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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.

c

A motion on the agenda that is not moved by its proposer 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the chairman of the meeting as withdrawn.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If a motion (including an amendment) has been seconded, it may be withdrawn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 only with the consent of the seconder and the meeting.

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 original 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.

h

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.

i

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 of the
meeting.

j

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

k

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.

l

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

m

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

n

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 on the
first amendment or at the very end of debate on the final substantive motion
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immediately before it is put to the vote.
o

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.

to make a point of order;

iv.

to give a personal explanation; or

v.

to exercise a right of reply.

p

During the debate on 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.

q

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

r

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

to amend the motion;

ii.

to proceed to the next business;

iii.

to adjourn 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.

to refer 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 or legal 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), the contributions or
speeches by a councillor shall relate only to the motion under discussion and
shall not exceed ( )3 minutes without the consent of the chairman of the
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meeting.
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 be 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) 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.

MEETINGS GENERALLY

Full Council meetings
Committee meetings
Sub-committee meetings

●
●
●

●

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.

●

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

●
●

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
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business on the agenda.
f

The period of time designated for public participation at a meeting in
accordance with standing order 3(e) shall not exceed ( )15 minutes unless
directed by the chairman of the meeting.

g

Subject to standing order 3(f), a member of the public shall not speak for
more than ( )3 minutes unless directed by the chairman of the meeting..

h

In accordance with standing order 3(e), 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 stand when requesting to speak and when speaking (except
when a person has a disability or is likely to suffer discomfort)] OR [A person
shall raise his hand when requesting to speak and at Council, stand when
speaking (except when a person has a disability or is likely to suffer
discomfort)]. The chairman of the meeting may at any time permit a person to
be seated when speaking.

j

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

k

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.

●
●

l

Subject to standing order 3(m), a person who attends a meeting is
permitted to report on the meeting whilst the meeting is open to the
public. To “report” means to film, photograph, make an audio recording
of meeting proceedings, use any other means for enabling persons not
present to see or hear the meeting as it takes place or later or to report
or to provide oral or written commentary about the meeting so that the
report or commentary is available as the meeting takes place or later to
persons not present.

●
●

m

A person present at a meeting may not provide an oral report or oral
commentary about a meeting as it takes place without permission.

●
●

n

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.

●

o

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 there is one).

●

p

The Chairman of the Council, if present, shall preside at a meeting. If
the Chairman is absent from a meeting, the Vice-Chairman of the
Council (if there is one) if present, shall preside. If both the Chairman
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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.
●
●
●

q

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

●
●
●

r

The chairman of a meeting may give an original vote on any matter put
to the vote, and in the case of an equality of votes may exercise his
casting vote whether or not he gave an original vote.
See standing orders 5(h) and (i) for the different rules that apply in the
election of the Chairman of the Council at the annual meeting of the Council.

●

s

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.

t

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

the time and place of the meeting;

ii.

the names of councillors who are present and the names of councillors
who are absent;

iii.

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.

●
●
●

u

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.

●

v

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 4d(viii) for the quorum of a committee or sub-committee
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meeting.
●
●
●

w

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.

x

A meeting shall not exceed a period of ( )2.5 hours.

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 noncouncillors.

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 the
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), appoint and determine the
terms of office of members of such a committee;

v.

may, subject to standing orders 4(b) and (c), appoint and determine the
terms of office of the substitute members to a committee whose role is to
replace the ordinary members at a meeting of a committee if the ordinary
members of the committee confirm to the Proper Officer ( )2 days before
the meeting that they are unable to attend;

vi.

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

vii.

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

viii.

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

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

x.

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;

xi.

shall determine if the public may participate at a meeting of a subcommittee that they are permitted to attend; and

xii.

may dissolve a committee or a sub-committee.

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 councillors elected take
office.

b

In a year which is not an election year, the annual meeting of the 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 Chairman and Vice-Chairman (if there is one) of the
Council.

f

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.

g

The Vice-Chairman of the Council, if there is one, 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.

h

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 annual
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 shall give a casting
vote in the case of an equality of votes.
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i

In an election year, if the current Chairman of the Council has been reelected as a member of the Council, he shall preside at the annual
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 shall give a casting vote in the case of an equality of
votes.

j

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

i.

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

ii.

Confirmation of the accuracy of the minutes of the last meeting of the
Council;

iii.

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

iv.

Consideration of the recommendations made by a committee;

v.

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

vi.

Review of the terms of reference for committees;

vii.

Appointment of members to existing committees;

viii. Appointment of any new committees in accordance with standing order 4;
ix.

Review and adoption of appropriate standing orders and financial
regulations;

x.

Review of arrangements (including legal agreements) with other local
authorities, not-for-profit bodies and businesses.

xi.

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

xii.

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;

xiii. Review of inventory of land and other assets including buildings and
office equipment;

xiv. Confirmation of arrangements for insurance cover in respect of all
insurable risks;

xv.

Review of the Council’s and/or staff subscriptions to other bodies;
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xvi. Review of the Council’s complaints procedure;
xvii. 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 11, 20 and 21);

xviii. Review of the Council’s policy for dealing with the press/media;
xix. Review of the Council’s employment policies and procedures;
xx.xvi.

Review of the Council’s expenditure incurred under s.137 of the
Local Government Act 1972 or the general power of competence.

xxi. Determining the time and place of ordinary meetings of the Council up to
and including the next annual meeting of the Council.

xvii. Determining which items on the Council’s Annual Meeting Agenda should
be deferred to a Special Meeting of Council (continuation of the Annual
Meeting) for consideration

EXTRAORDINARY MEETINGS OF THE COUNCIL, 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 call an extraordinary meeting of
the Council within seven days of having been requested in writing to do
so by two councillors, any two councillors may convene an extraordinary
meeting of the Council. The public notice giving the time, place and
agenda for such a meeting shall be signed by the two councillors.

c

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

d

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

PREVIOUS RESOLUTIONS

a

A resolution shall not be reversed within six months except either by a special
motion, which requires written notice by at least ( )7 councillors to be given to

11

Formatted: Font: Bold
Formatted: Font: Not Bold
Formatted: Font: Not Bold

the Proper Officer in accordance with standing order 9, or by a motion moved
in pursuance of the recommendation of a committee or a sub-committeea
report from a Council Officer.
b

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

a

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 exercisable by the chairman of the meeting.

MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE
GIVEN TO THE PROPER OFFICER

a

A motion shall relate to the responsibilities of the meeting for which it is tabled
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.

b

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

c

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

d

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

e

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.

f

The decision of the Proper Officer as to whether or not to include the motion on
the agenda shall be final.

g

Motions received shall be recorded and numbered in the order that they are
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received.
h

Motions rejected shall be recorded with an explanation by the Proper Officer of
the reason for rejection.

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.

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

v.

to appoint a person to preside at a meeting;

vi.

to change the order of business on the agenda;

vii.

to proceed to the next business on the agenda;

viii.

to require a written report;

ix.

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

x.

to extend the time limits for speaking;

xi.

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

xii.

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

xiii.

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

xiv.

to temporarily suspend the meeting;

xv.

to suspend a particular standing order (unless it reflects mandatory
statutory or legal requirements);

xvi.

to adjourn the meeting; or

xvii. to close the meeting.

MANAGEMENT OF INFORMATION
See also standing order 20.
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a

The Council shall have in place and keep under review, technical and
organisational measures to keep secure information (including personal
data) which it holds in paper and electronic form. Such arrangements
shall include deciding who has access to personal data and encryption of
personal data.

b

The Council shall have in place, and keep under review, policies for the
retention and safe destruction of all information (including personal data)
which it holds in paper and electronic form. The Council’s retention
policy shall confirm the period for which information (including personal
data) shall be retained or if this is not possible the criteria used to
determine that period (e.g. the Limitation Act 1980).

c

The agenda, papers that support the agenda and the minutes of a meeting
shall not disclose or otherwise undermine confidential information or
personal data without legal justification.

d

Councillors, staff, the Council’s contractors and agents shall not disclose
confidential information or personal data without legal justification.

DRAFT MINUTES

Full Council meetings
Committee meetings
Sub-committee meetings

●
●
●

a

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

b

There shall be no discussion about the draft minutes of a preceding meeting
except in relation to their accuracy. A motion to correct an inaccuracy in the
draft minutes shall be moved in accordance with standing order 10(a)(i).

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
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record but his view was not upheld by the meeting and the minutes
are confirmed as an accurate record of the proceedings.”
●
●
●

e

If the Council’s gross annual income or expenditure (whichever is higher)
does not exceed £25,000, it The Council shall publish draft minutes on a
website which is publicly accessible and free of charge not later than one
month after the meeting has taken place.

f

Subject to the publication of draft minutes in accordance with standing order
12(e) and standing order 20(a) and following 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.

