Finance & General Purposes Committee 1% April 2014

Leigh-on-Sea Town Councll

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

_ _ QUALITY
Chairman: CllIr Caroline Parker TOWN
Vice Chairman: ClIr Paul Lawrence COUNCIL

Town Clerk: Paul Beckerson

27" March 2014
Notice is hereby given that the next meeting of the FINANCE AND GENERAL PURPOSES COMMITTEE of

the Leigh-on-Sea Town Council will take place on Tuesday 1% April 2014 at the Leigh Community Centre,
71-73 EIm Road, Leigh-on-Sea commencing at 7.30pm.

AGENDA
1. CHAIRMAN’S OPENING REMARKS
2. APOLOGIES FOR ABSENCE
3. DECLARATION OF MEMBERS’ INTERESTS

4. APPROVAL OF THE MINUTES OF THE MEETING OF 4" MARCH 2014

GENERAL PURPOSES

5. MOTION REGARDING CALENDAR OF MEETINGS
MOTION

That meetings of the Council and its Standing Committees are scheduled to take place on a bi-monthly
basis - apart from the Planning and Licensing Committee,

Proposer: ClIr Richard Herbert
Seconder: CliIr Caroline Parker
REPORT

At present, the council runs a monthly schedule of meetings, 64 meetings per year, excluding Planning
and Licensing Committee. By an approximate analysis; servicing meetings, preparing agendas and
minutes, report writing etc. absorbs about three days a week of officers' time, mainly that of the Town
Clerk. Reducing the frequency of meetings would give officers more time to implement members'
decisions taken at the meetings.

Further, it can be difficult for members in paid employment and, for example, those with family and other
caring commitments to attend regularly several monthly evening meetings (serving on two or more
committees is expected) as well as carry out their constituency duties, participate in Council working
parties, support Council events and assist with other initiatives throughout the year in their spare time. It
is becoming increasingly difficult to fill elected member positions on all committees for this very reason
and some members are, therefore, effectively becoming disenfranchised.

It is rare that any matters to be considered on scheduled agenda require urgent resolution, so this

proposal should not adversely affect Council business. However, the proposed revised meeting
schedule (see below) does allow specifically for urgent decision-making, if required. Also, if an urgent
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matter were to arise between scheduled meetings, an extraordinary meeting of the relevant committee
or sub-committee or of Council could be called.

Inevitably, this proposal would lead to fuller agendas, but Council has already resolved that all motions
and agenda items for committees and Council be accompanied by a report published in advance.
Members (and those chairing meetings) could also give greater regard to debate at meetings to ensure
the best use of time.

Planning and Licensing Committee is a special case. The statutory timescale for Council's consultative
responses to planning applications cannot be facilitated by bi-monthly committee meetings. Allotments
and Transport and Highways committees already run to a bi-monthly schedule.

The effect of this proposal would be to reduce meetings to about 32 per year (excluding Planning and
Licensing Committee meetings).

The proposed revised meeting schedule could be:
First Month: Allotments, LFE and F&GP committees (plus Planning and Licensing)

Second Month: Council, Leigh Community Centre and Transport and Highways committees (plus
Planning and Licensing

Therefore, each month, any matters requiring urgent resolution could be considered either at the next
scheduled F&GP meeting or Council meeting.

Sub committees and working parties meet on an irregular basis according to business.

ANNUAL TOWN MEETING WORKING PARTY 14" February 2014 — Report 2326 (Appendix 1)
ANNUAL TOWN MEETING WORKING PARTY 14" March 2014 — Report 2336 (Appendix 2)
GOVERNANCE AND AUDIT WORKING PARTY 18" March 2014 — Report 2338 (Appendix 3)

NOTICE UNDER THE LOCAL GOVERNMENT PENSION SCHEME REGULATION

It has become apparent that the Council has never actually formally issued a public notice or minuted
the fact that all applicable posts within the Council are pensionable. Notices have been published on the
noticeboards and this item now needs to go to Council for ratification.

The necessary 28 days’ notice has been given, and that the following posts (Town Clerk, Community
Centre Manager, Senior Administrator, Junior Administrator and Janitor) will be admitted to membership
of the Local Government Pension Scheme operated by Essex County Council.

The Committee is requested to ratify the membership as outlined above.

PURCHASE OF ADDITIONAL DESK AND COMPUTER FOR USE BY THE EVENTS OFFICER.

The Committee is requested to approve these purchases of approximately; desk (straight with 3
drawers) £212 and computer (i5) with dual screen and Office Professional 2013 £951.64 to be met from
the Renewals Budget.

REPLACEMENT NOTICEBOARD LONDON ROAD OPPOSITE THE ELMS

The noticeboard in this position was damaged by the recent storms and requires replacement. The
Committee is requested to approve expenditure on a replace at an approximate cost of £650 to be met
from the Renewals Budget.

GENERAL PURPOSES BUDGET

General Purposes Budget Report 2347/GP as at 25" March 2014 (Appendix 4)
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FINANCE
13. REFERENCES FROM OTHER COMMITTEES
Allotments Committee 19" March 2014 — Minute 55
It is RECOMMENDED that any unspent sums in the 2013/14 budget with the exception of the Staffing
Budget (which will be subject to a year-end adjustment) be allocated to an earmarked reserve for Waste
Clearance.
Leisure, Foreshore and Environment 20" March 2014 — Minute 81
There has been a recommendation from the Lights contractor that all the display brackets be replaced
at a cost of £2,503 for Health and Safety reasons. It is RECOMMENDED that £1,000 be met from the
LFE Capital Renewals Budget and that F&GPC be requested to fund the balance of £1,503 from the
General Purposes Renewals Fund.
14. OFFICE AND COMMITTEE BUDGETS
 Office Budget Report 2346/FGP as at 25" March 2014 (Appendix 5)
e Committee Income and Expenditure Report 2345/FGP as at 25" March 2014 (Appendix 6)
15. TO NOTE INCOME AND APPROVE EXPENDITURE SINCE THE LAST MEETING
See report 2344/1&E (Appendix 7)

16. BANK ACCOUNT BALANCES as at 25" March 2014

CCLA Alc £ 205,360.35
HSBC BMM A/c £ 33,366.16
HSBC Current A/c £ 18,183.80
HSBC Payroll Alc £ 17,421.70
HSBC Imprest Alc £ 693.34

Py an

Paul Beckerson
Town Clerk
27" March 2014

Please Note: Any member who is unable to attend the meeting should send their apologies before
the meeting.
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Finance & General Purposes Committee 1% April 2014 — Appendix 1

Leigh-on-Sea Town Councll

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

Chairman: Clir Caroline Parker QUALITY
Vice Chairman: Clir Paul Lawrence TOWN
Town Clerk: Paul Beckerson COUNCIL
Annual Town Meeting Working Party Meeting 24 February 2014

Report 2326/ATMWP H Symmons
Notes of Meeting held on 14" February 2014

Present: Carole Mulroney Margaret Cotgrove Paul Beckerson
Donald Fraser Caroline Parker Helen Symmons

Date for meeting is Friday, 25 April 2013 starting at 18.30pm.

Budget
Budget for this Event is £500

Review

Extract from minutes of Events Working Party held 9" January 2014

‘It had been agreed that the ATM needed updating. It was felt that low attendance was due to the length of
the reports from the Committees. Reports should be mainly written and speeches kept short, with a lot more
visual content. A concert after the official proceedings would be considered. Also , Good for Leigh winners
should be asked to give a short presentation of the activities undertaken by them’.

1. VENUE

The Lower Hall has been booked from 1.00 pm to allow for set up.

PB to arrange with Elsie’s Café refreshments before and after the event, including wine after.
2. TIMINGS

Open for preparation from 2 p.m.

Admission of public from 6.30 p.m. with the Café open

Start of official proceedings has traditionally been 7 p.m. but it was agreed to change this to 7.30
p.m. as may encourage more to attend especially those working in London.

3. AGENDA ORDER

A) Chairman’s Welcome and Opening Remarks by Clir Caroline Parker

B) Committee Reports — These are to be written historic reports of the year, maximum of 250
words which each Chairman of Committee will present and then LTC Chairman will invite any
questions on the report. Cut off date to submit each report is 31* March. They will then be re-
formatted in office so all are regular.

C) Good for Leigh Awards — before the day, each winner will be asked if they would like to speak

D) Comments by David Ames, M.P.

E) Comments by Southend Borough Councillors

F) Question Time — 20 minutes would be allowed for this section

G) Music — it was agreed rather than a formal concert, David Stanley be asked to play background
music in the Café Foyer following the event for a more relaxed atmosphere

4. LAYOUT

Chairman and Committee Chairmen will be on stage, other Clirs will be at the side
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PUBLICITY

A) Ad to be placed in Leigh Times and also Mike Guy to be asked if we can have open letter
printed to residents on letter page.

B) C2C to be contacted to see if they will send info to commuters via their website and twitter feed.

C) Press pack to be prepared for press to use for editorial. Use CC and C2C, Twitter and website
to advertise.

D) Posters to go on notice boards

E) Information to be sent to Peter Holmes of Essex Radio

F) Flyers at reception.

INVITATIONS

To be sent to:

David Amess, M.P.

Southend Borough Councillors plus Rob Tinlin

Leigh Times and Southend Echo

Staff

Friends of Leigh Community Centre

Leigh Traders and businesses, including those who have advertised in Town Guide
Local Associations, including Leigh Society, West Leigh Residents’ Assoc & Old Town Community
Group

Local Clubs, including sports clubs

Local Police

Heads of Local Schools

Church Ministers

Community Centre regular hirers

Potential candidates for the Town Council by-election on 22M May

There is a Farmers’ Market on the morning of the event so customers can be leafleted then.
DISPLAYS

MDAS and LOSALGA to be asked if they would like to have a display
Community Transport

2013 LTC events & forthcoming events promotion

Friends of the Community Centre

What's on at the Community Centre

Farmers’ Market

Cafe

Suggested try and get images for a projected display in the Lower Hall during the meeting.
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Finance & General Purposes Committee 1% April 2014 — Appendix 2

Leigh-on-Sea Town Councll

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

Chairman: Clir Caroline Parker QUALITY
Vice Chairman: Clir Paul Lawrence TOWN
Town Clerk: Paul Beckerson COUNCIL
Annual Town Meeting Working Party Meeting 14 March 2014

Report 2336/ATMWP H Symmons
Notes of Meeting held on 14™ March 2014

Present: Richard Herbert Margaret Cotgrove Paul Beckerson
Donald Fraser Caroline Parker Helen Symmons

Apologies: Carole Mulroney
Date for meeting is Friday, 25 April 2014 starting at 18.30pm.

