To explain the roles, duties and responsibilities of the chairman

The office of Chairperson is created by statute (LGA 1972,s 15) and the role is one of leader of the Council.  He is entitled to express his own views in meetings and also has the authority to direct the Council when necessary.
His duty is to conduct meetings which allow expression of all points of view, which keeps discussion relevant and to the point.  Together with the Clerk he must ensure all actions of the Council are lawful and undertaken with the minimum of delay.  He should ensure that interests are declared where appropriate and that there is no improper influence brought to bear on members.

His responsibilities are to ensure that when matters are discussed at meetings members are sufficiently well informed, that the meetings are quorate and that any possible uncertainties are clarified prior to discussion and decision taking.

To explain the roles, duties and responsibilities of the Council

The Council is a legal ‘corporate’ body, entirely separate from but comprising its members.

The Council has a duty to appoint a Chairman, a Clerk, a Responsible Financial Officer (often this will be the Clerk) and an Internal Auditor.  It must convene an Annual Meeting of the Council in addition to at least a further three meetings each year.  Further meetings must be convened if requested by the Chair, or by any two members.

The Council has a duty to consider all relevant matters brought before it in a proper manner; to make informed judgements, decisions and recommendations and, by instruction to the Clerk, to implement the same.

The Council has responsibilities towards its employees under Health and Safety legislation and may take responsibility for the provision and/or maintenance of (for example) open spaces (Open Spaces Act 1906 ss. 9 & 10), allotments (Smallholdings & Allotments Act 1908 s. 23), public clocks (Parish Councils Act 1957 s. 2), village halls (Local Government Act 1972 s. 133), footpaths (Highways Act 1980 ss. 43, 50), litter bins (Litter Act 1983 ss. 5 & 6), and may appoint school governors.
	Function
	Powers & Duties
	Statutory Provisions

	Allotments
	Powers to provide allotments.  Duty to provide allotment gardens if demand unsatisfied
	Smallholdings & Allotments Act 1908, ss 23, 26 and 42

	Baths and Washhouses
	Power to provide public baths and washhouses
	Public Health Act 1936, ss 221, 222, 223 and 227

	Burial grounds, cemeteries and crematoria
	Power to acquire and maintain

Power to provide

Power to agree to maintain monuments and memorials

Power to contribute towards expenses of cemeteries 
	Open Spaces Act 1906, ss 9 and 10; Local Government Act 1972, s.214; Parish Councils and Burial Authorities (Miscellaneous Provisions) Act 1970, s.1; Local Government Act 1972, s.215(6)

	Bus Shelters
	Power to provide and maintain shelters


	Local Government (Miscellaneous Provisions) Act 1953, s.4; 

Parish Councils Act 1957

	Bye Laws
	Power to make bye-laws in regard to pleasure grounds

Cycle Parks 

Baths and Washhouses

Open spaces and burial grounds

Mortuaries and post-mortem rooms
	Public Health Act 1875, s.164; 

Road Traffic Regulation Act 1984, s.57(7)

Public Health Act 1936, s.223

Open Spaces Act 1906, s.15

Public Health Act 1936, s.198

	Charities
	Duties re parochial charities
	Charities Act 1003 s. 79

	Clocks
	Power to provide public clocks
	Parish Councils Act 1957, s.2

	Closed 

Churchyards
	Powers as to maintenance


	Local Government Act 1972, s.215

	Commons and common pastures
	Powers in relation to enclosure, as to regulation and management, and as to providing common pasture
	Enclosure Act 1845; Local Government Act 1894, s.8(4); Smallholdings and Allotments Act 1908, s.34

	Conference facilities
	Power to provide and encourage the use of facilities
	Local Government Act 1972, s.144

	Community centres
	Power to provide and equip buildings for use of clubs having athletic, social or educational objectives
	Local Government (Miscellaneous Provisions) Act 1976 s.19

	Crime prevention
	Powers to spend money on various crime prevention measures
	Local Government and Rating Act 1997, s.31

	Drainage
	Power to deal with ponds and ditches
	Public Health Act 1936, s.260

	Entertainment and the arts
	Provision of entertainment and support of the arts
	Local Government Act 1972, s.145

	Gifts
	Power to accept
	Local Government Act 1972, s.139

	Highways
	Power to repair and maintain public footpaths and bridle-ways

Power to light roads and public places

Provision of litter bins

Power to provide parking places for vehicles, bicycles and motor-cycles

Power to enter into agreement as to dedication and widening

Power to provide roadside seats and shelters, and omnibus shelters

Consent of parish council required for ending maintenance of highway at public expense, or for stopping up or diversion of highway

Power to complain to district councils as to protection of rights of way and roadside wastes

Power to provide traffic signs and other notices 

Power to plant trees etc. and to maintain roadside verges
	Highways Act 1980, ss.43, 50

Parish Councils Act 1957, s.3;

