





11.

12.

13.

14.

15.

16.

17.

18.

19.

g. COMMITTEE SELECTION COMMITTEE 13 MAY 2027 (Appendix 8 to follow)
To appoint five members to the Committee Selection Committee.

GOVERNANCE ITEMS
a. Standing Order é.j.ix. Review and Adoption of Appropriate
i. Standing Orders (Appendix 9 pgl1?)
i. Financial Regulations (Appendix 10 pg46)
ii. Scheme of Delegation (Appendix 11 pgé2)

b. Standing Order 6.j.xiv. Confirmation of arrangements for insurance cover in respect
of all insurable risks (Appendix 12 pgé3)

ANNUAL FINANCIAL REVIEW
a. To resolve to use on-line banking to pay accounts outstanding where possible and
to use Direct Debit for variable utility and monthly payments.
b. To resolve to approve the use of bankers standing orders, BACS, CHAPS and variable
direct debit for settling accounts for payment.
c. Toresolve on Bank Mandate/ Signatories.
d. To note staff incremental pay entitlements have been applied in 2025-2026.

TO NOTE ANNUAL TRANSPARENCY CODE STATEMENTS 2026 Available On Website
https://truro.gov.uk/council/transparency/

CONFLICT OF INTEREST WITH BDO LLP (Appendix 13 pgé4)
To resolve to complete the Conflict-of-Interest form required by the external auditors; BDO
LLP.

TO RECEIVE YEAR END INTERNAL AUDITOR REPORT
To note the Internal Auditor report and any recommendations. (Appendix 14 pgé5)
To note the Accessibility Statement has already been updated. (Appendix 15 pg71)

ANNUAL GOVERNANCE AND ACCOUNTABILITY RETURN (AGAR) (Appendix 16 pg73)
To resolve to approve the Annual Governance Statement.
To resolve to approve the Accounting statements.

TO RECEIVE CORRESPONDENCE
a. To note the email dated 20.04.26 from Lise Griffiths offering an original portrait by the
artist Ben Maile of Truro Cathedral. (Appendix 17 pg78)
b. To note the summary infographic of the 2025 Socio economic analysis. (Appendix 18
pPg80)

ITEMS AND DATE FOR NEXT MEETING
29 June 2026

ltems for future meetings:

a. Standing Orders 6.j. v. &vi. To approve terms of reference and delegation
arrangements to committees

b. Standing Order 6.j.xiii. Review of inventory of land and assets including buildings and
office equipment

c. Standing Order 6.j.xx. Review of the Council's expenditure incurred under s137 of the
Local Government Act 1972 or general power of competence

d. Review of Café in the Park Provision

e. Review of Truro Regeneration Company CIC Three Year Options Analysis and Three
Year Business Plan

To authorise the sedaling of documents to give effect to any Resolutions passed by the
Council at this meeting.
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Truro City Council
Standing Orders

List of Standing Orders

1. Rulesofdebate at Meetings ..o, 3
2. Disorderly conducCt Ot MEETINGS ..vvviiiiiii e 5
3. MEEHNGS GENETQAIY ...t e e e e e e e eaeaeeeeaannns 5
4. Filming and recording MEETINGS. ....cuiii i 8
5. Committees and SUD-COMMITTEES ....ooooiiiieee e 9
6. Annual and Ordinary COUNCIl MEETINGS......uuuuuuueiiiiiiiiiiieiiiieieieaiaaeeaaaannaaaaaanes 10
7. Extraordinary meetings of the council and committees and sub- committees

................................................................................................................................. 12
8. PreVIOUS FESOIUTIONS. . ..ttt e et e e e e e e e e s eeeeaeeeeeannes 12
9. Voling 0N ApPPROINTMENTS. ... 13
10. Motions for a meeting that require written notice to be given to the Proper