Budget
Budget for this Event is £500

8. REFRESHMENTS

PB will arrange with Elsie’s Place to serve teas and coffees prior to the meeting. These will be free
for those attending the meeting and Elsie’s Place will bill LTC after. The same will happen post
meeting with tea and coffee. Wine will be available to buy, this will be paid for by the individuals
attending the meeting and NOT LTC.

9. AGENDA

H) DF has chased each Chairman of Committee to remind them of the deadline for submitting their
reports. HS will send further reminders if necessary the week before the deadline.

I) Good for Leigh Awards is on the Agenda to be discussed at the LFE meeting 20" March

J) Question Time — 20 minutes would be allowed for this section. It was agreed that a time limit of
3 minutes should be allowed for each speaker. Timers or lights will be used as a count down
and indication of final time.

K) Music — David Stanley has confirmed he is happy to play as requested. CP asked if it was
possible for David to play pre-meeting. HS will ask.

10. PUBLICITY

G) Y% page notice will be placed in Leigh Times at cost of £75. Mike Guy has agreed open letter
can be printed and a press release. HS will prepare for DF’s agreement.

H) C2C will be contacted nearer the time.

I) Posters ready to go on notice boards

J) Information will be sent to Peter Holmes of Essex Radio

K) Flyers to go to the Library as well as reception.

11. INVITATIONS

Sent to David Amess and ALL SBC Councillors for LTC area plus Rob Tinlin.

HS has further invitations in hand to others

Friends of Leigh Community Centre — an email will be sent

Invites only to Leigh Traders and businesses who advertised in Town Guide

If any Councillor thinks of anyone specific who may respond to an invite to attend then they are to
contact HS for her to organise.
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Finance & General Purposes Committee 1% April 2014 — Appendix 2
12. DISPLAYS
MDAS and LOSALGA have been asked if they would like to have a display — wait to hear
RH will arrange for a display to ignite interest in the future of the Community Centre in line with the
expiry of the lease
Farmers’ Market — David Hammond willing to do and Ann Cushion will be in attendance
13. BANNERS

PB confirmed that we do have banners. CP will organise a volunteer to help her erect these.
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Finance & General Purposes 1% April 2014 — Appendix 3 - Governance and Audit Working Party — 18" March 2014

Leigh-on-Sea Town Councill

71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk

_ , QUALITY
Chairman: ClIr Caroline Parker TOWN
Vice Chairman: Cllr Paul Lawrence COUNCIL
Town Clerk: Paul Beckerson
Report 2338/G&AWP

GOVERNANCE AND AUDIT WORKING PARTY 18" March 2014
Present: ClIrs Patsy Ryan (Convenor), Donald Fraser, Richard Herbert and Caroline Parker
In Attendance: Paul Beckerson (Town Clerk)
Meeting started 7.00pm
1. The Working Party considered the new model standing orders, revised terms of reference and
Financial Regulations. Amendments were made and the revised documents are attached as

Appendix 1. The amended documents are RECOMMENDED for adoption by F&GPC and Council.

Meeting closed 8.54pm
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List of model standing orders

N o o s~ w D P

10.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

21.
22.

23.
24.
25.
26.
27.

28.
29.

Rules of debate at meetings
Disorderly conduct at meetings
Meetings generally

Committees and sub-committees

Advisory Committee and Working Parties

Ordinary council meetings

Extraordinary meetings of the council and committees
and sub-committees

Previous resolutions
Voting on appointments

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

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

Draft minutes

Code of conduct and dispensations

Code of conduct complaints

Proper Officer

Responsible Financial Officer

Accounts and accounting statements

Financial controls and procurement

Estimates / Precepts
Canvassing of and recommendations by Councillors
Inspection of Documents

Handling staff matters

Requests for information

Relations with the press/media
Execution and sealing of legal deeds

Communicating with District and County or
Unitary councillors

Restrictions on councillor activities

Complaints Procedure

LOCAL COUNCILS EXPLAINED
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10
11

11

11
13
13
13
14
15
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18
18
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21

21
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30. Delegation 26

31. Standing orders generally 26
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Leigh-on-Sea
Town Council -

Standing Orders

1. Rules of debate at meetings

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

b A motion (including an amendment) shall not be progressed unless it has been moved
and seconded and a report with sufficient information to be used in the debate
circulated in writing with the agenda.

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

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

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

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

g An amendment shall not be considered unless early verbal notice of it is given at the
meeting and, if requested by the chairman of the meeting, is expressed in writing to the
chairman.
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A councillor may move an amendment to his own motion if agreed by the meeting. If a
motion has already been seconded, the amendment shall be with the consent of the
seconder and the meeting.

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

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

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

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

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

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

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

i. to speak on an amendment moved by another councillor;

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

iii. tomake a point of order;

iv.  to give a personal explanation; or

V. in exercise of a right of reply.

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

A point of order shall be decided by the chairman of the meeting and his decision shall
be final.

When a motion is under debate, no other motion shall be moved except:

i to amend the motion;
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ii. to proceed to the next business;

iii. toadjourn the debate;

iv.  to put the motion to a vote;

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

vi. torefer a motion to a committee or sub-committee for consideration;

vii.  to exclude the public and press;

viii.  to adjourn the meeting; or

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

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

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

2. Disorderly conduct at meetings

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

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

c If a resolution made under standing order 2(b) above is ignored, the chairman of the

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

B Full Council meetings
B Committee meetings
M Sub-committee meetings

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

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

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

d Meetings shall be open to the public unless their presence is prejudicial to
the public interest by reason of the confidential nature of the business to
be transacted or for other special reasons. The public’s exclusion from
part or all of a meeting shall be by a resolution which shall give reasons for
the public’s exclusion.

e Members of the public may make representations, answer questions and give
evidence at a meeting which they are entitled to attend in respect of the business
on the agenda.

f  The period of time designated for public participation at a meeting in accordance
with standing order 3(e) above is at the Chairman’s discretion and shall not
exceed 15 minutes unless directed by the chairman of the meeting.

g Subject to standing order 3(f) above, a member of the public shall not speak for
more than (3 ) minutes.

h In accordance with standing order 3(e) above, a question shall not require a
response at the meeting nor start a debate on the question. The chairman of the

meeting may direct that a written or oral response be given.

i A person shall raise his hand when requesting to speak and stand when
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speaking (except when a person has a disability or is likely to suffer discomfort).
The chairman of the meeting may at any time permit a person to be seated when
speaking.

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

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

Photographing, recording, broadcasting or transmitting the proceedings of
a meeting by any means is not permitted without the Council’s prior written
consent.

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

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

any).

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

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

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

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

Unless standing orders provide otherwise, voting on a question shall be by
a show of hands. At the request of a councillor, the voting on any question
shall be recorded so as to show whether each councillor present and
voting gave his vote for or against that question. Such a request shall be
made before moving on to the next item of business on the agenda.
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s The minutes of a meeting shall include an accurate record of the following:

i. thetime and place of the meeting;

ii. the names of councillors present and absent;

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

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

v. if there was a public participation session; and

vi. the resolutions made.

vii. And may include a brief resume of any debate at the minute takers
discretion in consultation with the chairman.

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

No business may be transacted at a meeting unless at least one-third of
the whole number of members of the council are present and in no case
shall the guorum of a meeting be less than three.
See standing order 4d(viii) below for the quorum of a committee or sub-
committee meeting.

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

be adjourned to another meeting.

A meeting shall not exceed a period of 3 hours.
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4. Committees and sub-committees

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

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

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

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

i. shall determine their terms of reference;

ii. shall determine the number and time of the ordinary meetings of a standing
committee up until the date of the next annual meeting of full council;

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

iv.  shall, subject to standing orders 4(b) and (c) above, appoint and determine the
terms of office of members of such a committee;

V. shall, after it has appointed the members of a standing committee, appoint the
chairman of the standing committee;

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

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

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

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

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

xi.  may dissolve a committee.
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5. Advisory Committee and Working
Parties (WPs)

a. The Council may appoint advisory Committees comprised of a number of
Councillors and non-Councillors.

b. Advisory Committees and any Sub-Committees may consist wholly of persons who
are non-Councillors.

c. Every Committee may appoint Working Parties (WPs) whose terms of reference
and members shall be determined by resolution of the Committee.

d. Where a WP reports directly to Council, rather than to the Committee that formed
it, because of timing issues, then notice of the time, date, place and business is to
be notified to all Councillors.

e. The membership and size of WPs is normally by election, selection or appeal for
volunteers, and is set by the Committee. A Convenor will be nominated, whose
role, it is to call meetings, notify the Chairman of the Committee to which the WP
reports and the Proper Officer of the day, time and place of a WP meeting for
circulation to all councillors and ensure that a report is issued. The Convenor
frequently, but not always, chairs the WP.

f. WPs do not have to meet at the Town Council's offices.

g. WPs may co-opt members, not necessarily Councillors, either permanently or for
specific meetings. Any Councillor may attend and speak at any WP meeting, even
if not a member of that WP, but without voting rights.

h. The Proper Officer or an appropriate Officer will attend WP meetings if available
and required.

i Each meeting of a WP will produce a written report to go to members of the WP
and Chairman of the Committee to which it reports as soon as possible after a
meeting and then to the Committee that set it up. If the Proper Officer or
appropriate Officer is present, he will produce the report, but if not, then it is the
responsibility of the Convenor to write the report and send it to the Proper Officer
so that the report is on the agenda for the next Committee meeting.

j- If the WP requires action to be taken, it will make a recommendation to the
Committee. That recommendation will be typed in bold within the report of the
meeting, as in 5(i) above.

k. In the event that there is a disagreement over WP recommendations, or whether
another person is co-opted, it will be decided by a vote of those members present,
with the Chairman of the WP having a casting vote.
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No power can be delegated to a WP, (Council can only delegate power to
Committees, Sub-Committees or Officers of the Council) but power can be
delegated to the Proper Officer in consultation with the WP.