CODE OF CONDUCT AND DISPENSATIONS
See also standing order 3(u).

a

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

b

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

c

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

d

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

e

A decision as to whether to grant a dispensation shall be made [by the Proper
Officer] OR [by a meeting of the Council, or committee or sub-committee for
which the dispensation is required] and that decision is final.

f

A dispensation request shall confirm:
i.

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

ii.

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

iii.

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

an explanation as to why the dispensation is sought.

g

Subject to standing orders 13(d) and (f), a dispensation request shall be
considered [by the Proper Officer before the meeting or, if this is not possible, at
the start of the meeting for which the dispensation is required] OR [at the
beginning of the meeting of the Council, or committee or sub-committee for
which the dispensation is required].

h

A dispensation may be granted in accordance with standing order 13(e) if
having regard to all relevant circumstances any of the following apply:
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;

ii.

granting the dispensation is in the interests of persons living in the
Council’s area; or

iii.

it is otherwise appropriate to grant a dispensation.

CODE OF CONDUCT COMPLAINTS

a

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

b

Where the notification in standing order 14(a) 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 14(d).

c

The Council may:

d

i.

provide information or evidence where such disclosure is necessary to
investigate the complaint or is a legal requirement;

ii.

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

Upon notification by the District or Unitary Council that a councillor or
non-councillor with voting rights has breached the Council’s code of
conduct, the Council shall consider what, if any, action to take against
him. Such action excludes disqualification or suspension from office.
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PROPER OFFICER

a

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.

b

The Proper Officer shall:
i.

at least three clear days before a meeting of the council, a
committee or a sub-committee,
•

serve on councillors by delivery or post at their residences or by
email authenticated in such manner as the Proper Officer thinks
fit, a signed summons confirming the time, place and the agenda
(provided the councillor has consented to service by email), and

•

Provide, in a conspicuous place, public notice of the time, place
and agenda (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) for the meaning of clear days for a meeting of a
full council and standing order 3(c) for the meaning of clear days for a
meeting of a committee;
ii.

subject to standing order 9, include on the agenda all motions in the order
received unless a councillor has given written notice at least ( )7 days
before the meeting confirming his withdrawal of it;

iii.

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

iv.

facilitate inspection of the minute book by local government
electors;

v.

receive and retain copies of byelaws made by other local
authorities;

vi.

hold acceptance of office forms from councillors;

vii.

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

viii.

assist with responding to requests made under freedom of information
legislation and rights exercisable under data protection legislation, in
accordance with the Council’s relevant policies and procedures;

ix.

liaise, as appropriate, with the Council’s Data Protection Officer;

x.

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

assist in the organisation of, storage of, access to, security of and
destruction of information held by the Council in paper and electronic
form subject to the requirements of data protection and freedom of
information legislation and other legitimate requirements (e.g. the
Limitation Act 1980);

xii.

arrange for legal deeds to be executed;
(see also standing order 23);

xiii.

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

xiv.

record every planning application notified to the Council and the Council’s
response to the local planning authority in a book for such
purpose;oversee the list of planning applications notified to the Council
on the Planning Authority’s on-line system together with the Council’s
response.

xv.

refer a planning application received by the Council to the [Chairman or in
his absence the Vice-Chairman (if there is one) of the Council] OR
[Chairman or in his absence Vice-Chairman (if there is one) of the
(Planning and Planning Policy Committee ) 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 [the Council] OR [( )the Planning Ccommittee];

xvi.

manage access to information about the Council via the publication
scheme; and

xvii. retain custody of the seal of the Council (if there is one) which shall not
be used without a resolution to that effect.
(see also standing order 23).

RESPONSIBLE FINANCIAL OFFICER

a

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

ACCOUNTS AND ACCOUNTING STATEMENTS
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a

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

b

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

c

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 (or income and expenditure) for
each quarter;

ii.

the Council’s aggregate receipts and payments (or income and
expenditure) 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.
d

e

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 (or income and expenditure) for the last quarter and the year to
date for information; and

ii.

to the Council the accounting statements for the year in the form of
Section 1 of the annual governance and accountability return, as required
by proper practices, for consideration and approval.

The year-end accounting statements shall be prepared in accordance with
proper practices and apply the form of accounts determined by the Council
(receipts and payments, or income and expenditure) for the year to 31 March.
A completed draft annual governance and accountability return shall be
presented made available to all councillors at least 14 days prior to anticipated
approval by the Council. The annual governance and accountability return of
the Council, which is subject to external audit, including the annual governance
statement, shall be presented to the Council for consideration and formal
approval before 30 June.

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:
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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.

whether contracts with an estimated value below £25,000 due to special
circumstances are exempt from a tendering process or procurement
exercise.

b.

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

c.

A public contract regulated by the Public Contracts Regulations 2015 with
an estimated value in excess of £25,000 but less than the relevant
thresholds in standing order 18(f) is subject to Regulations 109-114 of the
Public Contracts Regulations 2015 which include a requirement on the
Council to advertise the contract opportunity on the Contracts Finder
website regardless of what other means it uses to advertise the
opportunity.

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:

e.

i.

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

ii.

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

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.

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

A public contract regulated by the Public Contracts Regulations 2015
with an estimated value in excess of £181,302 for a public service or
supply contract or in excess of £4,551,413 for a public works contract (or
other thresholds determined by the European Commission every two
years and published in the Official Journal of the European Union (OJEU))
shall comply with the relevant procurement procedures and other
requirements in the Public Contracts Regulations 2015 which include
advertising the contract opportunity on the Contracts Finder website and
in OJEU.

g.

A public contract in connection with the supply of gas, heat, electricity,
drinking water, transport services, or postal services to the public; or the
provision of a port or airport; or the exploration for or extraction of gas,
oil or solid fuel with an estimated value in excess of £363,424 for a
supply, services or design contract; or in excess of £4,551,413 for a
works contract; or £820,370 for a social and other specific services
contract (or other thresholds determined by the European Commission
every two years and published in OJEU) shall comply with the relevant
procurement procedures and other requirements in the Utilities Contracts
Regulations 2016.

HANDLING STAFF MATTERS

a

A matter personal to a member of staff that is being considered by a meeting of
[Council] OR [the ( )HR committee] OR [the ( ) sub-committee] is subject to
standing order 11.

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 ( )
committee]mayor OR [the ( ) sub-committee] or, if he is not available, the vicemayorchairman (if there is one) of [the ( ) committee] OR [the ( ) subcommittee] of absence occasioned by illness or other reason. and that person
shall report such absence to [the ( ) committee] OR [the ( ) sub-committee] at
its next meeting.

c

The chairman of [the ( )HR committee] OR [the ( ) sub-committee] or in his
absence, the vice-chairman shall upon a resolution conductundertake a review
of the performance and annual appraisal of the work of [the member of staff’s
job title] the Town Clerk. The reviews and appraisal shall be reported in writing
and are subject to approval by resolution by [the ( )HR committee] OR [the (
) sub-committee].

d

Subject to the Council’s policy regarding the handling of grievance matters, the
Council’s most senior member of staff (or other members of staff) shall contact
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the chairman of [the ( ) committee] OR [the ( ) sub-committee] or in his
absence, the vice-chairman of [the ( ) committee] OR [the ( ) sub-committee]
in respect of an informal or formal grievance matter, and this matter shall be
reported back and progressed by resolution of [the ( ) committee] OR [the ( )
sub-committee].Grievences shall be held in accordance with the Council’s policy
on grievances.
e

Subject to the Council’s policy regarding the handling of grievance matters, if
an informal or formal grievance matter raised by [the member of staff’s job title]
relates to the chairman or vice-chairman of [the ( ) committee] OR [the ( )
sub-committee], this shall be communicated to another member of [the ( )
committee] OR [the ( ) sub-committee], which shall be reported back and
progressed by resolution of [the ( ) committee] OR [the ( ) sub-committee].

f

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

e

Generally staff management shall be delegated to the Town Clerk as set out
from time to time in the list of delegations.
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In accordance with standing order 11(a), persons with line management
responsibilities shall have access to staff records referred to in standing order
19(f).

RESPONSIBILITIES TO PROVIDE INFORMATION
See also standing order 21.

a

In accordance with freedom of information legislation, the Council shall
publish information in accordance with its publication scheme and
respond to requests for information held by the Council.

b.

[If gross annual income or expenditure (whichever is higher) does not exceed
£25,000] The Council shall publish information in accordance with the
requirements of the Smaller Authorities (Transparency Requirements)
(England) Regulations 2015.
OR

b.

[If gross annual income or expenditure (whichever is the higher) exceeds
£200,000] The Council, shall publish information in accordance with the
requirements of the Local Government (Transparency Requirements)
(England) Regulations 2015.

RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION
(Below is not an exclusive list).
See also standing order 11.

a

The Council shall act in accordance with legislation and guidance from
the Information Commissioner in respect of appointing a Data Protection
Officer.

b

The Council shall have policies and procedures in place to respond to an
individual exercising statutory rights concerning his personal data.

c

The Council shall have a written policy in place for responding to and
managing a personal data breach.

d

The Council shall keep a record of all personal data breaches comprising
the facts relating to the personal data breach, its effects and the remedial
action taken.

e

The Council shall ensure that information communicated in its privacy
notice(s) is in an easily accessible and available form and kept up to date.
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f

The Council shall maintain a written record of its processing activities.
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.

EXECUTION AND SEALING OF LEGAL DEEDS
See also standing orders 15(b)(xii) and (xvii).

a

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

b

[Subject to standing order 23(a), 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.]
The above is applicable to a Council with a common seal.
OR
[Subject to standing order 23(a), any two councillors may sign, on behalf
of the Council, any deed required by law and the Proper Officer shall
witness their signatures.]
The above is applicable to a Council without a common seal.

COMMUNICATING WITH DISTRICT AND COUNTY OR 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 District and County Council OR Unitary
Council representing the area of the Council.

b

Unless the Council determines otherwise, a copy of each letter sent to the
District and County Council OR Unitary Council shall be sent to the ward
councillor(s) representing the area of the Council. This shall not apply to
general enquiries, fault reports or day to day contact that may occur in the
course of normal business. Where such a letter contains personal information,
the rules applicable to the General Data Protection Regulations, shall override
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this requirement.
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RESTRICTIONS ON COUNCILLOR ACTIVITIES

a.

Unless duly authorised 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.

STANDING ORDERS GENERALLY

a

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

b

A motion to add to or vary or revoke one or more of the Council’s standing
orders, except one that incorporates mandatory statutory or legal requirements,
shall be proposed by a special motion, the written notice by at least ( )7
councillors to be given to the Proper Officer in accordance with standing order
9 or in a report from an employee.

c

The Proper Officer shall provide a copy of the Council’s standing orders to a
councillor as soon as possible.

d

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

26

5.

Skegness Town Council
Financial Regulations
May 2018 (as amended by Council on 23rd May 2018)

Steve Larner –Town Clerk and Responsible Finance Officer

Town Hall
North Parade, Skegness
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1.

GENERAL

1.1.

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

1.2.

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

1.3.

The council’s accounting control systems must include measures:
•

for the timely production of accounts;

•

that provide for the safe and efficient safeguarding of public money;

•

to prevent and detect inaccuracy and fraud; and

•

identifying the duties of officers.

1.4.

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

1.5.

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

1.6.

A serious breach of these Regulations by an employee may give rise to
disciplinary proceedings.

1.7.

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

1.8.

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

1.9.

The RFO;
•

acts under the policy direction of the council;

•

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

•

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

ensures the accounting control systems are observed;

•

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

•

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

•

produces financial management information as required by the council.

1.10.

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

1.11.

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

1.12.

•

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

•

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

•

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

The accounting control systems determined by the RFO shall include:
•

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

•

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

•

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

•

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

•

measures to ensure that risk is properly managed.

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

setting the final budget or the precept (Council Tax Requirement);
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•

approving accounting statements;

•

approving an annual governance statement;

•

borrowing;

•

writing off bad debts;

•

declaring eligibility for the General Power of Competence; and

•

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

shall be a matter for the full council only.

1.14.

1.15.

In addition the council must:
•

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

•

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

•

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

In these financial regulations, references to the Accounts and Audit Regulations or
‘the regulations’ shall mean the regulations issued under the provisions of section
27 of the Audit Commission Act 1998, or any superseding legislation, and then in
force unless otherwise specified.
In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall
refer to guidance issued in Governance and Accountability for Local Councils– a
Practitioners’ Guide (England) issued by the Joint Practitioners Advisory Group
(JPAG), available from the websites of NALC and the Society for Local Council
Clerks (SLCC).

2.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

2.1.

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

2.2.

On a regular basis, at least once in each quarter, and at each financial year end, a
member other than a payment signatory shall be appointed to verify bank
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reconciliations (for all accounts) produced by the RFO. The member shall sign the
reconciliations and the original bank statements (or similar document) as evidence
of verification. Alternatively, the reconciliations may be verified by the Mayor with
copies of the reconciliations, statements and verifications reported to the Business
& Resources Committee as part of their quarterly governance function. This activity
shall on conclusion be reported, including any exceptions, to and noted by the
council.
2.3.

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

2.4.

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

2.5.

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

2.6.

The internal auditor shall:

2.7.

2.8.

•

be competent and independent of the financial operations of the council;

•

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

•

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

•

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

Internal or external auditors may not under any circumstances:
•

perform any operational duties for the council;

•

initiate or approve accounting transactions; or

•

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

For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as is described in proper practices.
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2.9.

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

2.10.

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

3.

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

3.1.

Each committee shall review its five-year forecast of revenue and capital receipts
and payments in line with the Council’s Business Plan. Having regard to the
forecast, it shall thereafter formulate and submit proposals for the following
financial year to the council not later than the end of November each year
including any proposals for revising the forecast.

3.2.

The RFO must each year, by no later than 30th September, prepare detailed
estimates of all receipts and payments including the use of reserves and all
sources of funding for the following financial year in the form of a budget to be
considered by the committees and the council.

3.3.

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

3.4.

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

3.5.

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

4.

4.1.

BUDGETARY CONTROL AND AUTHORITY TO SPEND

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

delegated authority to the Clerk in respect of any single item identified in the
budget approval process (for avoidance of doubt this includes all budgeted
operational annual expenditure);

•

the council for all other items over £10,000 (except where special provision
has been made in respect of a major Capital Project);

•

a duly delegated committee of the council for items over £5000 but below
£10,000;

•

The Clerk in respect of any items below £5000.

Such authority is to be evidenced by a Minute or by an authorisation slip duly signed
by the Clerk, and where necessary also by the appropriate Chairman.
Contracts may not be disaggregated to avoid controls imposed by these regulations.
4.2.

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

4.3.

Within a class of expenditure, the Clerk has delegated authority to move
money between detailed budget headings where this does not change the
overall class of expenditure budget.

4.4.

Unspent provisions in the revenue or capital budgets for completed projects
shall not be carried forward to a subsequent year without Council approval.

4.5.

The salary budgets are to be reviewed at least annually in September for
the following financial year and such review shall be evidenced by a hard
copy schedule signed by the Clerk and the Chairman of Council or relevant
committee. Where the review is undertaken by a Committee, the signed
minutes of that Committee will be deemed to satisfy this requirement. The
RFO will inform committees of any changes impacting on their budget
requirement for the coming year in good time.

4.6.

In cases of extreme risk to the delivery of council services, the clerk may
authorise revenue expenditure on behalf of the council which in the clerk’s
judgement it is necessary to carry out. Such expenditure includes repair,
replacement or other work, whether or not there is any budgetary provision
for the expenditure, subject to a limit of £2500. The Clerk shall report such
action to the chairman as soon as possible and to the council as soon as
practicable thereafter.

4.7.

No expenditure shall be authorised in relation to any capital project and no
contract entered into or tender accepted involving capital expenditure
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unless the council is satisfied that the necessary funds are available and, if
required, the requisite borrowing approval has been obtained. It is expected
that Council will put in place specific controls for each and every Capital
Project having regard to the specific risks.

5.

4.8.

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

4.9.

The RFO shall provide the Business and Resources Committee with a
statement of receipts and payments to date under each head of the budgets,
comparing actual expenditure to the appropriate date against that planned
as shown in the budget as part of the Quarterly Governance Report. These
statements are to be prepared at least at the end of each financial quarter
and shall show explanations of material variances. For this purpose
“material” shall be in excess of £100 or 10% of the budget whichever is the
greater.

4.10.

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

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

5.1.

The council's banking arrangements, including the bank mandate, shall be made
by the RFO and approved by the council; banking arrangements may not be
delegated to a committee. They shall be regularly reviewed for safety and
efficiency.

5.2.

The RFO shall prepare a schedule of payments requiring authorisation, forming
part of the Agenda for the Meeting and present the schedule to council making any
supporting invoices available for inspection. The council shall review the schedule
for compliance and, having satisfied itself shall authorise payment by a resolution
of the council. The approved schedule shall form part of the minutes of the Meeting.
Personal payments (including salaries, wages, expenses and any payment made
in relation to the termination of a contract of employment) may be summarised to
remove public access to any personal information.

5.3.

All invoices for payment shall be examined, verified and certified by the RFO (or
other Officer delegated by him) to confirm that the work, goods or services to which
each invoice relates has been received, carried out, examined and represents
expenditure previously approved by the council or paid by the Clerk under
delegated authority and subsequently authorised by Council.