(O 11! = SRR RP 13
11. Motions at a meeting that do notrequire written notice........................ 14
12. Management of INfOrMAION .......eeiiiii e 15
SR B (o i 1 0 011 [ £ 15
14. Code of conduct and diSPENSATIONS......ceeiiieieeeeeeee e 16
15. Code of coNAUCT COMPIAINTS....coeeeieeeeee e 17
| KT e (o] o 1= A O ] [T =T SO 18
17. DElegatioN Of POWETS .....cci ettt a e e e e 19
18. Responsible FINANCIAI OffiCEN......uuiiiiiiii i 20
19. Accounts and accounting statements ..., 20
20. Financial controls and ProCUrE€MENT ......ccoei e 21
21. Handling staff MaAtters ... 22
22. Responsibilities 1o provide INformation ..., 24
23. Responsibilities under data protection legislation.........c.eeevveeeeiiiiciiiiiiieeeceeees 24
24. Relations with the press/media ..., 24
25. Execution and sealing of legal deeds ..o, 25
26. Communicating with Cornwall CouncCillors ........ccooeeeeeeeeeiieeeeeeeeeceeeeeeeeeeeeeeeeee, 25
27. Restrictions on councillor QCHIVITIES ...e.eeiiiiieeeeee e 25
28. STANAING Orders GENEIAIY .........uuiiiiiieee e e e e e 25
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Truro City Council
Standing Orders

These standing orders refer to the chairperson of a meeting, however, it may be that the
Member in this role wishes to be addressed as Chair, Chairman, Chairwoman or by any other
variation - this should be respected by the members in attendance at the meeting.

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 chairperson of the meeting.

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

c No speech by a mover of a resolution shall exceed five minutes and no other
speech shall exceed three minutes except by consent of the Council.

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

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

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

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

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

i A councillor may move an amendment to their 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.

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

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

One or more amendments may be discussed together if the chairperson of the
meeting considers this expedient, but each amendment shall be voted upon
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Truro City Council
Standing Orders

m

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 chairperson 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;

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

ii. tomake apoint of order;

iv. to give a personal explanation; or

v. in exercise of aright 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 they consider has been breached or specify the other irregularity in the
proceedings of the meeting they are concerned by.

A point of order shall be decided by the chairperson of the meeting and their
decision shall be final.

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

i. to amend the motion;

i. to proceed to the next business;

ii. to adjourn the debate;

iv. o 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 partficular standing order(s) excepting those which reflect
mandatory statutory or legal requirements.

Before an original or substantive motion is put to the vote, the chairperson of the
meeting shall be satisfied that the motion has been sufficiently debated and that

Page 4 of 27



Truro City Council
Standing Orders

the mover of the motion under debate has exercised or waived their right of
reply.

u Excluding motions moved under standing order 1(s) above, the conftributions or
speeches by a councillor shall relate only to the motion under discussion and
shall not exceed three minutes without the consent of the chairperson of the
meeting.

2. Disorderly conduct at meetings

See also standing order 4(e) below.

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

b If person(s) disregard the request of the chairperson of the meeting to moderate
orimprove their conduct, any councillor or the chairperson 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 chairperson
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.

3. Meetings generally

M Full Council meetings
A Committee meetings
@ Sub-committee meetings

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

u 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.

- C 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.
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Truro City Council
Standing Orders

A N 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 Councillors will stand when speaking unless permitted by the Mayor to sit.

f At the Mayor or chairperson’s discretion and with the agreement of the
council, committee, sub-committee or working party a member of the
public may be invited to answer questions on matters of fact relating to the
item under consideration at that point on the agenda where the matter is
being discussed.

o~ N

g Subjecttostanding orders 5(d)(viii) and 5(d) (x) below, 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.

h The period of time designated for public participation at a meeting in
accordance with standing order 3(g) above shall not exceed the following
times unless directed by the chairperson of the meeting.: -

e Full Council - fifteen minutes.
e Finance & General Purposes Committee — five minutes.
e Parks & Amenities Committee — five minutes.

e Planning Committee — as set out in guidance adopted by the
committee.

e Sub committees — only at the discretion of the chairperson.

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

i In relation to standing order 3(g) above, a question shall not require a
response at the meeting nor start a debate on the question. The
chairperson of the meeting may direct that a written or oral response be
given.

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

| A person who speaks at a meeting shall direct their comments to the
chairperson of the meeting.

m Only one person is permitted to speak at a time. If more than one person
wants to speak, the chairperson of the meeting shall direct the order of
speaking.
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Standing Orders
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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 Mayor may in their absence be
done by, to, or before the Deputy Mayor.

The Mayor, if present, shall preside at a meeting. If the Mayor is absent from
a meeting, the Deputy Mayor, if present, shall preside. If both the Mayor and
the Deputy Mayor 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 maijority of the councillors or non-councillors with voting rights
present and voting.

The chairperson 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 their
casting vote whether or not he gave an original vote.