Ordinary council meetings

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

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

If no other time is fixed, the annual meeting of the council shall take place at
7.30pm.

In addition to the annual meeting of the council, at least three other ordinary
meetings shall be held in each year on such dates and times as the council
directs. Additional meetings of the Council shall take place on the second Wednesday
in all other months except August.

The first business conducted at the annual meeting of the council shall be the
election of the Chairman and Vice-Chairman of the Council.

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

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

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

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

LOCAL COUNCILS EXPLAINED 9



Finance & General Purposes 1% April 2014 — Appendix 3 - Governance and Audit Working Party — 18" March 2014

Vi.
Vil.
Viii.

Xi.
Xii.

Xiii.
Xiv.
XV.

XVi.
XVil.

XViil.
XiX.

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

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

Confirmation of the accuracy of the minutes of the last meeting of the council;
Receipt of the minutes of the last meeting of a committee;

Consideration of the recommendations made by a committee;

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

Review of the terms of reference for committees;

Appointment of members to existing committees;

Appointment of any new committees in accordance with standing order 4 above;
Review and adoption of appropriate standing orders and financial regulations;
Review of arrangements, including any charters and agency agreements, with
other local authorities and review of contributions made to expenditure incurred
by other local authorities;

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

(England) In an election year, to make arrangements with a view to the council
becoming eligible to exercise the general power of competence in the future;
Review of inventory of land and assets including buildings and office equipment;
Confirmation of arrangements for insurance cover in respect of all insured risks;
Review of the council’s and/or staff subscriptions to other bodies;

Review of the council’'s complaints procedure;

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

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

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

Extraordinary meetings of the council

and committees and sub-committees

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

b If the Chairman of the Council does not or refuses to call an extraordinary
meeting of the council within seven days of having been requested in writing to

do so by two councillors, any two councillors may convene an extraordinary
LOCAL COUNCILS EXPLAINED 10
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meeting of the council. The public notice giving the time, place and agenda for
such a meeting must be signed by the two councillors.

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

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

Previous resolutions

A resolution shall not be reversed within six months except either by a special motion,
which requires written notice by at least six councillors to be given to the Proper Officer
in accordance with standing order 10 below, or by a motion moved in pursuance of the
recommendation of a committee or a sub-committee.

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

Voting on appointments

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

10. Motions for a meeting that require

written notice to be given to the
Proper Officer

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

No motion may be moved at a meeting unless it is on the agenda and the mover has
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given written notice of its wording to the Proper Officer at least 7 clear days before the
meeting. Clear days do not include the day of the notice or the day of the meeting.

Motions may not go direct to Council, unless the Proper Officer and the Chairman
agree that the matter is of such urgency that it cannot go through the Committee

process.

If a motion specified in the agenda is not moved either by the member who gave notice
of it or by any other Councillor, it shall, unless postponed by the Council be treated as

withdrawn and shall not be moved without fresh notice.

If a motion fails at Committee, it will be recorded as such in the minutes. When the
Committee minutes are reported to Council, the mover of the motion may ask that the
matter be reconsidered and voted upon. For the sake of clarification, the minutes of the
meeting which contain the failed motion shall constitute the written notice under SO
10(a) and the mover of the motion shall give prior notice to the Chairman of the

relevant Committee.

The Proper Officer may, before including a motion on the agenda received in
accordance with standing order 10(b) above, correct obvious grammatical or
typographical errors in the wording of the motion.

If the Proper Officer considers the wording of a motion received in accordance with
standing order 10(b) above is not clear in meaning, the motion shall be rejected until
the mover of the motion resubmits it in writing to the Proper Officer so that it can be
understood at least 5 clear days before the meeting.

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

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

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

Motions rejected shall be recorded in a book for that purpose with an explanation by
the Proper Officer for their rejection.
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11. Motions at a meeting that do not
require written notice

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

Officer;

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

ii. to move to a vote,

iii. to defer consideration of a motion;

iv.  arising from the consideration of reports from officers, committees or sub-
committees which are included in the agenda,;

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

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

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

viii. to proceed to the next business on the agenda,;

iX.  torequire a written report;

X.  to appoint a committee or sub-committee and their members;

xi.  to extend the time limits for speaking;

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

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

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

Xv. to temporarily suspend the meeting;

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

xvii. to adjourn the meeting; or

xviii. to close a meeting.

12. Handling confidential or sensitive
information

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

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

13. Draft minutes

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

b There shall be no discussion about the draft minutes of a preceding meeting except in
relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall
be moved in accordance with standing order 11(a)(i) above.

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

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

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

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

14. Code of conduct and dispensations

See also standing order 3(t) above.

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

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

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

d Dispensation requests shall be in writing and submitted to the Proper Officer as

soon as possible before the meeting, or failing that, at the start of the meeting for which
the dispensation is required.
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e A dispensation request shall confirm:

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

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

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

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

f Subject to standing orders 14(d) and (f) above, dispensations requests shall be
considered by the Chairman and Vice Chairman of Council before the meeting or, if this
is not possible, at the start of the meeting for which the dispensation is required.

g A dispensation may be granted in accordance with standing order 14(g) above if
having regard to all relevant circumstances the following applies:

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

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

iii. itis otherwise appropriate to grant a dispensation.

15. Code of conduct complaints

a Upon notification by the Unitary Council that it is dealing with a complaint that a
councillor or non-councillor with voting rights has breached the council’s code of
conduct, the Proper Officer shall, subject to standing order 12 above, report this to the
council.

b Where the notification in standing order 15(a) above relates to a complaint made by the
Proper Officer, the Proper Officer shall notify the Chairman of Council of this fact, and
the Chairman shall nominate another staff member to assume the duties of the Proper
Officer in relation to the complaint until it has been determined and the council has
agreed what action, if any, to take in accordance with standing order 15(d) below].

c The council may:
i. provide information or evidence where such disclosure is necessary to progress
an investigation of the complaint or is required by law;
il. seek information relevant to the complaint from the person or body with statutory
responsibility for investigation of the matter;
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d Upon notification by the Unitary Council that a councillor or non-councillor with
voting rights has breached the council’s code of conduct, the council shall
consider what, if any, action to take against him. Such action excludes
disqualification or suspension from office.

16. Proper Officer

The Town Clerk is the Proper Officer of the Council and as such is under a
statutory duty to carry out all the functions required by law of a local authority's
Proper Officer. The Town Clerk is totally responsible for ensuring that the
instructions of the Council in connection with its functions as a Local Authority are
carried out.

The Town Clerk is expected to advise the Council on, and assist in the formation
of, overall policies to be followed and to implement constructively all decisions.
The Town Clerk is accountable to the Council, not to any individual or group of
councillors, for the effective management of all its resources and will report to the
Council as and when required.

In effect, the Town Clerk’s role is equivalent to that of Chief Executive.

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

c The Proper Officer shall:

iv.

V.

at least three clear days before a meeting of the council, a committee and a sub-
committee serve on councillors a summons, by email, confirming the time, place
and the agenda provided any such email contains the electronic signature and
title of the Proper Officer].

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

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

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

subject to standing order 10 above, include on the agenda all motions in the
order received unless a councillor has given written notice at least 5 days before
the meeting confirming his withdrawal of it;

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

facilitate inspection of the minute book by local government electors;

receive and retain copies of byelaws made by other local authorities;
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Vi,
Vii.

viii.

Xi.

Xii.

Xiii.

Xiv.

XV.

XVi.

retain acceptance of office forms from councillors;

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

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

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

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

arrange for legal deeds to be executed;

See also standing order 26 below.

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

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

refer a planning application received by the council to the Chairman or in his
absence Vice-Chairman of the Planning and Licensing Committee within two
working days of receipt to facilitate an extraordinary meeting if the nature of a
planning application requires consideration before the next ordinary meeting of
Planning and Licensing Committee;

manage access to information about the council via the publication scheme; and
retain custody of the seal of the council which shall not be used without a
resolution to that effect.

See also standing order 26 below.
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17. Responsible Financial Officer

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

18. Accounts and accounting statements

“Proper practices” in standing orders refer to the most recent version of Governance

and Accountability for Local Councils — a Practitioners’ Guide (England).

All payments by the council shall be authorised, approved and paid in accordance with

the law, proper practices and the council’s financial regulations.

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

summarise:

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

ii. the council’s aggregate receipts and payments for the year to date;
iii. the balances held at the end of the quarter being reported

and which includes a comparison with the budget for the financial year and highlights
any actual or potential overspends. Similar statements to those above will be supplied

for all other months with the exception of August.

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

Officer shall provide:

I. each councillor with a statement summarising the council’s receipts and

payments for the last quarter and the year to date for information; and

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

approval.

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

consideration and formal approval before 30 June.
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19. Financial controls and procurement

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

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

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

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

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

V. procurement policies (subject to standing order 19(c) below) including the setting
of values for different procedures where a contract has an estimated value of less
than £50,000.

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

c Financial regulations shall confirm that a proposed contract for the supply of
goods, materials, services and the execution of works with an estimated value in
excess of [£50,000] shall be procured on the basis of a formal tender as
summarised in standing order 19(d) below.

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

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

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

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

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

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

vi. tenders are to be reported to and considered by the appropriate meeting of the
council or a committee or sub-committee with delegated responsibility.
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e Neither the council, nor a committee or a sub-committee with delegated responsibility
for considering tenders, is bound to accept the lowest value tender.