5.4.

The RFO (or other Officer delegated by him) shall examine invoices for arithmetical
accuracy and record them under the appropriate expenditure heading. The RFO
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may under delegated authority pay all invoices received, which are in order and
present these for authorisation at the next available Council Meeting.
5.5.

The Clerk and RFO shall have delegated authority to pay items only in the following
circumstances:
a)

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

b)

An expenditure item authorised under continuing contracts and obligations
provided that a list of such payments shall be submitted to the next appropriate
meeting of council

c)

Any item where the Council or a Committee has specifically authorised the
purchase provided that a list of such payments shall be submitted to the next
appropriate meeting of council for approval

d)

Any other expenditure item not exceeding £8000 provided that a list of such
payments shall be submitted to the next appropriate meeting of council for
approval

e)

Fund transfers to satisfy the Investment Strategy criteria or generally within
the councils banking arrangements up to the sum of £50,000, provided that a
list of such payments shall be submitted to the next appropriate meeting of
council.

5.6.

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

5.7.

In respect of grants a duly authorised committee shall approve expenditure
within any limits set by council and in accordance with any Policy statement
approved by council. Any Revenue or Capital Grant in excess of £10,000
shall before payment, be subject to ratification by resolution of the council.

5.8.

Members are subject to the Code of Conduct that has been adopted by the
council and shall comply with the Code and Standing Orders when a decision
to authorise or instruct payment is made in respect of a matter in which they
have a disclosable pecuniary or other interest, unless a dispensation has
been granted.
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6.

5.9.

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

5.10.

Any changes in the recorded details of suppliers, such as bank account
records, shall be signed off by two members of staff.

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

6.1.

The council will make safe and efficient arrangements for the making of its
payments.

6.2.

In accordance with Financial Regulation 5 above, the Clerk or RFO shall give
instruction that a payment shall be made.

6.3.

All payments shall be effected by cheque, electronic banking payment or other
instructions to the council's bankers, or otherwise, in accordance with a resolution
of Council.

6.4.

The Clerk is authorised to use electronic transfer or electronic banking. Where an
electronic or e-banking transaction is to take place, an e-banking proforma must be
signed by two cheque signatories and countersigned by the Clerk prior to the
transaction taking place (this effectively puts in place the same checks and controls
as for cheque payments). Electronic banking transactions shall be shown
separately itemised on the schedule of payments presented to Council under 5.2
above.

6.5.

Cheques or orders for payment drawn on the bank account, in accordance with the
schedule as authorised by council, shall be signed by two members of council and
countersigned by the Clerk. If a member who is also a bank signatory has declared
a disclosable pecuniary interest, or has any other interest, in the matter in respect
of which the payment is being made, that Councillor shall be required to consider
Standing Orders, and thereby determine whether it is appropriate and / or
permissible to be a signatory to the transaction in question.

6.6.

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

6.7.

The Town Clerk has delegated authority (as from 23rd May 2018) to make payment,
for certain utility and recurring supplies (e.g. energy, fuel, telephone, water) and any
National Non-Domestic Rates, by variable Direct Debit provided that the instructions
are signed by two members and any payments are reported to council as made. The
approval of the use of delegated powers in this respect shall be renewed by
resolution of the council at least every two years.
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6.8.

If thought appropriate by the council, payment for certain items may be made by
Banker’s Standing Order provided that the instructions are signed, or otherwise
evidenced by two members are retained and any payments are reported to council
as made. The approval of the use of a Banker’s Standing Order shall be renewed
by resolution of the council at least every two years.

6.9.

If thought appropriate by the council, payment for certain items may be made by
BACS or CHAPS methods provided that the instructions for each payment are
signed, or otherwise evidenced, by two authorised bank signatories are retained and
any payments are reported to council as made. The approval of the use of BACS or
CHAPS shall be renewed by resolution of the council at least every two years.

6.10.

Where a computer requires use of a personal identification number (PIN) or other
password(s), for access to the council’s records on that computer, a note shall be
made of the PIN and Passwords and shall be placed in the Council’s safe in a sealed
dated envelope. This envelope may not be opened other than by the Town Clerk,
Deputy Town Clerk or otherwise in the presence of two other councillors or a
councillor and an employee. After the envelope has been opened, in any
circumstances, the PIN and / or passwords shall be changed as soon as practicable.
The fact that the sealed envelope has been opened, in whatever circumstances,
shall be reported to all members immediately and formally to the next available
meeting of the council.

6.11.

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

6.12.

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

6.13.

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

6.14.

Where internet banking arrangements are made with any bank, the Clerk [RFO]
shall be appointed as the Service Administrator. The approval of transactions shall
be in accordance with 6.4 above. The bank mandate will state clearly the amounts
of payments that can be instructed by the use of the Service Administrator alone.

6.15.

Access to any internet banking accounts will be directly to the access page and not
through a search engine or e-mail link. Remembered or saved passwords facilities
must not be used for any council banking work. Breach of this Regulation will be
treated as a very serious matter under these regulations.

6.16.

Changes to account details for suppliers, which are used for internet banking may
only be changed on written hard copy notification by the supplier (e.g invoice) and
supported by hard copy authority for change signed by two of the Clerk, another
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employee or a member. A programme of regular checks of standing data with
suppliers will be followed.
6.17.

Any Debit or Credit Card issued for use will be specifically restricted to the Clerk and
will also be restricted to a single transaction maximum value of £1000 unless
authorised by council or Business and Resources Committee in writing before any
order is placed. Any credit card shall have a card limit of £2000 and shall be settled
each month by Direct Debit so as to avoid any interest charge.

6.18.

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

7.

a)

The RFO shall maintain as petty cash float of up to £250 for the purpose of
defraying operational and other expenses. Vouchers for payments made from
petty cash shall be kept to substantiate the payment and shall be recorded in
the computerised accounts under the appropriate expenditure heading.

b)

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

c)

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

PAYMENT OF SALARIES

7.1.

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 salary rates shall
be in accordance with the terms of the contracts of employment or as agreed by
council, or duly delegated committee from time to time.

7.2.

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

7.3.

No changes shall be made to any employee’s pay (other than contractual
increments or national pay awards), emoluments, or terms and conditions of
employment without the prior consent of the council or relevant committee, if so
delegated.

7.4.

The Clerk has delegated authority to authorise paid overtime to staff, where this is
required to meet a statutory or contractual service or is in respect of paid services,
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but only where this can be managed within the requirements of 4.1 above (budgetary
control) or where the additional income will cover the cost.
7.5.

All payments and deductions relating to employees remuneration shall be entered
into the Council’s computerised payroll system which will be used to calculate and
record statutory and discretionary deductions to the appropriate creditor. This
system is not open to inspection or review (under the Freedom of Information Act
2000 or otherwise) other than:
a)

by any councillor who can demonstrate a need to know;

b)

by the internal auditor;

c)

by the external auditor; or

d)

by any person authorised under Audit Commission Act 1998, or any
superseding legislation.

7.6.

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

7.7.

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

7.8.

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

7.9.

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

8.

LOANS AND INVESTMENTS

8.1.

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 application for Borrowing
Approval, and subsequent arrangements for the Loan shall only be approved by full
council.

8.2.

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

8.3.

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.
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8.4.

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

8.5.

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

8.6.

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

8.7.

Payments in respect of short term or long term investments, including transfers
between bank accounts held in the same bank, or branch, shall be made in
accordance with Regulation 5 (Authorisation of payments) and Regulation 6
(Instructions for payments).

9.

INCOME

9.1.

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

9.2.

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

9.3.

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

9.4.

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

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.

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 regularly received by the council, the RFO
shall take such steps as are agreed by the council to ensure that more than one
person is present when the cash is counted in the first instance, that there is a
reconciliation to some form of control such as ticket issues, and that appropriate
care is taken in the security and safety of individuals banking such cash.
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9.10.

Any income arising which is the property of the Mayor’s Charity shall be paid into a
bank account for that purpose. Instructions for the payment of funds due from the
charitable trust to the council (to meet expenditure incurred by the authority) will be
given by the Mayor separately from any council meeting and all records for this
account shall be considered to be completely external to the responsibilities of the
Council and under the management of the Clerk in conjunction with the current
Mayor.

10. ORDERS FOR WORK, GOODS AND SERVICES

10.1.

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

10.2.

Orders shall be controlled by the RFO or other Officer delegated by him.

10.3.

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

10.4.

A member may not issue an official order nor make any contract on behalf of the
council.

10.5.

The RFO shall verify the lawful nature of any proposed purchase before the issue
of any order

11.
11.1.

CONTRACTS
Procedures as to contracts are laid down as follows:
a.

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

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

ii.

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

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 £500 (in excess of this sum the Clerk and RFO shall act after
consultation with the Chairman and Vice Chairman of council); and

vi.