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

Unless standing orders provide otherwise, voting on a question shall be by
a show of hands. With the exception of voting on appointments under
standing order 9(b) below, 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 their vote for or against that question. Such arequest shall
be made before moving to the vote and will be taken in alphabetical order
of those present at the meeting eligible to vote.

See standing order 9(b) below where written ballots can be demanded.

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

i. the time and place of the meeting;

i. the names of councillors present and absent;

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

iv. the grant of dispensations (if any) to councillors and non-councillors
with voting rights;

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

vi. if there was a public participation session; and

vii. the resolutions made.
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Truro City Council
Standing Orders
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Where any councillor requests it, immediately after the vote is taken, their
vote shall be recorded in the minutes to show whether they voted for or
against the motion or abstained from voting.

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 theirright 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 quorum of a meeting be less than three.
See standing order 5(d)(vii) 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.

All meetings of the Council and its Committees shall end by not later than
9.30 p.m., unless in exceptional circumstances it is resolved by a majority of
members present to continue the meeting until 10.00 p.m.

Iming and recording meetings

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

i. film,
ii. use

photograph or make an audio recording of a meeting;
any other means for enabling persons not present to see or hear

proceedings at a meeting as it takes place or later;
ili. report or comment on the proceedings in writing during or after a meeting
or orally report or comment after the meeting.

b No oral reporting, commentary or broadcasting is allowed during any part of a
meeting of the council, its committees and sub committees without permission.

c An individual must be present and able to use their equipment in order to fim,
photograph or audio record a meeting. There will be no opportunity to report on
any part of the meeting where the council has resolved to exclude the press and

public.

d Any person filming, taking photographs or making an audio recording of a
meeting must inform the chairperson of the meeting who shall then advise alll
those present prior to the activity commencing.
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Truro City Council
Standing Orders

e

Disruptive behaviour
See also standing order 2 above.

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

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

ii. If a resolution under standing order 4(e) (i) above is ignored, the
chairperson of the meeting may take further reasonable steps to restore
order or to progress the meeting. This may include temporarily suspending
or closing the meeting.

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

5. Committees and sub-commitiees

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

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

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

The council may appoint standing committees and other committees (or
working groups) as may be necessary, and:

i. shall determine their terms of reference including the scheme of delegation
and the role of chairperson and vice-chairperson as ex officio members
with or without voting rights;

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

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

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

Page 9 of 27



Truro City Council
Standing Orders

v.  shall, afterit has appointed the members of a standing committee, adjourn
to allow a special meeting of the standing committee to recommend a
chairperson, whose appointment shall be confirmed on resumption of
business. A Member who has served as chairperson of a committee for the
three consecutive years immediately prior to such appointment shall not
be eligible for nomination;

vi.  shall permit a committee other than a standing committee, to appoint its
own chairperson 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. shalldetermine if the public and press are permitted to attend the meetings
of a sub-committee and also the advance public nofice 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 fo attend; and

xi.  may dissolve a committee.

6. Annual and Ordinary council meetings

a 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.

b 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 decides.

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

d 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 decides.

e The first business conducted at the annual meeting of the council shall be the
election of the Mayor and Deputy Mayor.

f The Mayor, unless they have resigned or becomes disqualified, shall continue in
office and preside at the annual meeting until their successor is elected at the
next annual meeting of the council.

g The Deputy Mayor, if any, unless they resign or becomes disqualified, shall hold
office until immediately after the election of the Mayor at the next annual
meeting of the council.

h In an election year, if the current Mayor has not been re-elected as a member of
the council, they shall preside at the annual meeting until a successor Mayor has
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Truro City Council
Standing Orders

been elected. The current Mayor shall not have an original vote in respect of the
election of the new Mayor but shall give a casting vote in the case of an equality
of votes.

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

Following the election of the Mayor and Deputy Mayor at the annual meeting

of the council, the business of the annual meeting shall include:

Vi.
Vii.
Viii.

Xi.

Xii.

Xiii.
Xiv.
XV.

XVi.
XVii.

XViii.
XiX.
XX.