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

a. The Council shall approve written estimates for the coming financial year at its
meeting before the end of January.

b. Any Committee desiring to incur expenditure shall give the Proper Officer a written
estimate of the expenditure recommended for the coming year no later than December.

21. Canvassing of and recommendations
by Councillors

a. Canvassing Councillors or the members of a Committee or Sub-Committee, directly or
indirectly, for appointment by the Council shall disqualify the candidate from such an
appointment. The Proper Officer shall disclose the requirements of this Standing Order
to every candidate.

b. A Councillor or a member of a Committee or Sub-Committee shall not solicit a person
for appointment by the Council or recommend a person for such appointment or for
promotion; but, nevertheless, any such person may give a written testimonial of a
candidate’s ability, experience or character for submission to the Council with an
application for appointment.

c.  This Standing Order shall apply to tenders as if the person making the tender were a
candidate for an appointment.

22. Inspection of Documents

a. Subject to Standing Orders to the contrary or in respect of matters which are
confidential, a Councillor may, for the purpose of his official duties (but not otherwise),
inspect any document in the possession of the Council or a Committee or a Sub-
Committee, and request a copy for the same purpose. The minutes of meetings of the
Council, its Committees or Sub-Committees shall be available for inspection by
Councillors.

23. Handling staff matters

a A matter personal to a member of staff that is being considered by a meeting of council
or the Finance and General Purposes committee] or the Personnel sub-committee is
subject to standing order 12 above.

b Subject to the council’s policy regarding absences from work, the council’s most senior
member of staff shall notify the chairman of the Personnel sub-committee or, if he is
not available, the vice-chairman of the Personnel sub-committee of absence
occasioned by illness or other reason and that person shall report such absence to the
Personnel sub-committee at its next meeting.
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c The chairman of the Personnel sub-committee or in his absence, the vice-chairman
shall upon a resolution conduct a review of the performance and annual appraisal of
the work of the Town Clerk and RFO. The reviews and appraisal shall be reported in
writing and is subject to approval by resolution by the Personnel sub-committee.

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

e Subject to the council’'s policy regarding the handling of grievance matters, if an
informal or formal grievance matter raised by Town Clerk relates to the chairman or
vice-chairman of the Personnel sub-committee, this shall be communicated to another
member of the Personnel sub-committee, which shall be reported back and progressed
by resolution of the Personnel sub-committee.

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

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

h Only persons with line management responsibilities shall have access to staff records
referred to in standing orders 23(f) and (g) above if so justified.

[ Access and means of access by keys and/or computer passwords to records of
employment referred to in standing orders 23(f) and (g) above shall be provided only to
(post holder) and/or the Chairman of the Personnel sub-committee.

24. Requests for information

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

b Correspondence from, and notices served by, the Information Commissioner shall be
referred by the Proper Officer to the chairman of the Finance and General Purposes
committee. The said committee shall have the power to do anything to facilitate
compliance with the Freedom of Information Act 2000.
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25. Relations with the press/media

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

b In accordance with the Council’s policy in respect to dealing with the press and/or other
media, Councillors shall not, in their official capacity, provide oral or written statements
or written articles to the press or other media.

26. Execution and sealing of legal deeds

See also standing orders 16(b)(xii) and (xvii) above.

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

b Subject to standing order 26(a) above, the council’s common seal shall alone be
used for sealing a deed required by law. It shall be applied by the Proper Officer
in the presence of two councillors who shall sign the deed as witnesses.

27. Communicating with Unitary
councillors

a An invitation to attend a meeting of the council shall be sent, together with the agenda,
to the ward councillor(s) of the Unitary Council (Principal Authority — PA) representing
the area of the council.

b If the Council so orders, a copy of each letter sent to the PA shall be sent to the PA

Councillor representing its electoral ward.

C Any decision taken by the Council or a Committee which requires contact with the PA

shall be effected by the Town Clerk or his nominated officer.

d Contact by Councillors with PA officers, unless authorised by the Council or a

Committee, shall be restricted to information and clarification only.
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28. Restrictions on councillor activities

Unless authorised by a resolution, no councillor shall:

I. inspect any land and/or premises which the council has a right or duty to inspect;
or

ii. issue orders, instructions or directions.

29. Complaints Procedure

The following procedure will be adopted for dealing with complaints about the Council’s
administration or its procedures. Complaints about a policy decision made by the
Council will be referred back to the Council, or relevant Committee, as appropriate, for

consideration.

This procedure does not cover complaints about the conduct of a Councillor (refer
Standing Order 15).

If a complaint about procedures, administration or the actions of any of the Council’s
employees is notified orally to a Councillor, or to the Proper Officer of the Council, a
written record of the complaint will be made, noting the name and contact details of the

complainant and the nature of the complaint.

The complainant will be asked to put the complaint in writing to the Proper Officer of the
Council at 71-73 EIm Road, Leigh-on-Sea, Essex SS9 1SP. The complaint will be dealt
with within 35 days of receipt. Refusal to put the complaint in writing does not
necessarily mean that the complaint cannot be investigated, but it is easier to deal with if

it is in writing.

If the complainant prefers not to put the complaint to the Proper Officer of the Council
(because the matter relates to the Proper Officer, for example,) he should be advised to

write to the Chairman.

(a) On receipt of a written complaint, the Proper Officer of the Council (except where the
complainant is about his own actions) or Chairman (if the complaint relates to the Proper

Officer), will seek to settle the complaint directly with the complainant. This will not be
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done without first notifying any person complained about and giving him an opportunity

to comment. Efforts should be made to resolve the complaint at this stage.

(b) Where the Proper Officer of the Council or a Councillor receives a written complaint
about the Proper Officer’s actions, he or she shall refer the complaint to the Chairman.
The Proper Officer of the Council will be formally advised of the matter and given an

opportunity to comment.

g The Proper Officer of the Council (or Chairman) will report any complaint disposed of by
direct action with the complainant to the next meeting of the Council.

h  The Proper Officer of the Council (or Chairman) will report any complaint that has not
been resolved to the next meeting of the Council. The Proper Officer will notify the
complainant of the date on which the complaint will be considered and the complainant
will be offered an opportunity to explain the complaint to the Council orally.

i Matters relating to Grievance or Disciplinary proceedings that are taking, or are likely to
take place, should be dealt with in accordance with the Council’'s grievance and

disciplinary procedures (refer Standing Order 23).

j  The Council may consider whether the circumstances of any complaint warrant the
matter being discussed in the absence of the press and public, but any decision on the

complaint will be announced at the Council meeting in public.

k  The Council may consider in the circumstances of any particular complaint whether to
make any without liability payment or provide other reasonable benefit to any person
who has suffered loss as a result of the Council’s maladministration. Any payment may
only be authorised by the Council after obtaining legal advice and advice from the

Council’s auditor on the propriety of such a payment.
I As soon as possible after the decision has been made (and in any event not later than

10 clear working days after the meeting) the complainant will be notified in writing of the

decision and any action to be taken.
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The Council may defer dealing with any complaint if it is of the opinion that issues arise
on which further advice is necessary. The advice will be considered and the complaint

dealt with at the next meeting after the advice has been received.

The Council will set up a complaints register.

30. Delegation

a. Where the next scheduled meeting of the Council is after the date when the Council is

c

requested to either reply to a consultation document, or to nominate a representative to
an outside body, the power to act shall be delegated to the appropriate Committee.
Where a decision is required before the Committee can be convened then the power to
act shall be delegated to the Proper Officer in consultation with either the Chairman or
Vice-Chairman of Council and either the Chairman or Vice-Chairman of the appropriate
Committee.

Power shall be delegated to the Proper Officer in consultation with the Chairman and
Vice-Chairman of Planning and Licensing to negotiate with licensing applicants and/or
their agents, and to rescind or amend the decision of the Planning and Licensing
Committee in the light of new information, satisfactory reassurances, undertakings or
explanations in writing. All such decisions are to be reported to the next meeting of
F&GPC.

In the event that a Committee or Sub-Committee meeting is not quorate, power shall be
delegated to the Proper Officer to respond to any consultations, and take decisions, up
to the limit of the power of that Committee or Sub-Committee, including responding to
planning applications, in consultation with those Committee or Sub-Committee members
present. The Proper Officer to report any such decisions or actions to the next ordinary
meeting of the Committee or Sub-Committee.

When carrying out their duties under delegated authority granted to them by the Council
officers will act without reference to councillors or committees within the parameters set
by the council’s standing orders and financial regulations.

31. Standing orders generally

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

A motion to add to or vary or revoke one or more of the council’'s standing orders,
except one that incorporates mandatory statutory requirements, shall be proposed by a
special motion, the written notice by at least 3 councillors to be given to the Proper
Officer in accordance with standing order 10 above.

A motion to permanently add to or to vary or to revoke one or more of the Council’s
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Standing Orders not mandatory by law shall not be carried unless two-thirds of the

Councillors at a meeting of the Council vote in favour of the same.

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

e The decision of the chairman of a meeting as to the application of standing orders at
the meeting shall be final.
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TR1

TR2

LEIGH-ON-SEA TOWN COUNCIL

APPENDIX A - TERMS OF REFERENCE

MATTERS TO BE DEALT WITH SOLELY BY THE COUNCIL

@)
(b)

(©)

(d)

(e)

()

(9)

(h)

(i)

Raising loans and setting the precept.

Setting policy and controlling all decisions except where delegated by Council
resolution.

Incurring capital expenditure not specifically included in the Council's
approved estimate of expenditure for the time being.

Appointing, or co-opting, to a Committee or Sub-Committee, a person who is
not a Member of the Council or the Committee.

Standing Orders, Financial Regulations and the functions, establishment and
constitution of Committees and Sub-Committees.

Dates of meetings of the Council.
Appointing or nominating Councillors and Officers at the annual meeting of the
Council to fill positions on outside bodies and in the event of any vacancies

arising during the Council year.

Filling of vacancies at a meeting other than the annual meeting occurring on
any Committee of the Council during the Council year.

The dismissal of the Town Clerk.