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

vii.

where goods and services are purchased through a pre-procured public
sector catalogue such as Crown Commercial Services or ESPO, or
through an approved Framework Agreement

b.

Where it is intended to enter into a contract exceeding £60,000 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 Clerk shall invite tenders from at least three
suitable firms.

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 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. 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 Clerk in the presence of at least one member of council.

f.

If less than three tenders are received for contracts above £60,000 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.

g.

Any invitation to tender issued under this regulation shall be subject to
Standing Order30d and shall refer to the terms of the Bribery Act 2010.

h.

When it is to enter into a contract of less than £60,000 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 Clerk or RFO shall obtain 3 quotations (priced
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descriptions of the proposed supply); where the value is below £3,000 and
above £100 the Clerk or RFO shall strive to obtain 3 estimates. Otherwise,
Regulation 10 (3) above shall apply.
i.

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

j.

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

k.

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

l.

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

m.

The European Union Procurement Directive shall apply and the terms of the
Public Contracts Regulations 2015 and the Utilities Contracts Regulations
2006 (and 2009 amendments) including thresholds shall be followed.

n.

Framework contracts may be used that have been procured in compliance with
any applicable regulation or law. Where a framework contract is used all
requirements to seek tenders, quotations or other competitive prices will have
deemed to have been met. For contracts below £10,000 the Town Clerk or
RFO can determine when to use a framework agreement for goods or
services. For contracts of £10,000 or above the decision to use Framework
Contracts will be made by Council.

o.

The Town Clerk or RFO is authorised to sign an Access Agreement to any
Framework Arrangement so long as this does not commit the Council to any
financial arrangements at that point and any contract is subject to further
approval in accordance with these Financial Regulations.
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12. [PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS

12.1.

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

12.2.

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

12.3.

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

13. STORES AND EQUIPMENT

13.1.

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

13.2.

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.

13.3.

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

13.4. The RFO shall be responsible for periodic checks of stocks and stores.

14. ASSETS, PROPERTIES AND ESTATES

14.1.

The Clerk shall make appropriate arrangements for the custody of all title deeds and
Land Registry Certificates of properties held by the council. The RFO shall ensure
a record is maintained of all properties held by the council, recording the location,
extent, plan, reference, purchase details, nature of the interest, tenancies granted,
rents payable and purpose for which held in accordance with Accounts and Audit
Regulations.
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14.2.

No tangible moveable property shall be purchased or otherwise acquired, sold,
leased or otherwise disposed of, without the authority of the council, together with
any other consents required by law, save where the estimated value of any one item
of tangible movable property does not exceed £1000. For the avoidance of doubt,
consent of Council is deemed to have been given where expenditure is approved as
part of the budget setting process.

14.3.

No real property (interests in land) shall be sold, leased or otherwise disposed of
without the authority of the council, together with any other consents required by
law, In each case a Report in writing shall be provided to council in respect of
valuation and surveyed condition of the property (including matters such as planning
permissions and covenants) together with a proper business case (including an
adequate level of consultation with the electorate).

14.4.

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

14.5.

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

14.6.

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.

15. INSURANCE

15.1.

Following the annual risk assessment (per Financial Regulation 17), the RFO shall
effect all insurances and negotiate all claims on the council's insurers. The RFO
shall keep a record of all insurances effected by the council and the property and
risks covered thereby and annually review it.

15.2.

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

15.3.

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

16.1.

Where the council is sole managing trustee of a charitable body the Clerk and RFO
shall ensure that separate accounts are kept of the funds held on charitable trusts
and separate financial reports made in such form as shall be appropriate, in
accordance with Charity Law and legislation, or as determined by the Charity
Commission. The Clerk and RFO shall arrange for any Audit or Independent
Examination as may be required by Charity Law or any Governing Document.

17. RISK MANAGEMENT

17.1.

The council is responsible for putting in place arrangements for the management of
risk. The Clerk [with 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.

17.2.

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

18. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

18.1.

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

18.2.

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

19. FINANCIAL PROCEDURES

19.1

The RFO shall maintain the Council’s detailed Financial Procedures necessary to
comply with these Financial Regulations and shall be duly authorised to review
adapt and change these as required from time to time.
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6.
SKEGNESS TOWN COUNCIL

REPORT TO:
BY:
SUBJECT:

COUNCIL 23RD MAY 2018
TOWN CLERK
Approval of the Accounts for 2017/18

PURPOSE:
To approve the end of year accounts and confirm the annual governance
statements.
1

ANNUAL RETURN GOVERNANCE STATEMENTS

1.1

Attached is the annual return (appendix A) and accounts for 2017-18
(appendix B).

1.2

The Council are required by law to complete the annual accounts for
inspection by the External Auditor no later than 30th June in any year.
Section 1 of the return is to consider and respond to the Annual
Governance Statement and numbered 1-8. Number 9 on the return is not
applicable as the Council is not a managing trustee.

1.3

Council must read each statement in turn and consider whether it can
answer yes to each question. The Business & Resources Committee have
regularly reviewed Governance through Internal Controls throughout the
year and at their meeting on 3rd May recommended that Council answer
“yes” for statements 1 to 8 and “not applicable” to statement 9.

1.4

The Internal Auditor has completed section 4, which together with the
Business and Resources Committee recommendations, should give
Council confidence in reaching their decision. The Internal Audit Report
has been reviewed in detail as part of the quarterly Governance review by
the B&R Committee and there are no concerns that need to be addressed.

1.5

If the Council feel they are unable to answer yes to any question, then the
Council will need to state what action it will take to remedy the situation
and a timescale for doing so.

2

ANNUAL RETURN ACCOUNTING STATEMENTS

2.1

The next step is to approve the accounting statements for 2017/18 set out
in section 2 of the return. These represent a summary of the more detailed
accounts shown in appendix B. Also included for approval is the asset
register shown in appendix C.

2.2

The Business & Resources Committee reviewed the income and
expenditure, balance sheets and proposed end of year reserves at their
meeting on 3rd May and recommend these for approval by Council. An
accounting adjustment of £100 has been made since this meeting
removing the shares in Skegness Trading Company Ltd from the balance
sheet and placing this into the long-term assets in box 9 (this is in
accordance with the accounting guidance).

2.3

Once approved these will be open for public inspection, publicised on the
website and sent to the external auditor.

3 RECOMMENDATIONS
3.1

It is recommended that Council:a) Respond ‘YES’ to statements 1-8 in section 1 of the Annual Return
2017/18 and ‘not applicable’ against statement 9
b) Approve the Accounting Statements in section 2 of the Annual Return
2017/18 including the end of year reserves and asset register as
appended to this report.
c) Approve the Annual Return to be opened for public inspection and
submission to the External Auditor
d) Note the contents of the Internal Audit Report.

For information relating to
this report please contact
The Town Clerk, Town Hall
Skegness or email
townclerk@skegness.gov.uk
Background Papers: None

.FOR DECISION

6.
Appendix A

Printed on : 14/05/2018

Skegness Town Council

At : 14:58

Balance Sheet as at 31/03/2018

31st March 2017

31st March 2018
Current Assets

1,460

Debtors

4,478

VAT Control A/c

9,968

3,279

Prepayments

4,142

162

Stock

232,728

Current Account

1,030

Burial Ground Account

400

616
256,446
47,912

95,746

30 Day Call Account

0

50,000

Lloyds Corporate Market

0

50,035

Nationwide Business Savings Ac

89

Petty Cash

196,184
89

439,007

515,758

439,007 Total Assets

515,758

Current Liabilities
0

Credit Card

82

21,275

Creditors

2,489

141

Accruals

57

450

Receipts in Advance

21,865

1,170
3,798

417,142 Total Assets Less Current Liabilities

511,959

Represented By
88,479 General Reserves

91,059

185,000 EMR - Cemetery Extension

185,000

21,792 EMR - Community Led Plan

25,000

10,500 EMR - Legal Fee

12,500

40,000 EMR - Sunshine Play Area

40,000

8,471 EMR - ITC and Office Fund

8,500

48,000 EMR - Public Prop Replacement
2,900 EMR -Civic Awards
10,000 EMR - Investment Reserve
2,000 EMR -War Memorial 2K Civic Soc

50,000
2,900
10,000
2,000

0 EMR - Election Reserve

20,000

0 EMR -Tower Gardens Development

65,000

417,142

511,959

Printed on : 14/05/2018
At : 14:58

Skegness Town Council
Balance Sheet as at 31/03/2018

31st March 2017

31st March 2018

The above statement represents fairly the financial position of the authority as at 31/03/2018
and reflects its Income and Expenditure during the year.
Signed :
Chairman
Signed :
Responsible
Financial