In an election year, delivery by the Mayor 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 Mayor
of their 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 5
above;

Review and adoption of appropriate standing orders, financial regulations

and procedural guidance;

In an election year, review of arrangements, including any charters and
agency agreements, with other local authorities, not-for-profit bodies and
businesses 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;

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 insurable risks;

In an election year, review of the council’s and/or staff subscriptions to other
bodies;

In an election year, review of the council’'s complaints procedure;

In an election year, review of the council’s policies, procedures and
practices in respect of its obligations under freedom of information and

data protection legislation (see also standing orders 12, 22 and 23 below);

In an election year, review of the council’s policy for dealing with the press/media;
In an election year, review of the council’'s employment policies and procedures;
Review of the council's expenditure incurred under s.137 of the Local
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Truro City Council

Standing Orders
statement from the Councill, 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.

25. 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 25(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.

26. Communicating with Cornwall
Councillors

a An invitation to attend a meeting of the council shall be sent, together with the
agenda, to the Cornwall Councillor(s) representing the area of the council.

b Unless the council determines otherwise, a copy of relevant correspondence
sent to Cornwall Council shall be sent to the Cornwall Councillor(s) representing
the area of the council.

c At the Mayor's or chairperson’s discretion and with the approval of the council
or committee, a divisional member may be invited to speak during any item on
the agenda to make a short statement and answer any questions.

27. Restrictions on councillor activities

a Unless authorised by a resolution, no councillor shall:

i. inspect any land and/or premises which the council has aright or duty to inspect;
or

i issue orders, instructions or directions; or
incur any expenditure on behalf of the council or issue an instruction fo
incur expenditure.

28. Standing orders generally

a All or part of a standing order, except one that incorporates mandatory statutory
requirements, may be suspended by resolution in relation to the consideration of
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Town Clerk: David Rodda
Town Clerk’s Department
Municipal Buildings

g.h Boscawen Street
Truro TR1 2NE
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1.

General

1.1. These Financial Regulations govern the financial management of the Council and
may only be amended or varied by resolution of the Council. They are one of the
Council’s governing documents and shall be observed in conjunction with the
Council’s Standing Orders.

1.2. Councillors are expected to follow these regulations and not to entice employees to
breach them. Failure to follow these regulations brings the office of Councillor into
disrepute.

1.3. Wilful breach of these regulations by an employee may result in disciplinary
proceedings.

1.4. In these Financial Regulations:

‘Accounts and Audit Regulations’ means the regulations issued under Sections
32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any
superseding legislation, and then in force, unless otherwise specified.
“Approve” refers to an online action, allowing an electronic transaction to take
place.

“Authorise” refers to a decision by the Council, or a committee or an officer, to
allow something to happen.

‘Proper practices’ means those set out in The Practitioners’ Guide
Practitioners’ Guide refers to the guide issued by the Joint Panel on
Accountability and Governance (JPAG) and published by NALC in England or
Governance and Accountability for Local Councils in Wales — A Practitioners
Guide jointly published by One Voice Wales and the Society of Local Council
Clerks in Wales.

‘Must’ and bold text refer to a statutory obligation the Council cannot change.
‘Shall’ refers to a non-statutory instruction by the Council to its members and
staff.

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the
Council. The Deputy Clerk has been appointed as RFO and these regulations apply
accordingly. The RFO;

acts under the policy direction of the Council;

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

determines on behalf of the Council its accounting records and control systems;
ensures the accounting control systems are observed;
ensures the accounting records are kept up to date;

seeks economy, efficiency and effectiveness in the use of Council resources;
and

produces financial management information as required by the Council.

1.6. The Council must not delegate any decision regarding:



1.7.

¢ setting the final budget or the precept (Council tax requirement);

¢ the outcome of a review of the effectiveness of its internal controls

e approving accounting statements;

e approving an annual governance statement;

e borrowing;

¢ declaring eligibility for the General Power of Competence; and

e addressing recommendations from the internal or external auditors
In addition, the Council shall:

¢ determine and regularly review the bank mandate for all Council bank
accounts;

e authorise any grant or single commitment in excess of £30,000 (unless
otherwise stated in the TCC scheme of delegation).

Risk management and internal control

2.1.

2.2.

2.3.

24.

2.5.

2.6.

The Council must ensure that it has a sound system of internal control, which
delivers effective financial, operational and risk management.

The Clerk, with the RFO, shall prepare, for approval by the Council, a risk
management policy covering all activities of the Council. This policy and
consequential risk management arrangements shall be reviewed by the Council at
least annually.

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

At least once a year, the Council must review the effectiveness of its system
of internal control, before approving the Annual Governance Statement.