POWERS AND DUTIES OF STANDING COMMITTEES

Subiject to the foregoing, and to observance of decisions of the Council on matters of
principle or policy, all the Council's powers and duties shall be delegated to the
Standing Committees in accordance with the following terms of reference unless
otherwise specified.

The acts and proceedings of a Committee shall:

(@)

(b)

(©)

where they are delegated to the Committee, so far as is legally permissible be
deemed the acts and proceedings of the Council;

as regards other matters, be subject to confirmation by the Council, and when
confirmed shall be deemed the acts and proceedings of the Council; and

in all respects be subject to the provisions of the Council's Standing Orders
and Financial Regulations except as otherwise determined by the Council.

The Council may at any time without prejudice to executive action already taken
revoke any executive power delegated to a Committee.
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FINANCE AND GENERAL PURPOSES COMMITTEE (F&GPC) (8 MEMBERS,
Chairmen of Leigh Community Centre,Leisure Foreshore and Environment,
Transport and Highways, Planning and Licensing and Allotments Committee
plus 3 others)

Note: In the event that any Committee Chairmen are ex-officio members of F&GPC,
or the same person is Chairman of more than one Committee, the Committee will be
made up to 8 members by election of extra Councillor(s).

F&GPC is the senior Committee of the Council. F&GPC shall consider all matters
that affect the finances of the Council and will make a report to the Council. The
terms of reference of F&GPC are as follows:

To formulate the annual budget for the Council and submit its recommendations on
this no later than December in the year preceding the relevant Council year. Its
Chairman shall present the draft budget to the Committee after consultation with the
RFO and after receipt of draft budget submissions from other Committees. In the
absence of such draft budgets, the Chairman of F&GPC may submit draft proposals
for such Committees.

To monitor the progress of the budget during the Council year and consider any
requests from other Committees for supplementary expenditure above that agreed for
the year, and will make any recommendations arising to the Council.

To deal, under delegated powers, with staff terms and conditions of service, levels,
duties, remuneration, appointments, grievance and discipline; and may delegate
consideration of these issues to the Personnel Sub-committee and receive any
recommendations from such Sub-Committee.

To receive reports from the Strategy and Town Plan Sub- Committee and receive any
recommendations from such Sub-Committee.

To formulate new policy and review existing policy concerning the Council's work for
consideration by the Council.

To deal, under delegated powers, with the following specific decision-making issues
within the budget and policies approved by the Council:

a. Marketing, economic development and regeneration.

b. Grants to local community and youth organisations.

C. Crime and disorder issues.

d. To consider correspondence appropriate to its Terms of Reference.

e. Matters which, in the opinion of the Town Clerk, must have consideration and

action on the Council's behalf where to do otherwise would place the Council
at risk of a breach of legal obligations or statutes and where an emergency
meeting of the full Council cannot be arranged.

f. Management of any Council facilities or programmes falling within it's remit.

g. Staff and Councillor training.
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11.

12.

13.

TR4

h. Assets of the Council, including premises.

To prepare an annual proposed budget and a report of any over or under spends
from the current year’s budget not later than the end of November. The Committee
Chairman shall draft the Budget for presentation to the Committee and may liaise with
the RFO in its preparation.

Where there is a dispute between itself and another Committee, the decisions of
F&GPC shall have precedence.

Where there is a dispute between two other Committees, F&GPC shall arbitrate and
its decision shall be final.

To review from time to time Standing Orders and Financial Regulations and to make
recommendations for changes to Council.

To review the Terms of Reference of Committees from time to time, taking into
account any proposals or recommendations from other Committees; and make
recommendations to the Council.

To receive reports from any Council appointed representatives to other bodies, where
not relevant to other Committees.

Where acting under delegated authority, to decide, by a simple majority of Councillors
present and voting (abstentions counting as a vote), to refer a matter for decision to
Council and make recommendations as appropriate.

LEISURE, FORESHORE AND ENVIRONMENT COMMITTEE (LFEC) (6 MEMBERS)

LFEC is responsible for consideration of all leisure, foreshore and environmental
matters relating to the Council's business. The Terms of Reference of LFEC are as
follows:-

To deal, under delegated powers, with the following specific decision-making issues
within the budget and policies approved by the Council:

a. Running of any Council event or activity coming under leisure, foreshore and
environment headings.

b. Running of any leisure facilities and activities, including the Youth Facility.
C. Maintaining and running the Christmas Lights.
d. Formulation, publication and distribution of the Town Guide and other

promotional and publicity activities.

e. Liaison, joint programmes, partnerships etc relating to matters of a leisure,
foreshore or environmental nature with other local authorities and bodies.
f. Grants and sponsorship for leisure, foreshore or environmental purposes such

as decorative lighting, cultural activities, toilets, museums, floral arrangements
and displays in the Town based on requests from outside bodies referred from
F&GPC.
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g. To consider correspondence relevant to its Terms of Reference.

h. Community Transport Programme and may delegate consideration of these
issues to the Community Transport Sub-Committee and receive any
recommendations from such Sub-Committee.

i Amenities.

To submit an annual proposed budget and a report of any over or under spends from
the current year's budget to F&GPC not later than the end of November. The
Committee Chairman shall draft the Budget for presentation to the Committee and
may liaise with the RFO and the Chairman of F&GPC in its preparation.

In the event of a dispute with another Committee that cannot be resolved by the two
Committees, the matter shall be referred to F&GPC for arbitration and F&GPC's
decision on the matter shall be final.

Where the Committee proposes actions or policies outside of agreed Council policy, it
shall make recommendations to the Council.

Refer any proposals which would incur non-budgeted expenditure or would reduce by
more than £500 budgeted income to F&GPC which shall make recommendations to
the Council on the matter.

May vire monies within its approved budget between heads provided that any
virement which would exceed more than 5% (up to a maximum of £1000) of the
Committee's budget is referred to F&GPC for consideration of the financial
implications of such a change.

Where acting under delegated authority the Committee may decide, by a simple
majority of Councillors present and voting (abstentions counting as a vote), to refer
the matter for decision to Council and shall make recommendations as appropriate.

To receive reports from any Council appointed representatives to other bodies
relevant to the Committee.

PLANNING AND LICENSING COMMITTEE (PC) (6 MEMBERS)
The Terms of Reference of PC are as follows:

To consider all planning applications the Council is consulted upon by the local
planning authority; the Town Clerk being authorised to submit the observations,
recommendations or objections of the PC on all such applications including
representations received from the public. Where a meeting of the PC is not quorate,
Councillors who are members of the PC may consider such applications and a note
of their views shall be made available to the Town Clerk who shall inform the local
planning authority accordingly under delegated powers.

To deal, under delegated powers, with the following specific decision-making issues
within the budget and policies approved by the Council

a. All matters affecting planning e.g. statutory and local plans.
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b. Town development

c. Public Footpath Orders

d. Enforcement matters

e. Emergencies - environmental, public or disaster

f.  Planning legislation

g. To consider correspondence relevant to its Terms of Reference.

h. To consider Road Traffic Orders when the deadline does not allow Transport and
Highways to deal with them.

i. Torespond, under delegated powers, to all licensing applications.

j-  To consider all policy documents relating to licensing policy and make

recommendations to F&GPC.

To submit an annual proposed budget and a report of any over or under spends from
the current year’s budget to F&GPC not later than the end of November. The
Committee Chairman shall draft the Budget for presentation to the Committee and
may liaise with the RFO and the Chairman of F&GPC in its preparation.

In the event of a dispute with another Committee that cannot be resolved by the two
Committees, the matter shall be referred to F&GPC for arbitration and F&GPC's
decision on the matter shall be final.

Where the Committee proposes actions or policies outside of agreed Council policy, it
shall make recommendations to the Council.

Refer any proposals which would incur non-budgeted expenditure or would reduce by
more than £500 budgeted income to F&GPC which shall make recommendations to
the Council on the matter.

May vire monies within its approved budget between heads provided that any
virement which would exceed more than 5% (up to a maximum of £1000) of the
Committee's budget is referred to F&GPC for consideration of the financial
implications of such a change.

TRANSPORT AND HIGHWAY’S COMMITTEE (T&HC) (6 MEMBERS)

The Terms of Reference of T&HC are as follows:

T&HC is responsible for all issues referred from, or being discussed by the Highway
Authority and initiates improvements relating to:

a. Highways
b. Public Footpaths except orders

c. Parking
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d. Public Transport
e. Waste and Refuse

To deal, under delegated powers, with the following specific decision-making issues
within the budget and policies approved by the Council

a. Consultations from the Highway Authority (where there is a limited response time)
b. Bus Shelters

c. School Crossing Patrols and Safer Journeys to Schools

d. Street Furniture

e. To consider correspondence relevant to its Terms of Reference.

To submit an annual proposed budget and a report of any over or under spends from
the current year’s budget to F&GPC not later than 15th November. The Committee
Chairman shall draft the Budget for presentation to the Committee and may liaise with
the RFO and the Chairman of F&GPC in its preparation.

In the event of a dispute with another Committee that cannot be resolved by the two
Committees, the matter shall be referred to F&GPC for arbitration and F&GPC's
decision on the matter shall be final.

Where the Committee proposes actions or policies outside of agreed Council policy, it
shall make recommendations to the Council.

Refer any proposals which would incur non-budgeted expenditure or would reduce by
more than £500 budgeted income to F&GPC which shall make recommendations to
the Council on the matter.

May vire monies within its approved budget between heads provided that any
virement which would exceed more than 5% (up to a maximum of £1000) of the
Committee's budget is referred to F&GPC for consideration of the financial
implications of such a change.

To receive any reports from Council appointed representatives to other bodies
relevant to the Committee.

ALLOTMENTS COMMITTEE (AC) (6 MEMBERS plus non-Council co-opted
representatives from each of the three allotment sites and other non-Council co-opted
members as required by the committee) — at all times there must be a majority of
Council members.

Co-opted members have no voting rights on matters affecting finance or policy.