Highways Act 1980, s.301

Litter Act 1983, ss.5, 6

Road Traffic Regulation Act 1984, ss.57, 63

Highways Act 1980, ss.30, 72

Parish Councils Act 1957, s.1

Highways Act 1980, ss.47, 116

Highways Act 1980, s.130

Road Traffic Regulation Act 1984, s.72

Highways Act 1980, s.96

	Investments
	Power to participate in schemes of collective investment
	Trustee Investments Act 1961. S.11

	Land


	Power to acquire by agreement, to appropriate, to dispose of land
Power to accept gifts of land
	Local Government Act 1972, ss.124, 126, 127

Local Government Act 1972, s.139

	Litter
	Provision of receptacles
	Litter Act 1983, ss.5, 6

	Lotteries
	Powers to promote
	Lotteries and Amusement Act 1976, s.7

	Mortuaries and post mortem rooms
	Powers to provide mortuaries and post mortem rooms
	Public Health Act 1936, s.198

	Nuisances
	Power to deal with offensive ditches
	Public Health Act 1936, s.260

Public Health Act 1875, s.164

	Open spaces
	Power to acquire land and maintain
	Open Spaces Act 1906, ss.9 and 10

	Parish Property and Documents
	Powers to direct as to their custody
	Local Government Act 1972, s.226

	Postal and telecommunications facilities
	Power to pay the Post Office, British Telecommunications or any other public telecommunications operator any loss sustained providing post or telegraph office or telecommunication facilities 
	Post Office Act 1953, s.51;

Telecommunications Act 1984, s.97

	Public buildings and village hall 
	Power to provide buildings for offices and for public meetings and assemblies
	Local Government Act 1972, s.133

	Public Conveniences
	Power to provide
	Public Health Act 1936, s.87

	Recreation
	Power to acquire land for or to provide recreation grounds, public walks, pleasure grounds and open spaces and to manage and control them

Power to provide gymnasiums, playing fields, holiday camps

Provision of boating pools
	Public Health Act 1875, s.164

Local Government Act 1972, Sched.14 para.27

Public Health Acts Amendment Act 1890, s.44

Open Spaces Act 1906, ss.9 and 10

Local Government (Miscellaneous Provisions) Act 1976, s.19

Public Health Act 1961, s.54

	Town and Country Planning
	Right to be notified of planning applications
	Town and Country Planning Act 1990, Sched.1, para.8

	Tourism
	Power to contribute to organisations encouraging tourism
	Local Government Act 1972, s.144

	Traffic Calming
	Powers to contribute financially to traffic calming schemes
	Local Government and Rating Act 1997, s.26

	Transport
	Powers to spend money on community transport schemes
	Local Government and Rating Act 1997, s.26-29

	War memorials
	Power to maintain, repairs, protect and adapt war memorials
	War Memorials (Local Authorities’ Powers) Act 1923, s.1; as extended by Local Government Act 1948, s.133

	Water Supply
	Power to utilise well, spring or stream and to provide facilities for obtaining water therefrom
	Public Health Act 1936, s.125


PART I 

FREEDOM OF INFORMATION ACT 2000 – PUBLICATION LIST
January 2009 
Information available from Coleford Town Council under the model publication scheme

	Information to be published
	How the information can be obtained
	Cost

	Class 1 - Who we are and what we do

(Organisational information, structures, locations and contacts)

This will be current information only


	Who’s who on the Council and its Committees
	Town Council window Notice Board

Hard copy – contact Clerk
	Free

Free

	Contact details for Parish Clerk and Council members (named contacts where possible with telephone number and email address (if used))
	Town Council Window, Notice Board
Hard copy – contact Clerk
	Free

Free

	Location of main Council office and accessibility details
	See contact details below
	   ---

	Staffing structure
	Town Council Window, Notice Board
Hard copy – contact Clerk
	Free

Free

	Class 2 – What we spend and how we spend it

(Financial information relating to projected and actual income and expenditure, procurement, contracts and financial audit)

Current and previous financial year as a minimum

	Annual return form and report by auditor
	Town Council Window, Notice Board
Hard copy – contact Clerk Hard copy – contact Clerk
	Free

Free

	Finalised budget
	Hard copy – contact Clerk
	Free

	Precept
	Hard copy – contact Clerk
	Free

Free

	Borrowing Approval letter
	
	

	Financial Standing Orders and Regulations
	Hard copy – contact Clerk
	Free

Free

	Grants given and received
	Hard copy – contact Clerk
	Free

Free

	List of current contracts awarded and value of contract
	Hard copy – contact Clerk
	Free

	Members’ allowances and expenses
	Hard copy – contact Clerk
	Free

	Class 3 – What our priorities are and how we are doing

(Strategies and plans, performance indicators, audits, inspections and reviews)



	Parish Plan (current and previous year as a minimum)
	Hard copy – contact Clerk
	Free

Free

	Annual Report to Parish or Community Meeting (current and previous year as a minimum)
	Hard copy – contact Clerk
	Free