The accounting control systems determined by the RFO must include
measures to:

e ensure that risk is appropriately managed;

¢ ensure the prompt, accurate recording of financial transactions;
e prevent and detect inaccuracy or fraud; and

¢ allow the reconstitution of any lost records;

¢ identify the duties of officers dealing with transactions and

¢ ensure division of responsibilities.

At least once in each quarter, and at each financial year end, a member other than
the Mayor or bank signatory, shall be appointed to verify bank reconciliations (for all
accounts) produced by the RFO. The member shall sign and date the
reconciliations and the original bank statements (or similar document) as evidence



2.7.

3.2.

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

of this. This activity, including any exceptions, shall be reported to and noted by the
Finance and General Purposes Committee.

Regular back-up copies shall be made of the records on any Council computer and
stored either online or in a separate location from the computer. The Council shall
put measures in place to ensure that the ability to access any Council computer is
not lost if an employee leaves or is incapacitated for any reason.

. Accounts and audit

3.1.

All accounting procedures and financial records of the Council shall be determined
by the RFO in accordance with the Accounts and Audit Regulations.

The accounting records determined by the RFO must be sufficient to explain
the Council’s transactions and to disclose its financial position with
reasonably accuracy at any time. In particular, they must contain:

¢ day-to-day entries of all sums of money received and expended by the
Council and the matters to which they relate;

¢ arecord of the assets and liabilities of the Council;

The accounting records shall be designed to facilitate the efficient preparation of the
accounting statements in the Annual Governance and Accountability Return.

The RFO shall complete and certify the annual Accounting Statements of the
Council contained in the Annual Governance and Accountability Return in
accordance with proper practices, as soon as practicable after the end of the
financial year. Having certified the Accounting Statements, the RFO shall submit
them (with any related documents) to the Council, within the timescales required by
the Accounts and Audit Regulations.

The Council must ensure that there is an adequate and effective system of
internal audit of its accounting records and internal control system in
accordance with proper practices.

Any officer or member of the Council must make available such documents
and records as the internal or external auditor consider necessary for the
purpose of the audit and shall, as directed by the Council, supply the RFO,
internal auditor, or external auditor with such information and explanation as the
Council considers necessary.

The internal auditor shall be appointed by the Council and shall carry out their work
to evaluate the effectiveness of the Council’s risk management, control and
governance processes in accordance with proper practices specified in the
Practitioners’ Guide.

The Council shall ensure that the internal auditor:
e is competent and independent of the financial operations of the Council;

e reports to Council in writing, or in person, on a regular basis with a minimum of
one written report during each financial year;



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

¢ has no involvement in the management or control of the Council
3.9. Internal or external auditors may not under any circumstances:

e perform any operational duties for the Council;

o initiate or approve accounting transactions;

e provide financial, legal or other advice including in relation to any future
transactions; or

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

3.10.For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as described in The Practitioners
Guide.

3.11.The RFO shall make arrangements for the exercise of electors’ rights in relation to
the accounts, including the opportunity to inspect the accounts, books, and
vouchers and display or publish any notices and documents required by the Local
Audit and Accountability Act 2014, or any superseding legislation, and the Accounts
and Audit Regulations.

3.12.The RFO shall, without undue delay, bring to the attention of all Councillors any
correspondence or report from internal or external auditors.

Budget and precept

4.1. Before setting a precept, the Council must calculate its Council tax
requirement for each financial year by preparing and approving a budget, in
accordance with The Local Government Finance Act 1992 or succeeding
legislation.

4.2. Unspent budgets for completed projects shall not be carried forward to a
subsequent year. Unspent funds for partially completed projects may only be
carried forward by placing them in an earmarked reserve with the formal approval of
the full Council.

4.3. Budgets for salaries and wages, including employer contributions shall be reviewed
by the Council at least annually in November for the following financial year and the
final version shall be evidenced by a hard copy schedule signed by the Clerk and
the Chair of the Staffing Committee. The RFO will inform committees of any salary
implications before they consider their draft budgets.

4.4. Each committee if any shall review its draft budget and submit proposals to the
RFO not later than the end October each year.

4.5. The RFO shall prepare a draft budget with detailed estimates of all income and
expenditure for the following financial year along with a forecast for the following
two financial years, taking account of the lifespan of assets and cost implications of
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4.6.

4.7.

4.8.

4.9.

repair or replacement to be reviewed by the Finance and General Purposes
Committee no later than November each year.

Each committee, if required, if any shall review its draft budget and submit any
proposed amendments to the Finance and General Purposes Committee not later
than the first week of January each year.