The Terms of Reference of AC are as follows:

To deal, under delegated powers, with the administration, management and
maintenance of the allotments, in line with Council policy and within budget.

To set rental levels.
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To make recommendations to F&GPC on the formulation of any policy or strategy in
relation to the discharge of the allotments function

To promote the responsible use and advancement of the allotments in Leigh

To promote the use of allotments by young people

To consider correspondence relevant to its Terms of Reference.

To submit an annual proposed budget and a report of any over or under spends from
the current year’s budget to F&GPC not later than 15th November. The Committee
Chairman shall draft the Budget for presentation to the Committee and may liaise with
the RFO and the Chairman of F&GPC in its preparation.

In the event of a dispute with another Committee that cannot be resolved by the two

Committees, the matter shall be referred to F&GPC for arbitration and F&GPC's
decision on the matter shall be final.

Where the Committee proposes actions or policies outside of agreed Council policy, it
shall make recommendations to the Council.

Refer any proposals which would incur non-budgeted expenditure or would reduce by
more than £500 budgeted income to F&GPC which shall make recommendations to
the Council on the matter.

May vire monies within its approved budget between heads provided that any
virement which would exceed more than 5% (up to a maximum of £1000) of the

Committee's budget is referred to F&GPC for consideration of the financial
implications of such a change.

LEIGH COMMUNITY CENTRE COMMITTEE (LCCC) (6 MEMBERS)

LCCC is responsible for supporting the operation of the Leigh Community Centre
(LCC). The Terms of Reference of LCCC are as follows:-

To deal, under delegated powers, with the following specific decision-making issues
within the budget and policies approved by the Council:

a. To set policy relating to the general use of the LCC.

b. To receive reports from the LCC Manager who has delegated authority in
managing the LCC and all operational matters relating to hirers and staffing.

c. To appoint members to the Advisory Board and to deal with any matters relating
to the constitution or Terms of Reference of the Board.

d. Toreceive via the LCC Manager matters raised by the Advisory Board.

e. To consider correspondence relevant to its Terms of Reference.

To submit an annual proposed budget and a report of any over or under spends from
the current year's budget to F&GPC not later than the end of November. The
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Committee Chairman shall draft the Budget for presentation to the Committee and
may liaise with the RFO and the Chairman of F&GPC in its preparation.

In the event of a dispute with another Committee that cannot be resolved by the two
Committees, the matter shall be referred to F&GPC for arbitration and F&GPC's
decision on the matter shall be final.

Where the Committee proposes actions or policies outside of agreed Council policy, it
shall make recommendations to the Council.

Refer any proposals which would incur non-budgeted expenditure, or would reduce
by more than £1000 budgeted income, to F&GPC which shall make
recommendations to the Council on the matter.

May vire monies within its approved budget between heads provided that any
virement which would exceed more than 5% (up to a maximum of £1000) of the
Committee's budget is referred to F&GPC for consideration of the financial
implications of such a change.

Where acting under delegated authority the Committee may decide, by a simple
majority of Councillors present and voting (abstentions counting as a vote), to refer
the matter for decision to Council and shall make recommendations as appropriate.

To receive reports from any Council appointed representatives to other bodies
relevant to the Committee.

PERSONNEL SUB-COMMITTEE (PSC) (Chairman and Vice Chairman of Council,
Chairman and Vice Chairman F&GPC plus 2 others)

The Terms of Reference of PSC are as follows:

To deal, under delegated powers, with the recruitment and appointment of staff and
to deal with all unresolved staff grievances and disciplinary matters in line with
Council policy. Council shall make the final decisions where the issue cannot be
resolved by the PSC or F&GPC.

To advise F&GPC on staffing levels, duties, remuneration and the conditions of
service of Council employees.

To consider correspondence relevant to its Terms of Reference.

COMMUNITY TRANSPORT SUB-COMMITTEE (CTSC) (4 MEMBERS and other
non-Council co-opted representatives as required by the Sub-Committee)

The Terms of Reference of CTSC are as follows:

To arrange, under delegated powers, community transport and events for elderly and
disabled members of the community within budget.

To consider correspondence relevant to its Terms of Reference.
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TR11 STRATEGY & TOWN PLAN SUB-COMMITTEE (S&TPSC) (6 MEMBERS)
The Terms of Reference of S&TPSC are as follows:
1. To deal with the following under delegated powers;

. To formulate in consultation with all Councillors the strategic objectives for the
Council (the “Council Strategy”) and seek Council adoption of these

e To implement a framework for the delivery of the Council Strategy which includes:
o Inaugurate targeted working parties and groups
0 Progress an initial review of council priorities
o0 Carry out consultations with residents, Southend Council and others
o Evaluate feedback from consultations

e To formulate the Town Plan for Council adoption.

o To determine opportunities for Council activity.

2. On conclusion of a plan or statement to recommend its adoption by F&GPC and
Council.
3. To consider correspondence relevant to its terms of reference

TR12 WORKING PARTIES

Working Parties will have delegated powers as appropriate and agreed by the parent
Committee, but for any financial decisions that are delegated, the Working Party must
have three Councillors present, otherwise it will be a recommendation to the parent
Committee.

Committees may add or disband Working Parties during the year at their discretion.
The current Council working parties are as follows:

1. Reporting to Finance and General Purposes Committee
a. Presentation
b. Governance and Audit
c. Citizen Engagement
d. Quality Council
e. Annual Town Meeting

2. Reporting to Transport and Highways Committee
a. Bus Shelters and Street Furniture
b. Parking

3. Reporting to Leisure, Foreshore and Environment Committee

Youth Facility Management
Good for Leigh

a. Farmers’ Market
b. Town Guide

c. Strand Wharf
d. Events

e.

f.
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g. Old Town Community Group
4. Reporting to Allotments Committee

a. Infrastructure

b. Disputes

Adopted by Council on the 13™ April 2011 as amended 6" June 2012 and 4™ September
2012
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LEIGH-ON-SEA TOWN COUNCIL

APPENDIX B - FINANCIAL REGULATIONS

These financial regulations were adopted by the Council at its meeting held on 13™ April 2011 and
amended on 4" September 2012

1.

11

1.2

13
14

15

1.6

21

2.2

2.3

24
2.5

GENERAL

These financial regulations govern the conduct of financial management by the Council
and may only be amended or varied by resolution of the Council. The Council is
responsible in law for ensuring that its financial management is adequate and effective and
that the Council has a sound system of financial control which facilitates the effective
exercise of the Council’s functions, including arrangements for the management of risk
and for the prevention and detection of fraud and corruption. These financial regulations
are designed to demonstrate how the Council meets these responsibilities.

The Responsible Financial Officer (RFO) is a statutory office and shall be appointed by the
Council. The Town Clerk has been appointed as RFO for this Council and these
regulations will apply accordingly. The RFO, acting under the policy direction of the
Council, shall administer the Council's financial affairs in accordance with proper practices.
The RFO shall determine on behalf of the Council its accounting records and accounting
control systems. The RFO shall ensure that the accounting control systems are observed
and that the accounting records of the Council are maintained and kept up to date in
accordance with proper practices.

The RFO shall produce financial management information as required by the Council.

At least once a year, prior to approving the annual return, the Council shall conduct a
review of the effectiveness of its system of internal control which shall be in accordance
with proper practices.

In these financial regulations, references to the Accounts and Audit Regulations shall
mean the Regulations issued under the provisions of section 27 of the Audit Commission
Act 1998 and then in force or such later new or amended legislation as may be applicable.

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall refer to
guidance issued in Governance and Accountability in local Councils in England and Wales
— a Practitioners’ Guide which is published jointly by NALC and SLCC and updated from
time to time.

ANNUAL ESTIMATES (BUDGET)

Each Committee shall formulate and submit proposals to the Council in respect of revenue
and capital costs, including the use of reserves and sources of funding for the following
financial year, not later than the end of November each year.

Detailed estimates of all receipts and payments, including the use of reserves and all
sources of funding for the year, shall be prepared each year by the RFO in the form of a
budget to be considered by the Council.

The Council shall review the budget estimates not later than the end of January each year
and shall fix the Precept to be levied for the ensuing financial year, which shall be signed
by the Chairman of Council, when approved by Council. The RFO shall issue the precept
to the billing authority and shall supply each member with a copy of the approved budget
estimates.

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

The Council shall consider the need for and shall have regard to a three year forecast of
revenue and capital receipts and payments which may be prepared at the same time as
the annual budget.

11
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3

3.1

3.2

3.3

3.4

3.5

3.6

3.7

4.1

4.2

4.3

4.4

4.5

BUDGETARY CONTROL

Expenditure on revenue items may be incurred up to the amounts included for that class of
expenditure in the approved budget.

No expenditure may be incurred which cannot be met from the amount provided in the
revenue budget unless a virement has been approved by the Council for that class of
expenditure (Class being a main budget heading). During the budget year and with the
approval of Council, having considered fully the implications for public services, unspent
and available amounts may be moved to other budget headings or to an earmarked
reserve, as appropriate.

The RFO shall regularly provide the Council with a statement of receipts and payments to
date under each head of the budgets, comparing actual expenditure to the appropriate
date against that planned as shown in the budget. These statements are to be prepared at
least at the end of each financial quarter.

The RFO in consultation with either the Chairman or Vice-Chairman of the Council or the
Chairman of the Finance and General Purposes Committee (F&GPC), may incur
expenditure on behalf of the Council 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
£1000 per item. The RFO shall report the action to the Council as soon as practicable
thereatfter.

Unspent provisions in the revenue budget shall not be carried forward to the subsequent
year unless placed in an earmarked reserve by resolution of the Council.

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.

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

ACCOUNTING AND AUDIT

All accounting procedures and financial records of the Council shall be determined by the
RFO as required by the prevailing Accounts and Audit Regulations.

The RFO shall be responsible for completing the annual accounts and financial statements
of the Council, including the Council’s annual return, as soon as practicable after the end
of the financial year and shall submit them and report thereon to the Council.