________________________________

Date : ___________________

________________________________

Date :____________________

Skegness Town Council
Income and Expenditure Account for Year Ended 31st March 2018
31st March 2017

31st March 2018
Operating Income

0
45,399
317,681
3,812
366,892

Allotments
Burial Grounds and Cemeteries
Precept
General Income

Total Income

2,737
50,591
403,837
12,004
469,169

Running Costs
183,542
9,280

Employee Costs
Town Hall Offices

202,330
9,154

15,015

Supplies and Services

11,758

4,926
4,973

Professional Fees
Grants and Donations

4,190
5,520

21,422

Democratic and Civic

14,524

20,083

Publicity and Marketing

20,300

Industrial Unit
Allotments

12,905
1,565

8,918
331
479
1,224
2,149
58,220
330,561

Gardens and Baskets
Sunshine Play Area
Burial Grounds and Cemeteries
Public Property

Total Expenditure

751
421
1,995
88,940
374,352

General Fund Analysis
85,132
366,892

Opening Balance
Plus : Income for Year

452,024
330,561

88,479
469,169
557,648

Less : Expenditure for Year

121,463

374,352
183,296

32,984

Transfers TO / FROM Reserves

92,237

88,479

Closing Balance

91,059

Date 14/05/2018

Skegness Town Council

Time 15:03

Page 1

Council Detail Report 31/03/2018

Actual Year
to Date

Current
Variance
Committed
Annual Bud Annual Total Expenditure

Funds
Available

% of
Budget

INCOME
Allotments
Allotment Rents

2,737

2,940

203

2,737

2,940

203

Burial Fees
Sale of Graves

5,400
15,482

0
15,000

(5,400)
(482)

0.0%
103.2%

Grave Digging Fees

15,485

15,312

(173)

101.1%

Memorial Fees

9,580

7,500

(2,080)

127.7%

Churchyard Service Fees

4,644

4,676

32

99.3%

50,591

42,488

(8,103)

403,837

403,837

0

403,837

403,837

0

Interest Received
Amenity Grass Cutting

540
11,443

650
0

110
(11,443)

83.1%
0.0%

Miscellaneous Income

22

100

79

21.5%

12,004

750

(11,254)

0

0

1600.6%

469,169

450,015

(19,154)

0

0

104.3%

Subtotal

93.1%
0

0

93.1%

Burial Grounds and Cemeteries

Subtotal

0

0

119.1%

Precept
Precept
Subtotal

100.0%
0

0

100.0%

General Income

Subtotal
TOTAL INCOME
EXPENDITURE
Employee Costs
Salaries & Wages

155,854

179,532

23,679

23,679

86.8%

Overtime
Employers NI

1,860
11,664

3,000
11,210

1,140
(454)

1,140
(454)

62.0%
104.0%

Employer's Superannuation

30,367

31,459

1,092

1,092

96.5%

2,500

3,000

500

500

83.3%

38
48

1,500
0

1,462
(48)

1,462
(48)

2.5%
0.0%

202,330

229,702

27,371

27,371

88.1%

Rent

2,650

2,650

0

0

100.0%

Service Charge

3,731

7,710

3,979

3,979

48.4%

Rates

2,773

2,937

164

164

94.4%

9,154

13,297

4,143

4,143

68.8%

Car User Allowance & Mileage
Staff Training
Miscellaneous Expenses
Subtotal

0

Town Hall Offices

Subtotal

0

Supplies and Services
Insurance

3,339

5,000

1,661

1,661

66.8%

Office Equipment
IT Equipment

28
200

500
1,020

472
820

472
820

5.5%
19.6%

Printing & Stationery

299

500

201

201

59.9%

Photocopier Lease

803

1,400

597

597

57.4%

Continued over page

Date 14/05/2018

Skegness Town Council

Time 15:03

Page 2

Council Detail Report 31/03/2018

Actual Year
to Date

Current
Variance
Committed
Annual Bud Annual Total Expenditure

Funds
Available

% of
Budget

Telephone & Broadband

768

700

(68)

(68)

109.7%

Postage
Bank Charges

331
266

520
260

189
(6)

189
(6)

63.6%
102.3%

Website
Alarm System

453
496

425
700

(28)
204

(28)
204

106.6%
70.9%

Software Support

4,776

4,650

(126)

(126)

102.7%

Contingency - Office

0

500

500

500

0.0%

Miscellaneous Expenses

1

100

99

99

0.6%

11,758

16,275

4,517

4,517

72.2%

External Audit
Legal Fees

800
375

1,000
0

200
(375)

200
(375)

80.0%
0.0%

Subscriptions

3,015

2,600

(415)

(415)

115.9%

4,190

3,600

(590)

(590)

116.4%

5,500
0

4,500
600

(1,000)
600

(1,000)
600

122.2%
0.0%

20

0

(20)

(20)

0.0%

5,520

5,100

(420)

(420)

108.2%

10,359
0

10,500
300

141
300

141
300

98.7%
0.0%

Civic Events
Mayor's Allowance

1,852
2,880

2,400
2,880

548
0

548
0

77.2%
100.0%

Members Training
Civic Costs

203
178

500
500

297
323

297
323

40.5%
35.5%

(972)

3,500

4,472

4,472

(27.8%)

25

0

(25)

(25)

0.0%

14,524

20,580

6,056

6,056

70.6%

Electricity

234

0

(234)

(234)

0.0%

Advertising
World Host Customer Serv Award

0
350

400
0

400
(350)

400
(350)

0.0%
0.0%

Family Friendly Scheme

0

500

500

500

0.0%

Disability Friendly Scheme

0

500

500

500

0.0%

Town Crier
Events

0
0

250
5,250

250
5,250

250
5,250

0.0%
0.0%

18,250
1,466

18,300
0

50
(1,466)

50
(1,466)

99.7%
0.0%

20,300

25,200

4,900

4,900

80.6%

Rent

7,984

5,000

(2,984)

(2,984)

159.7%

Rates
Water

3,465
672

2,419
500

(1,046)
(172)

(1,046)
(172)

143.2%
134.4%

Subtotal

0

Professional Fees

Subtotal

0

Grants and Donations
Community Grants
Skegness 10K (BP)
Donations
Subtotal

0

Democratic and Civic
Members Allowances
Members Expenses

Election Costs
Miscellaneous Expenses
Subtotal

0

Publicity and Marketing

Christmas Illuminations
Miscellaneous Expenses
Subtotal

0

Industrial Unit

Continued over page
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Council Detail Report 31/03/2018

Actual Year
to Date
Electricity
Bins and Skips
Subtotal

Current
Variance
Committed
Annual Bud Annual Total Expenditure

Funds
Available

% of
Budget

784

72

(712)

(712)

1089.3%

0

150

150

150

0.0%

12,905

8,141

(4,764)

(4,764)

158.5%

140

500

360

360

28.0%

0

Allotments
Water
Repairs & Maintenance

0

300

300

300

0.0%

1,366
58

0
0

(1,366)
(58)

(1,366)
(58)

0.0%
0.0%

1,565

800

(765)

(765)

195.6%

751

2,800

2,049

2,049

26.8%

751

2,800

2,049

2,049

26.8%

335
86

1,600
190

1,265
104

1,265
104

20.9%
45.3%

421

1,790

1,369

1,369

23.5%

1,995

2,400

405

405

83.1%

0

200

200

200

0.0%

1,995

2,600

605

605

76.7%

Electricity
Tools, Equipment & Materials

44
31,591

0
11,500

(44)
(20,091)

(44)
(20,091)

0.0%
274.7%

Property Team Vehicle
Pest Control

12,373
0

5,100
1,020

(7,273)
1,020

(7,273)
1,020

242.6%
0.0%

0
0

510
2,000

510
2,000

510
2,000

0.0%
0.0%

CCTV
Amenity Grasscutting

5,249
24,995

7,000
0

1,751
(24,995)

1,751
(24,995)

75.0%
0.0%

Contingency - Public Property
Tower Gardens Pavillion

0
(8,800)

5,000
0

5,000
8,800

5,000
8,800

0.0%
0.0%

Business Plan
Miscellaneous Expenses

23,238
250

137,000
0

113,762
(250)

113,762
(250)

17.0%
0.0%

88,940

169,130

80,190

0

80,190

52.6%

374,352

499,015

124,663

0

124,663

75.0%

0

124,663

Bins and Skips
Miscellaneous Expenses
Subtotal

0

Gardens and Baskets
Plants
Subtotal

0

Sunshine Play Area
Repairs & Maintenance
Play Area Inspections
Subtotal

0

Burial Grounds and Cemeteries
Cemetery Bins
Cemetery Building
Subtotal

0

Public Property

Bins and Skips
Tree Work

Subtotal
TOTAL EXPENDITURE
Total Income

469,169

450,015

(19,154)