The draft budget with any committee proposals and two-year forecast, including any
recommendations for the use or accumulation of reserves, shall be considered by
the Finance and General Purposes Committee and a recommendation made to the
Council in January.

Having considered the proposed budget and two-year forecast, the Council shall
determine its Council tax requirement by setting a budget. The Council shall set a
precept for this amount no later than the end of January for the ensuing financial
year.

Any member with council tax unpaid for more than two months is prohibited
from voting on the budget or precept by Section 106 of the Local Government
Finance Act 1992 and must disclose at the start of the meeting that Section
106 applies to them.

4.10.The RFO shall issue the precept to the billing authority no later than the end of

February and supply each member with a copy of the agreed annual budget.

4.11.The agreed budget provides a basis for monitoring progress during the year by

comparing actual spending and income against what was planned.

4.12.Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the

Council or the Finance and General Purposes Committee.

Procurement

5.1.

5.2.

5.3.

5.4.

Members and officers are responsible for obtaining value for money at all
times. Any officer procuring goods, services or works should ensure, as far as
practicable, that the best available terms are obtained, usually by obtaining prices
from several suppliers.

The RFO should verify the lawful nature of any proposed purchase before it is made
and in the case of new or infrequent purchases, should ensure that the legal power
being used is reported to the meeting at which the order is authorised and also
recorded in the minutes (unless Council has the General Power of Competence).

Every contract shall comply with these the Council’s Standing Orders and these
Financial Regulations and no exceptions shall be made, except in an emergency.

For a contract for the supply of goods, services or works where the estimated
value will exceed the thresholds set by Parliament, the full requirements of
The Public Contracts Regulations 2015 or any superseding legislation (“the
Legislation”), must be followed in respect of the tendering, award and
notification of that contract.



5.5. Where the estimated value is below the Government threshold, the Council shall
(with the exception of items listed in paragraph 6.12) obtain prices as follows:

5.6. For contracts estimated to be over £30,000 including VAT, the Council must
comply with any requirements of the Legislation® regarding the advertising of
contract opportunities and the publication of notices about the award of
contracts. Tenders shall be invited in accordance with Appendix 1

5.7. For contracts greater than £5,000 excluding VAT the Clerk or RFO shall seek at
least 3 fixed price quotes;

5.8. where the value is between £1,000 and £5,000 excluding VAT, the Clerk or RFO
shall try to obtain 3 estimates which might include evidence of online prices, or
recent prices from regular suppliers.

5.9. For smaller purchases below £1,000, the clerk or RFO shall seek to achieve value
for money.

5.10.Contracts must not be split into smaller lots to avoid compliance with these
rules.

5.11. The requirement to obtain competitive prices in these regulations need not apply to
contracts that relate to items (i) to (iv) below:

i. specialist services, such as legal professionals acting in disputes;
ii. repairs to, or parts for, existing machinery or equipment;
iii. works, goods or services that constitute an extension of an existing contract;

iv.  goods or services that are only available from one supplier or are sold at a
fixed price.

Ongoing specialist, professional and trade services may be market tested every three years.

5.12.When applications are made to waive this financial regulation to enable a price to
be negotiated without competition, the reason should be set out in a
recommendation to the Council or relevant committee. Avoidance of competition is
not a valid reason.

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

5.14.Individual purchases within an agreed budget for that type of expenditure may be
authorised by:

¢ the Council for all items over £60,000
e the Clerk, for any items under £59,999.99

e Managers, for any items under £4,999.99 (see scheme of delegation for full
details)

! The Regulations require Councils to use the Contracts Finder website if they advertise contract opportunities and also to publicise the
award of contracts over £30,000 including VAT, regardless of whether they were advertised.
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Such authorisation must be supported by a minute (in the case of Council or
committee decisions) or other auditable evidence trail.

5.15.No individual member, or informal group of members may issue an official order or
make any contract on behalf of the Council.

5.16.No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the Council or a duly delegated committee
acting within its Terms of Reference except in an emergency.

5.17.In cases of serious risk to the delivery of Council services or to public safety on
Council premises, the clerk may authorise expenditure of up to £25,000 excluding
VAT on repair, replacement or other work that in their judgement is necessary,
whether or not there is any budget for such expenditure. The Clerk shall report such
action to the Mayor as soon as possible and to the Council as soon as practicable
thereafter.