Free

	Quality status
	
	

	Local charters drawn up in accordance with DCLG guidelines
	
	

	Class 4 – How we make decisions

(Decision making processes and records of decisions)

Current and previous council year as a minimum

	Timetable of meetings (Council, any committee/sub-committee meetings and parish meetings)
	Town Council Window, Notice Board
Hard copy – contact Clerk Hard copy – contact Clerk
	Free

Free

	Agendas of meetings (as above)
	Town Council Window, Notice Board
Hard copy – contact Clerk Hard copy – contact Clerk
	Free

Free

	Minutes of meetings (as above) – nb this will exclude information that is properly regarded as private to the meeting.
	Hard copy – contact Clerk
	Free

Free

	Reports presented to council meetings - nb this will exclude information that is properly regarded as private to the meeting.
	Hard copy – contact Clerk
	Free

Free

	Responses to consultation papers
	Hard copy – contact Clerk
	Free

Free

	Responses to planning applications
	Hard copy – contact Clerk
	Free

Free

	Bye-laws


	
	

	Class 5 – Our policies and procedures

(Current written protocols, policies and procedures for delivering our services and responsibilities)

Current information only

	Policies and procedures for the conduct of council business: 

Procedural standing orders

Committee and sub-committee terms of reference

Delegated authority in respect of officers

Code of Conduct

Policy statements
	}

}   Web site

}   Hard copy

}   – contact Clerk

}
	£4

Free

Free

Free

Free

	Policies and procedures for the provision of services and about the employment of staff:

Internal policies relating to the delivery of services

Equality and diversity policy

Health and safety policy

Recruitment policies (including current vacancies) 

Policies and procedures for handling requests for information

Complaints procedures (including those covering requests for information and operating the publication scheme
	Web site

Hard copy – contact Clerk

Web site

Hard copy – contact Clerk

Hard copy – contact Clerk
	Free

Free

Free

Free

Free

	Information security policy
	
	

	Records management policies (records retention, destruction and archive)
	
	

	Data protection policies 
	
	

	Schedule of charges )for the publication of information)
	
	

	
	
	

	Class 6 – Lists and Registers

Currently maintained lists and registers only

	Any publicly available register or list (if any are held this should be publicised; in most circumstances existing access provisions will suffice)
	
	

	Assets Register 
	Hard copy – contact Clerk
	Free

	Disclosure log (indicating the information that has been provided in response to requests; recommended as good practice, but may not be held by parish councils)
	
	

	Register of members’ interests
	Inspection, on request to Clerk
	Free

	Register of gifts and hospitality
	Inspection, on request to Clerk or District Council 
	Free

	
	
	

	Class 7 – The services we offer

(Information about the services we offer, including leaflets, guidance and newsletters produced for the public and businesses)

Current information only

	Allotments
	
	

	Burial grounds and closed churchyards
	Hard copy, contact Clerk
	Free

	Community centres and village halls
	Hard copy, contact Clerk
	Free

	Parks, playing fields and recreational facilities
	Hard copy, contact Clerk
	Free

	Seating, litter bins, clocks, memorials and lighting
	Hard copy, contact Clerk
	Free

	Bus shelters
	Hard copy, contact Clerk
	Free

	Markets
	
	

	Public conveniences
	
	

	Agency agreements
	
	

	A summary of services for which the council is entitled to recover a fee, together with those fees (e.g. burial fees)
	
	

	
	
	

	Additional Information

This will provide Councils with the opportunity to publish information that is not itemised in the lists above

	Newsletter, delivered to every household in the parish
	Web site, hard copy
	Free


Contact details:

Ms Annie Lapington



By prior appointment 10.00 – 14.00 Monday – Friday 

Clerk to Coleford Town Council

No 2 The Town House
`


T    01594 832103
Lords Hill Walk 




E   colefordtc@btconnect.com
Coleford 




w   colefordtowncouncil.org
GL16 8BD







SCHEDULE OF CHARGES

This describes how the charges have been arrived at and should be published as part of the guide.

	TYPE OF CHARGE
	DESCRIPTION
	BASIS OF CHARGE

	Disbursement cost
	Photocopying @ 10p per sheet (black & white)
	Actual cost 

	
	Photocopying @  10p per sheet (colour)
	Actual cost

	
	
	

	
	Postage
	Actual cost of Royal Mail standard 2nd class

	
	
	

	Statutory Fee
	
	In accordance with the relevant legislation (quote the actual statute)

	Other
	
	


* the actual cost incurred by the public authority
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STANDING ORDERS

ROLE & REMIT OF SUBSIDIARY GROUPS

CODE OF CONDUCT 

FINANCIAL REGULATIONS

 COMPLAINTS PROCEDURE


GRIEVANCE PROCEDURE
COUNCIL POLICIES
POWERS AND DUTIES OF COUNCILS

FREEDOM OF INFORMATION SCHEME