Total Expenditure

374,352

499,015

124,663

Movement to/(from) Gen Reserve

94,818

104.3%
75.0%

Skegness Town Council Inventory Summary Year Ended 31st March 2018

31/03/2018
£
Vehicles and Trailers

28,141.00

General Equipment Property

54,749.71

Civic Regalia

13,060.00

Paintings and Statues

76,179.00

Miscellaneous Artefacts

8,500.00

Office Equipment

14,646.20

Community Assets

158,375.46

Long Term Investments

Total Inventory Value

100.00

353,751.37

Skegness Town Council Asset Additions during the Year Ended 31st March 2018
VEHICLES AND TRAILERS
18/12/2017 Vauxhall Movano Van

6,500.00

6,500.00
GENERAL EQUIPMENT PROPERTY
02/05/2017
19/05/2017
12/06/2017
21/07/2017
24/07/2017
16/08/2017
09/11/2017
11/11/2017
19/04/2017
04/01/2018
04/01/2018
04/01/2018
04/01/2018
04/01/2018
04/01/2018
04/01/2018
04/01/2018
31/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
21/02/2018
23/02/2018
23/02/2018
23/02/2018

Megger Pat 150r Pat Tester
Footpump for Mower
Holden Shovel
Guardian G1 Body Camera
Cooper Pegler Maxi-Pro Sprayer 8 ltr
Bulldog Premier Garden Spade
Sealey Propane Space Heater
Stihl HL94-CE Long Reach Hedgecutter
All Steel Shovel
Husqvarna Rider P520D AWD
Combi deck - 132cm P525
Stihl FS 130 Brushcutter
Stihl FS 130 Brushcutter
Viking Mower MB4 RTP
Viking Mower MB4 RTP
Viking Mower MB4 RTP
Stihl BG86CE Blower
CL HTL300 Table Lift
Tool Box
Socket set 38pcs
Claw Hammer
Screwdriver set 12pcs
Adjustable wrench set 3pcs
Water pump pliers 8"
Side cutters
2 x 5ltr Red fuel cans
2 x 5ltr Green fuel cans
2 x 20ltr steel fuel can red
20ltr steel fuel can green
Grease gun
Felco Pruning saw
Red tansbank storage cabinet
2 x Allen key sets
2 x 750mm Men at Work Quazar Sign
2 x 750mm Men at Work Quazar Sign
Quazar Reversible Arrow Sign 750mm
20 x 500mm Traffic Cone

460.54
22.00
15.00
184.98
66.50
24.69
129.95
530.00
42.38
12,950.00
1,945.00
395.00
395.00
480.00
480.00
480.00
208.33
334.00
19.16
16.66
3.33
10.83
7.49
5.41
6.66
8.40
8.40
36.90
14.75
9.56
22.32
249.25
37.00
153.32
153.32
73.55
83.17

Skegness Town Council Inventory as at 31.03.2018

DATE OF
AQUISITION

Qty

CIVIC REGALIA
01/04/1974
01/04/1974
01/04/1974
01/12/1980
30/11/2006
30/11/2006
30/11/2006
08/10/2008
26/04/2017
26/04/2017
26/04/2017
PAINTINGS & STATUES
Various
01/04/1974
01/04/74 & 1981
01/04/1974
01/04/1974
01/04/1977
01/06/1977
24/08/1985
24/02/1994
01/10/1996
01/10/2008
09/07/2009

MISC. ARTEFACTS
Various
Various
Unknown
01/04/1974
01/04/1974
1979 & 1981

Various Artefacts

DESCRIPTION

SUPPLIER

LOCATION

COST OR VALUE
VALUE
£

Mayor’s Chain & Medalion (Display Only)
Mayoress’s & Medalion (Display Only)
Deputy Mayor’s Medallion & Chain (Display Only)
Dep. Mayoress’s Medallion
Mayor’s Chain & Medalion
Mayoress’s Chain & Medalion
Deputy Mayors Chain & Medalion
New Deputy Mayoress’s Chain
Red Towncriers Frockcoat with integral red cape
Blue vest for Town Crier
Fall Front Breeches in white wool

Tfr ex UDC
Tfr ex UDC
Tfr ex UDC
Gift
Fatorini
Fatorini
Fatorini
Fatorini
19th Century Tailoring
19th Century Tailoring
19th Century Tailoring

Mayor’s Parlour
Mayore’s Parlour
Mayor’s Parlour
Dep. Mayoress’s Possession
Mayor’s Possession
Mayoress’s Possession
Deputy Mayors Possession
Deputy Mayors Possession
Town Criers Possession
Town Criers Possession
Town Criers Possession
TOTAL CIVIC REGALIA

1,685.00
1,122.00
1,500.00
600.00
2,093.00
1,802.00
2,050.00
1,583.00
385.00
145.00
95.00
13,060.00

5 assorted pictures
Jolly Fisherman Painting (1908)
2 Original Giles Cartoons
Holiday Times Skegness Beach Painting
Large Poster Skegness circa 1880
1 Silver Jolly Fisherman Statuette 1947
Jolly Fisherman Picture (Lace)
Watercolour – Peterborough Cathedral
1 Jolly Fisherman Statuette Resin
Jolly Fisherman Painting (1928)
JF Plaque
Folly Fisherman Figurine

Gifts
Tfr ex UDC
Gifts
Tfr ex UDC
Tfr ex UDC
Gift
Gift
Gift
Gift
Gift
Fallon Name Plates
Millenium Collectables

Office
Mayor’s Parlour
Mayor’s Parlour
Mayor’s Parlour
Town Hall Corridor
Mayor’s Parlour
Mayor’s Parlour
Mayor’s Parlour
Mayor’s Parlour
Mayor’s Parlour
Railway Station
Mayors Parlour

500.00
30,000.00
1,000.00
8,000.00
1,000.00
2,500.00
1,000.00
200.00
1,500.00
30,000.00
400.00
79.00

2 Silver Plated Trays, 2 Pewter Plates, 1 Pewter Bowl
38 Council Photographs
‘Jolly Fisherman’ Railway Headboard
2 Silver Plated Goblets –
1 Wedgewood Plate
2 Twin Town Plates (gold leaf)

Gifts
Various
Gift
Tfr UDC
Tfr UDC
Gifts

TOTAL PAINTINGS & STATUES

76,179.00

Mayor’s Parlour
Town Hall Corridor
Mayor’s Parlour
Mayor’s Parlour
Mayor’s Parlour
Mayor’s Parlour
TOTAL MISC. ARTEFACTS

350.00
4,300.00
1,000.00
2,400.00
250.00
200.00
8,500.00

DATE

DISPOSAL
AMOUNT
£

REASON

Skegness Town Council - Inventory as at 31.03.2018

DATE OF
AQUISITION

Qty

OFFICE EQUIPMENT
01/04/1974
Unknown
1974 & 1995
2011
2011
01/04/1974
1992
1992
1990
16/03/2001
09/02/2005
2010
2011
2011
2011
2011
2011
2011
2013
2014
2015

22/05/2015
26/05/2015
26/05/2015
12/06/2015
26/06/2015
26/06/2015
26/06/2015
26/06/2015
07/09/2015
09/11/2015
11/12/2015
05/04/2016
14/03/2018

1
1
1
1
1
1
2
1

13
1
1
1

DESCRIPTION

Office Community Assets

SUPPLIER

Hand Press for Council Seal
3 Desks
2 Filing Cabinets
3 Chairs
2 Bookcases
1 Carpet
8 Chairs
2 Storage Cabinets
1 Refrigerator
1 Carpet
Dell Laptop Computer
4 x Wood Effect Filing Cabinets
Telephone System
Safe
Dell Server
Lenovo Laptop
Epson Projector
Projector Table and Screen
Fireproof Drawers
3 x Dell Computers (win 7 + MS Office)
Chair

Tfr ex UDC
Selbys
Tfr ex UDC & Viking Direct
Various
Viking
Crofts
Gifts
Gifts
Gift
C. Lane & Fraser
Dell
Viking Direct
Birmingham Telecom
Direct Office Supply
Dell
Lenova
Epson
ESPO

Voice Recorder
24 inch LED Monitor
Optiplex 3020 Mircro Intel Computer
Fridge
Desk
Desk Drawers
2 x Office Chairs
MP Linx Tablet
13 x MP Linx Tablets @ £124.99 each
Whiteboard 1200 x 1200
Linkstation hard drive
HP Pavillion Laptop 15-ab269sa
Postal Scales

PC World
PC World
PC World
ESPO
Selbys Office Supplies
Selbys Office Supplies
Selbys Office Supplies
PC World
P C World/Currys
ESPO
PC World
PC World
ESPO

Computer World
Viking

LOCATION

Office
Office
Office
Office
Office
Mayor’s Parlour
Mayor’s Parlour
Mayor’s Parlour
Mayor’s Parlour
Office
Office
Office
Office
Office
Office
Office
Mayors Parlour

Office
Office
Office
Office
Office
Office
Office
Office
On Loan to Councillors

On Loan to Councillors
Office
Office
Office
Office

TOTAL OFFICE EQUIPMENT
COMMUNITY ASSETS
1987
1998
1990
1989
2009
2010
Various
Various
Various
Unknown
6
Unknown
26/01/2016
26/02/2016
08/03/2016
03/05/2017
22/05/2017
02/02/2018

Cemetery Land
Cemetery Land
Cemetery Storage Building
Allotments
Children’s Play Equipment
Children’s Play Equipment
77 Public Benches
8 Bus Shelters
2 Litter Bins
Litter Bins St Clements
Noticeboard
Stanford Seats x 3
Topsy 2000 Litter Bin
Jesse Handsley Information Sign
War Memorial
Phoenix seat with plaque
Topsy 2000 Keyless Lock bin

J.R. Tagg
J.R. Tagg
Chapman Builders
Graham Road
Russell Leisure
Russell Leisure
Various
Various
Various

Church Lane
Church Lane
Church Lane
Tfr ex East Lindsey District Council
Sunshine Play Area
Sunshine Play Area Extension
Various throughout the town.
Various throughout the town.
Various throughout the town.