5.18.No expenditure shall be authorised, no contract entered into, or tender accepted in
relation to any major project, unless the Council is satisfied that the necessary
funds are available and that where a loan is required, Government borrowing
approval has been obtained first.

5.19. An official order or letter shall be issued for all work, goods and services above £25
excluding VAT unless a formal contract is to be prepared or an official order would
be inappropriate. Copies of orders shall be retained, along with evidence of receipt
of goods.

5.20.Any ordering system can be misused and access to them shall be controlled by the
RFO.

Banking and payments

6.1. The Council's banking arrangements, including the bank mandate, shall be made by
the RFO and authorised by the Council; banking arrangements shall not be
delegated to a committee. The Council has resolved to bank with HSBC. The
arrangements shall be reviewed annually for security and efficiency.

6.2. The Council must have safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud or error. Wherever possible, more than
one person should be involved in any payment; as per TCC scheme of delegation.
Even where a purchase has been authorised, the payment must also be authorised,
and only authorised payments shall be approved or signed to allow the funds to
leave the Council’s bank.

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to
the appropriate expenditure heading and verified to confirm that the work, goods or
services were received, checked and represent expenditure previously authorised
by the Council before being certified by the RFO. Where the certification of invoices
is done as a batch, this shall include a statement by the RFO that all invoices listed
have been ‘examined, verified and certified’ by the RFO.



6.4.

6.5.

6.6.

Personal payments (including salaries, wages, expenses and any payment made in
relation to the termination of employment) may be summarised to avoid disclosing
any personal information.

All payments shall be made by online banking, in accordance with a resolution of
the Council or a delegated decision by an officer, unless the Council resolves to use
a different payment method.

For each financial year the RFO may draw up a schedule of regular payments due
in relation to a continuing contract or obligation (such as Salaries, PAYE, National
Insurance, pension contributions, rent, rates, regular maintenance contracts and
similar items), which the Council or a Finance and General Purposes Committee
may authorise in advance for the year.

6.7. .

6.8.

6.9.

The Clerk and RFO shall have delegated authority to authorise payments in the
following circumstances:

i. As attached scheme of delegation

The RFO shall present a schedule of payments to the quarterly Internal Control
Panel. The Council or committee shall review the schedule for compliance to the
scheme of delegation.. A detailed list of all payments above £500 shall be disclosed
quarterly on the Council’s website.

6.10.The Internal Control Panel will consist of 2 Councillors on rotation, and it will report

its findings to Council quarterly.

Electronic payments

7.1.

7.2.

7.3.

7.4.

7.5.

Where internet banking arrangements are made with any bank, the RFO and
Finance Officers shall be appointed as Service Administrators. The bank mandate
agreed by the Council shall identify at least 4 Councillors who will be authorised to
approve transactions on those accounts and a minimum of two people will be
involved in any online approval process. The Clerk, RFO, Parks and Facilities
Managers may be authorised signatories, but no signatory should be involved in
approving any payment to themselves.

All authorised signatories shall have access to view the Council’s bank accounts
online.

No employee or Councillor shall disclose any PIN or password, relevant to the
Council or its banking, to anyone not authorised in writing by the Council or a duly
delegated committee.

The Service Administrators shall set up all items due for payment online. A list of
payments for approval, shall be sent by email to two authorised signatories. Copies
of the relevant invoices will be made available with the list.

Two authorised signatories shall check the payment details against the invoices
before approving each payment using the online banking system.



7.6.

7.7.

7.8.

7.9.

Evidence shall be retained showing which members approved the payment online
and a printout of the transaction confirming that the payment has been made shall
be appended to the invoice for audit purposes.

A full list of all payments made in each month shall be provided to the next Internal
Control Panel meeting and made available to any Councillor wishing to see them at
any time.

With the approval of the Council in each case, regular payments (such as gas,
electricity, telephone, broadband, water, National Non-Domestic Rates, refuse
collection, pension contributions and HMRC payments) may be made by variable
direct debit. Evidence of this is retained and any payments are reported to Council
when made. The approval of the use of each variable direct debit shall be reviewed
by the Council at least every two years.

Payment may be made by BACS or CHAPS by resolution of the Council provided
that each payment is approved online by two authorised bank signatories, evidence
is retained, and any payments are reported to the Internal Control Panel at its next
meeting. The approval of the use of BACS or CHAPS shall be renewed by
resolution of the Council at least every two years.