The RFO shall complete the Accounts of the Council contained in the Annual Return (as
supplied by the Auditor appointed from time to time by the Audit Commission or in
accordance with current legislation) and shall submit the Annual Return for approval and
authorisation by the Council within the timescales set by the Accounts and Audit
Regulations.

The Council shall appoint an independent internal auditor to be responsible for maintaining
an adequate and effective system of internal audit of the Council's accounting, financial
and other operations in accordance with the prevailing Accounts and Audit Regulations.
Any Officer or Councillor 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 and explanation as the RFO or internal auditor considers necessary for that
purpose.

The internal auditor shall be appointed by and shall carry out the work required by the
Council in accordance with proper practices. The internal auditor, who shall be competent
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4.6

4.7

5.1

5.2

5.3

5.4

5.5

6.1

6.2

6.3

6.4

6.5

and independent of the operations of the Council, shall report to Council in writing, or in
person, on a regular basis with a minimum of one annual written report in respect of each
financial year. In order to demonstrate objectivity and independence, the internal auditor
shall be free from any conflicts of interest and have no involvement in the financial
decision making, management or control of the Council.

The RFO shall make arrangements for the opportunity for inspection of the accounts,
books, and vouchers and for the display or publication of any Notices and statements of
account required by the Audit Commission Act 1998 and the Accounts and Audit
Regulations; such arrangements to comply with amendments to these Acts or to such
other Acts which may come into force.

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.

BANKING ARRANGEMENTS AND CHEQUES

The Council's banking arrangements, including the bank mandate, shall be made by the
RFO and approved by the Council. They shall be regularly reviewed for efficiency.

A schedule of the payments made, forming part of the agenda for the meeting, shall be
prepared by the RFO and presented to Council. If the schedule is in order it shall be
authorised by a resolution of the Council and shall be initialled by the Chairman of the
meeting. If more appropriate, the detail may be shown in the minutes of the meeting.

Cheques drawn on the bank account in accordance with the schedule referred to in
paragraph 5.2 or in accordance with paragraph 6.4 shall be signed by two Councillors from
those nominated as signatories.

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

The RFO, or in his absence a specified member of the Council, is authorised to effect
payments on the Imprest* Account to a value not exceeding an amount approved on an
annual basis at the annual meeting of the Council.

PAYMENT OF ACCOUNTS

Apart from any petty cash and imprest account payments all payments shall be effected by
cheque or other order or direct debit mandate drawn on the Council's bankers.

All invoices for payment shall be examined, verified and certified by the RFO. The RFO
shall satisfy himself that the works, goods or services to which the invoice relates have
been received, carried out, examined and approved.

The RFO shall examine invoices in relation to arithmetic accuracy and shall allocate them
to the appropriate expenditure heading. The RFO shall take all steps to settle all invoices
submitted, and which are in order, by their due date, and report all such items to the next
meeting of the Council.

The Council will not maintain any form of cash float except for a petty cash account. All
cash received must be banked intact. Any payments made in cash by the RFO (for
example for postage or minor stationery items) shall be refunded on a regular basis, and at
least quarterly.

A petty cash account shall be held by the RFO to meet small bills paid in cash.

! The Imprest Account works in the same way as petty cash, its purpose is to use a debit card to effect
internet purchases which are then reimbursed from the Council’s current account.
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6.6

7.1

7.2

7.3

7.4

8.1

8.2

8.3

8.4

8.5

9.1

9.2

The account shall be checked and signed by the Chairman or Vice-Chairman of F&GPC at
least three times per year and at the year end. It shall be available for scrutiny by any
Councillor.

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

PAYMENT OF SALARIES

As an employer, the Council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation. The
payment of all salaries shall be made in accordance with payroll records and the rules of
PAYE and National Insurance currently operating, and salaries shall be as agreed by
Council.

Payment of salaries and payment of deductions from salary such as may be made for tax,
national insurance and pension contributions, may be made in accordance with the payroll
records and on the appropriate dates stipulated in employment contracts, provided that
total payments are reported to and ratified by the next meeting of the Council.

Payments drawn on the bank account in accordance with the schedule referred to in
paragraph 7.2, shall be signed by two Councillors from those hominated as signatories.

To indicate agreement of the details shown on the salaries sheet, the signatories shall also
initial the salaries sheet.

LOANS AND INVESTMENTS

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. Changes to loans and investments shall be
agreed by Council.

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

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

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. The terms and conditions of borrowings shall be reviewed at
least annually.

All investment certificates and other documents relating thereto shall be retained in the
custody of the RFO or the Council’s bankers.

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

Particulars of all charges to be made for work 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.
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9.3 The Council will review all fees and charges annually, following a report of the RFO.

9.4 Any sums found to be irrecoverable and any bad debts shall be reported to the Council
and shall be written off in that year.

9.5 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, but in any event at least on a weekly basis.

9.6 The origin of each receipt shall be entered on the paying-in slip.
9.7 Personal cheques shall not be cashed out of money held on behalf of the Council.
9.8 The RFO shall promptly complete any VAT Return that is required. Any repayment claim

due in accordance with VAT Act 1994 section 33 shall be made at least annually
coinciding with the financial year end.

9.9 Where any significant sums of cash are 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.

10 ORDERS FOR WORK, GOODS AND SERVICES

10.1 An official order or letter shall be issued for all work, goods and services in excess of £250,
unless a formal contract is to be prepared or an official order would be inappropriate.
Copies of orders shall be retained.

10.2 Order records shall be controlled by the RFO.

10.3 All Councillors and officers are responsible for obtaining value for money at all times. An
officer issuing an official order shall ensure, as far as reasonable and practicable, that the
best available terms are obtained in respect of each transaction, usually by obtaining three
or more quotations or estimates from appropriate suppliers, subject to any de minimis
provisions in Regulation 11 (1) below.

10.4 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.

11 CONTRACTS

11.1 Procedures as to contracts are laid down as follows:

(&) Every contract shall comply with these financial regulations, and no exceptions shall
be made otherwise than by direction of Council or, in an emergency, provided that
these regulations shall not apply to contracts which relate to items (i) to (vi) below:

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

(i) for specialist services such as are provided by solicitors, accountants,
surveyors, nominated contractors and planning consultants;

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

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

(V) for additional audit work of the external auditor up to an estimated value of
£250 (in excess of this sum the RFO shall act after consultation with the
Chairman and Vice Chairman of Council);
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12.

121

12.2

12.3

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

(b) Where it is intended to enter into a contract exceeding £5,000 in value for the supply of
goods or materials or for the execution of works or specialist services other than such
goods, materials, works or specialist services as are excepted as set out in paragraph
(a) the RFO shall invite tenders from at least three firms on any applicable approved
list.

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

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

(e) All sealed tenders shall be opened at the same time on the prescribed date by the
RFO in the presence of at least one Councillor and recorded in the received tender
book.

(f If less than three tenders are received for contracts above £5,000 or if all the tenders
are identical the Council may make such arrangements as it thinks fit for procuring the
goods or materials or executing the works.

(9) Any invitation to tender issued under this regulation shall contain a statement to the
effect of Standing Order 22.

(h) When it is proposed to enter into a contract of less than £5,000 in value for the supply
of goods or materials or for the execution of works or specialist services other than
such goods, materials, works or specialist services as are excepted as set out in
paragraph (a) the RFO shall obtain three quotations (priced descriptions of the
proposed supply); where the value is below £1,000 and above £100 the RFO shall
strive to obtain three estimates. Otherwise, Regulation 10 (3) above shall apply.

() The Council shall not be obliged to accept the lowest or any tender, quote or
estimate.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS

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

Where contracts provide for payment by instalments the RFO 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.

Any variation to a contract or addition to, or omission from, a contract must be approved by
the Council and then the Town Clerk to the Contractor in writing, the Council being
informed where the final cost is likely to exceed the financial provision.
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16.1

16.2

STORES AND EQUIPMENT

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

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

Stocks shall be kept at the minimum levels consistent with operational requirements.
The RFO shall be responsible for periodic checks of stocks and stores at least annually.

ASSETS, PROPERTIES AND ESTATES

The RFO shall make appropriate arrangements for the custody of all title deeds 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, references, purchase
details, nature of the interest, tenancies granted, rents payable and purpose for which held
in accordance with Regulation 5(3)(b) of the Accounts and Audit Regulations 2003.

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

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

INSURANCE

Following the annual risk assessment, (see regulation 16 below), the RFO shall effect all
insurances and negotiate all claims on the Council's insurers in consultation with the
Chairman or Vice-Chairman of F&GPC.

The RFO shall give prompt notification to the Chairman or Vice-Chairman of F&GPC of all
new risks, properties or vehicles which require to be insured and of any alterations
affecting existing insurances.

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

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

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.