7.10.1f thought appropriate by the Council, regular payments of fixed sums may be made

by banker’s standing order, evidence of this is retained and any payments are
reported to Council when made. The approval of the use of a banker’s standing
order shall be reviewed by the Council at least every two years.

7.11.Account details for suppliers may only be changed upon written notification by the

supplier verified by the Clerk and the RFO. This is a potential area for fraud and the
individuals involved should ensure that any change is genuine. Data held should be
checked with suppliers every two years.

7.12.Members and officers shall ensure that any computer used for the Council’s

financial business has adequate security, with anti-virus, anti-spyware and firewall
software installed and regularly updated.

7.13.Remembered password facilities other than secure password stores requiring

separate identity verification should not be used on any computer used for Council
banking.

Cheque payments

8.1.

8.2.

8.3.

Cheques or orders for payment are signed in accordance with TCC scheme of
delegation.

A signatory having a family or business relationship with the beneficiary of a
payment shall not, under normal circumstances, be a signatory to that payment.

To indicate agreement of the details on the cheque with the counterfoil and the
invoice or similar documentation, the signatories shall also initial the cheque
counterfoil and invoice.
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8.4. Any signatures obtained away from Council meetings shall be reported to the
Council or the Finance and General Purposes Committee at the next convenient
meeting.

9. Payment cards

9.1. Any Debit Card issued for use will be specifically restricted to the Clerk, the RFO,
Parks and Facilities Managers and will also be restricted to a single transaction
maximum value of £4,999.99 unless authorised by Council or finance committee in
writing before any order is placed.

9.2. A pre-paid debit card may be issued to employees with varying limits. These limits
will be set by the Council. Transactions and purchases made will be reported to the
Council and authority for topping-up shall be at the discretion of the Council.

9.3. Any corporate credit card or trade card account opened by the Council will be
specifically restricted to use by the Clerk, RFO and Parks Manager and any balance
shall be paid in full each month.

9.4. Personal credit or debit cards of members or staff shall not be used except for
expenses of up to £250 including VAT, incurred in accordance with Council policy.

10. Petty Cash

10.1.The RFO shall maintain a petty cash float of up to £1,000 and may provide petty
cash to officers for the purpose of defraying operational and other expenses.

a) Vouchers for payments made from petty cash shall be kept, along with receipts to
substantiate every payment.

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

c) Payments to maintain the petty cash float shall be shown separately on any
schedule of payments presented for approval.

11. Payment of salaries and allowances

11.1.As an employer, the Council must make arrangements to comply with the
statutory requirements of PAYE legislation.

11.2.Councillors allowances (where paid) are also liable to deduction of tax under
PAYE rules and must be taxed correctly before payment.

11.3.Salary rates shall be agreed by the Council, or a duly delegated committee. No
changes shall be made to any employee’s gross pay, emoluments, or terms and
conditions of employment without the prior consent of the Council or Staffing
Committee.

11.4.Payment of salaries shall be made, after deduction of tax, national insurance,
pension contributions and any similar statutory or discretionary deductions, on the
dates stipulated in employment contracts.

11.5.Deductions from salary shall be paid to the relevant bodies within the required
timescales, provided that each payment is reported, as set out in these regulations
above.

11.6.Each payment to employees of net salary and to the appropriate creditor of the
statutory and discretionary deductions shall be recorded in a payroll control account
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Appendix 1 - Tender process

1) Any invitation to tender shall state the general nature of the intended contract and the

2)

4)

6)

Clerk shall obtain the necessary technical assistance to prepare a specification in
appropriate cases.

The invitation shall in addition state that tenders must be addressed to the Clerk in
the ordinary course of post, unless an electronic tendering process has been agreed
by the Council.

Where a postal process is used, 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. All sealed tenders
shall be opened at the same time on the prescribed date by the Clerk in the presence
of at least one member of Council.

Where an electronic tendering process is used, the Council shall use a specific email
address that will be monitored to ensure that nobody accesses any tender before the
expiry of the deadline for submission.

Any invitation to tender issued under this regulation shall be subject to Standing
Order 20 and shall refer to the terms of the Bribery Act 2010.

Where the Council, or duly delegated committee, does not accept any tender, quote
or estimate, the work is not allocated and the Council requires further pricing, no
person shall be permitted to submit a later tender, estimate, or quote who was
present when the original decision-making process was being undertaken.
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