RISK MANAGEMENT

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

When considering any new activity, the RFO shall prepare a draft risk assessment
including risk management proposals for consideration and adoption by the Council.
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17

17.1

REVISION OF FINANCIAL REGULATIONS

It shall be the duty of the Council to review the financial regulations from time to time. The
RFO shall make arrangements to monitor changes in legislation or proper practices and
shall advise the Council of any requirement for a consequential amendment to these

financial regulations.
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Finance & General Purposes Committee Budget 2013/14

Heading B/F Expenditure Spent to Committed | Balance % Spent
2012/13 Date

Crime Prevention* 0 0.00 0

Bursary Fund LCC* 1,000 329.41 671 33

Donations* 0 0.00 0

Community Affairs* 0 0.00 0

Elections 6,212 5,000 0.00 11,212 0

Furniture, F & F* 170.94 -171

Legal Costs 500 125.00 375 25

Annual Town Meeting 100 -66 166

Publicity 250 295.95 -46 118

Civic* 100 460.00 -360

Renewals Fund 8,585 1,500 0.00 10,085 0

Strategy Sub- 0

Committee 0.00 0

Localism Act* 0 6.00 -6

Library Campaign* 0 304.57 -305

Capital Project Fund 50,000 0.00 50,000 0

GP Janitorial 2,260 0.00 2,260 0
0

Totals 14,797 60,710 1,857.47 0.00 73,649 3

*Various on Committee Budget
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Budget | Spend to
Budget Heading 2013/14 | Date Committed | Balance % Spent
2012/13
Premises
13,000.00 | Rent 0.00 0
5,600.00 | General Rates 0.00 0
300.00 | Water Rates 0.00 0
1,250.00 | Gas 0.00 0
750.00 | Electricity 0.00 0
2,300.00 | Office Cleaning 0.00 0
150.00 | Office Tools 0.00 0
300.00 | Contingencies 208.57 -209
LCC Premises use Grant 23,500.00 23,500.00 0.00 100.00
23,500.00 23,708.57 0.00 -208.57 100.89
Administration
800.00 | Stationery 900.00 989.57 -90 109.95
4,500.00 | Insurance 4,200.00 4,738.57 -539 112.82
50.00 | Library 100.00 192.94 -93 192.94
1,750.00 | Communication 1,800.00 1,534.70 265 85.26
2,400.00 | Photocopying 2,400.00 2,445.29 -45 101.89
1,600.00 | Subscriptions 2,040.00 2,067.86 -28 101.37
1,700.00 | Postage 1,700.00 1,203.50 497 70.79
50.00 | Entertaining 50.00 0.00 50 0.00
100.00 | Licences 120.00 285.00 -165 237.50
400.00 | Expenses/Travel Costs - Clirs 400.00 247 38.29
Bank Charges 0.00 -1,174
500.00 | Miscellaneous 500.00 0.00 500 0.00
Professional Advice 1,216.80
2,000.00 | Audit 2,500.00 1,630.00 870 65.20
1,000.00 | IT 2,000.00 2,415.61 -416 120.78
0.00 | Waste Sacks 300.00 440.82 -141 146.94
1,000.00 | Training - Staff 1,200.00 909.00 291 75.75
1,000.00 | Training - Cllrs 500.00 157.00 343 31.40
450.00 | Mileage & Expenses - Staff 550.00 356.97 193 64.90
21,260.00 21,911.03 0.00 -651 103.06
42,950.00 | Total 44,760.00 45,619.60 0.00 -859.60 101.92
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Leigh-on-Sea Town Council COMMITTEE BUDGETS 25/03/2014

Budgets Spend vs Budget to 31st March 2014

2013/14
Committee  Item Budget Spend  Balance % spent 2012/13
2012/13 2013/14 to date spend
Council Office Admin* 0 44,760 45,620 -860 102 43,395
Salaries 0 54,531 53,372 1,159 98 67,181
0 99,291 98,991 300 100 110,576
Leisure Community Transport A 0 6,937 4,140 2,797 60 6,031
Foreshore & Flower Baskets 600 5,500 600 5,500 10 600
Environment First Aid Provision 0 1,000 1,019 -19 102 1,073
Farmers Market A 0 224 -858 1,082 -383 -747
Strand Wharf 73,238 0 0 73,238 0 1,170
Leigh Lights A 271 22,913 20,946 2,238 90 13,175
Paddling Pool 1,798 0 0 1,798 0 0 Neutral Effect as not in Budget
Youth 0 6,538 5,834 704 89 9,281
Staffing Costs 0 11,774 11,134 640 95 11,898
Various B 1,300 4,622 5,010 912 85 6,125
77,207 59,508 47,824 88,891 35 48,606
Transport &  School Crossing Patrols 4,300 4,500 8,485 315 96 4,300
Highways Bus Shelter Cleaning/Maint 0 2,000 424 1,577 21 4,195
New Bus Shelters 2,500 1,000 0 3,500 0 0
Highway Infrastructure 2,500 2,150 0 4,650 0 0
Staffing Costs 0 578 465 113 80 1,033
Phone Box 0 300 60 240 0 300
9,300 10,528 9,433 10,394 48 9,828
Planning Planning Staffing 0 7,202 5,502 1,700 76 4,102
Planning Other 0 500 25 475 5 282
Neighbourhood Plan 0 2,000 0 2,000 0 0
0 9,702 5,526 4,175 57 4,384
General Various C 0 1,100 1,271 -171 116 425
Purposes Renewals 8,585 1,500 0 10,085 0 2,415
Elections 6,212 5,000 0 11,212 0 3,788
Legal costs 0 500 125 375 25 0
Annual Town Meeting 0 100 166 -66 166 72
Capital Projects Fund 0 50,000 0 50,000 0
Janitorial 0 2,260 0 2,260 0
Publicity 0 250 296 -46 118 515
14,797 60,710 1,857 73,649 3 7,215
Community  Set-Up Budget 22,823
Centre Revenue A 8,159 -24,367 -41,675 25,467 257 4,960
Staffing Costs 0 90,387 81,197 9,190 90 42,373
Friend's Fund Raising A 2,089 0 306 1,783 15
10,248 66,020 39,828 36,440 60 70,156
Allotments ~ Revenue A 1,719 -920 -2,966 3,765 -3711 6111 -~
Staffing Costs 0 4,274 4,574 -300 107 8,539
Capital Improvements 2,750 2,500 5,257 -7 100 640
4,469 5,854 6,864 3,459 66 3,068
Total 116,021 311,612 211,939 217,308 50 253,833
Income Budget Received Balance % Rec'd
2013/14 to date
Precept 2013/14 0 358,041 358,041 0 100 205,990
Estimated Interest to 31.3.14 0 0 353 -353 0 84
Unbudgeted income 0 0 647 0 0 86
Allotment Tenancy Deposits 0 0 1,615 0 0
Waste Sacks 0 0 1,031 0 0 712
Premises hire 0 0 0 1,194
0 358,041 361,687 -353 101 208,066
Add [Est Bank Balance at 25.03.14 inc Petty Cash | 275,125
274,772
VAT refund due 10,412
285,184
Plus Debtors 1,700 Elsie's Place C.I.C.
Less Creditors
Less planned expenditure (Balance to spend) 217,308
Estimated General Reserves at 31.03.14 69,576

(Figure is an approximation as accounted for as Payments and Receipts)

A Community Transport, Allotments Revenue, Leigh Lights, Community Centre Revenue and Farmers Market are balances of income and expenditure
B Includes Community Initiatives, recreational facilities, events & conservation areas

C Includes Crime Prevention, community affairs, Library Campaign, Bursary fund, Civic and Localism Act

* Includes £23,500 payment to LCC
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Leigh-on-Sea Town Councll

71-73 ElIm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288
council@leighonseatowncouncil.gov.uk www.leighonseatowncouncil.gov.uk QUALITY
TOWN
COUNCIL

Chairman: CliIr Caroline Parker
Vice Chairman: ClIr Paul Lawrence
Town Clerk: Paul Beckerson
Income and Expenditure 25™ February to 26" March 2014 Report 2344/I&E
Expenditure incurred under the General Power of Competence

Cheque | Expenditure | Payee Purpose
Expenditure - Cheques

100912 £336.41 | Safelincs Ltd CC Fire Extinguishers Annual
Servicing

100913 £116.21 | Cory Environmental CC Bin Service & Collection

100914 £1,736.70 | ELA Group CC Lift Repairs

100915 £284.90 | E.on Leigh Lights — Electricity Charge

100916 £564.00 | Southend Borough Council Advice /Support re Grievance
Procedures

100917 £336.00 | Nortap Construction CC Resiting Gatepost & Bollards
Removal

100918 £20.59 | Mrs T Thornes CC Room Hire Refund

100919 £46.20 | Mayfield Cleaning Bus Shelter cleaning

100920 £200.00 | Neopost Ltd Franking Machine top-up

100921 £34.46 | Viking Direct Stationery

100922 £100.00 | Southend Borough Council Contribution to Wild Flower Garden —
corner of Eastwood Road & London
Road

100923 £173.70 | Essex Supplies (UK) Ltd CC Cleaning Materials

100924 £10.00 | Mr Skinner Key Refund

100925 £10.00 | Screwfix CC Fittings for Television

100926 £9.50 | Recognition Express Name Badge

100927 £1,079.40 | LCA Electrical Ltd CC Various Electrical works — As
100935

100928 £49.99 | EALC Book Local Councils Explained

100929 £513.94 | DOTS Photocopying

100930 £588.00 | Nortap Construction CC Supply & Install Extra wide Gate
in Car Park

100931 £481.20 | Secom PLC CC Intruder Alarm Annual Rental and
Maintenance
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100932 £22.00 | CTA UK S19 Permits for Community Transport
Minibuses
100933 £30.00 | EALC CllIr Training Course
100934 £41.00 | ClIr P Holden Travel Expenses
100935 £1,125.00 | LCA Electrical Ltd CC Various Electrical works — Attic
Fire Requirements — External lights
and repairs to interior fittings.
Payroll Tr £15,000.00 March Pay
Expenditure - Imprest Items
£126.00 | Southend Borough Council _(?icgr;erPSunity Transport Plaza Centre
£13.71 | Tool Station Fittings for Television
£14.49 | Amazon High Voltage Insect Killer
Expenditure - Direct Debits
£745.84 | BES Electricity CC Electricity (Jan/Feb)
£782.54 | BES Electricity CC Electricity (Feb/Mar)
£1,287.00 | Corona Energy CC Gas — (Jan)
£67.21 | Calls Warehouse CC Telephone
£41.71 | E.on LTC Electricity- Skate Park
£3.25 | Global Payments CC Card Processing Charges
£106.89 | GOCARDLESS LTD (Verde Elsie’s Place Coffee machine rental &
Coffee) coffee beans (cost recovered by LTC)
£163.80 | British Telecom Internet Service
£68.87 | GOCARDLESS LTD (Verde Elsie’s Place Coffee machine rental &
Coffee) coffee beans (cost recovered by LTC)

Income Received by

Committee
Allotments Committee £ 633.00
Finance & General Purposes Committee £ 27.50
Leigh Community Centre Committee £ 1132212
Leisure, Foreshore & Environment Committee £ 438.00
Transport & Highways Committee £ 0
Planning Committee £ 0
Total £ 12,420.62
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