Glasdon U.K. Ltd
Glasdon U.K. Ltd
GRS Signs Ltd

Cemetery
Various throughout the town.
St Clements Cemetery
Compass Gardens
Scarborough Ave/Lumley Ave

Glasdon U.K. Ltd
Glasdon U.K. Ltd

St Clements Cemetery
TOTAL COMMUNITY ASSETS

COST OR VALUE
VALUE
£
500.00
1,193.00
200.00
231.00
130.00
300.00
400.00
400.00
150.00
476.00
560.00
660.00
695.00
145.00
946.00
659.00
302.00
276.00
997.00
1,937.00
197.00

45.98
86.22
296.23
98.00
184.75
126.55
171.00
143.31
1,624.87
54.00
161.64
284.15
15.50

DATE

DISPOSAL
AMOUNT
£

REFERENCE

OE1
OE2
OE3
OE4
OE4
OE5
OE7
OE7
OE7
OE6

OE8
OE9
OE10

14,646.20

6,437.00
99,530.00
17,995.00
12,734.00
16,000.00
397.00
708.33
408.00
2,879.31
184.07
414.00
486.81
201.94
158,375.46

CA2

Skegness Town Council - Inventory as at 31.03.2018
DATE OF
AQUISITION

Qty

DESCRIPTION

LONG TERM INVESTMENTS
05/12/2017
Shares in Skegness Trading Company Ltd

SUPPLIER

LOCATION

COST OR VALUE
VALUE
£

100.00

100.00

DATE

DISPOSAL
AMOUNT
£

REFERENCE

CCTV INVENTORY
DATE OF
Qty
INSTALLATION

TYPE

HEIGHT

01/09/1997
01/09/1997
01/09/1997
01/09/1997
01/09/1997
01/09/1997
01/09/1997
01/09/1997
01/09/1997
01/09/1997
01/09/1997
01/09/1997
01/05/2008

2060
2060
Shoebox
Shoebox
Shoebox
Shoebox
Solaris
Solaris
Solaris
2060
Solaris
Solaris
2060

6m- Column
6m- Column
7m - wall bracket
6m- Column
6m- Column
8m- wall bracket
6m- Column
6m- Column
6m- Column + ANPR
6m- Column
6m- Column
6m- Column + ANPR
6m- Column + ANPR

1
1
1
1
1
1
1
1
1
1
1
1
1
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CAMERA
NO

81
82
83
84
85
87
88
89
90
91
95
96
109

LENS

Computar 15:1 zoom lens
Computar 15:1 zoom lens
Computar 15:1 zoom lens
Computar 15:1 zoom lens

INFRA RED?

Dennard 500w Spot + Flood
Dennard 500w Spot + Flood
Dennard 500w Spot + Flood
Dennard 500w Spot + Flood

APPROX YR
CAMERA
RENEWED
2007
2007
2007
2007
2007
2007
2007
2007
2007
2007
2007
2007
2008

CAMERA TYPE

Dedicated Micros
Dedicated Micros
Bosch LTC 0620
Bosch LTC 0620
Bosch LTC 0620
Bosch LTC 0620
Siemens
Siemens
Siemens
Dedicated Micros
Siemens
Siemens
Dedicated Micros

HOUSING

Dome
Dome
Dennard 504
Dennard 504
Dennard 504
Dennard 504
Dome
Dome
Dome
Dome
Dome
Dome
Dome

P/T UNIT

DM2006
Bewator P25
Bewator P25
Bewator P25

DATA RECEIVER

Siemens RX217D
Siemens RX217D
Siemens RX217D
Siemens RX217

CABLING

Copper
Local Fibre
Copper/local Fibre
Copper/local Fibre
Copper/local Fibre
Local Fibre
Local Fibre
Local Fibre
Local Fibre
Local Fibre
Local Fibre
Local Fibre
BT Fibre

MAINS
SUPPLY

ELDC
Board
ELDC
ELDC
ELDC
ELDC
Board
Board
Board
Board
Board
Board
Board

LOCATION

North Parade
North Parade
Grand Parade
Grand Parade - Embassy Pool
Tower Esplanade (Embassy CP)
Tower Esplanade CP
Lumley Rd/Beresford Avenue
Lumley Rd/Lumley Ave
Lumley Rd/Lumley Square
Lumley Square/ Richmond Drive
Roman Bank/Grosvenor Road
Roman Bank/Burgh Rd
Roman Bank/ Winthorpe Ave

NOTES

1 ANPR

1 ANPR
1 ANPR

01/03/2018
06/03/2018
13/03/2018
20/03/2018

Blue arrow sign
Dry Power Extinguisher 1kg
2 Tonne Trolley Jack
2 x Fireshield 6kg ABC Dry Powder Fire

50.56
13.33
20.83
47.64
20,195.21

CIVIC REGALIA
26/04/2017 Red Towncriers Frockcoat with integral red cape
26/04/2017 Blue vest for Town Crier
26/04/2017 Fall Front Breeches in white wool

385.00
145.00
95.00

625.00
OFFICE EQUIPMENT

14/03/2018 Postal Scales

15.50
15.50

COMMUNITY ASSETS
03/05/2017 War Memorial
22/05/2017 Phoenix seat with plaque
02/02/2018 Topsy 2000 Keyless Lock bin

486.81
201.94

688.75
LONG TERM INVESTMENTS
05/12/2017 Shares in Skegness Trading Company Ltd

100.00

100.00

Skegness Town Council Asset Disposals during the Year Ended 31st March 2018

GENERAL EQUIPMENT

-

Skegness Town Council - Inventory as at 31.03.2018

DATE OF
AQUISITION

Qty

Maintenance Assets

DESCRIPTION

VEHICLES AND TRAILERS
2009
Publicity Trailer
2013
1 Fiat Ducato Van
2013
1 Peugeot Partner Van
18/12/2017
1 Vauxhall Movano Van
GENERAL EQUIPMENT PROPERTY
Various
Handyperson Tools & Equip (pre 2013)
2013
2 Ramps
2013
1 Set extra heavy duty van load tie downs
2013
2 Van Extinguisher
2013
1 Lorry Rope
2013
1 Car wash brush
2013
1 Blower
2013
3 Petro Mowers Viking MB755KS
2013
3 Strimmers fs90 & fl130
2013
1 Ride on Mower Viking mt6127zl
2013
1 Hedge Trimmer
2013
1 Chainsaw
2013
1 Shredder
2013
1 Bulky Load Truck
2013
1 Generator CL fg4050 plus leads
2013
1 Telescopic Ladder
2013
1 Light Duty Trade Steps - Youngman
2013
1 Industrial Ladder 3x10 rung
2013
1 Wet and dry industrial vacuum
2013
General maintenance tools/equipment
2013
1
Block Paving Mallet
2013
1
Hickory shaft club hammer
2013
1
General purpose spade
2013
3
Steel Shovel
2013
3
Cane yard broom
2013
2
wheel barrow
2013
2
Bucket
2013
1
Hand Fork
2013
1
Hand Trowel
2013
1
General Hoe
2013
1
Dutch Hoe
2013
2
Garden Rake
2013
2
Digging Spade
2013
1
Digging Fork
2013
1
Lawn rake
2013
1
Holden no 2 Pozi Screwdriver
2013
1
Holden 5.5mm Slotted Screwdriver
2013
1
Holdon No 1 Philips x 80mm VDE Screwdriver
2013
1
Holdon 5.5mm x 125mm Slotted Screwdriver
2013
1
Holdon No 2 Philips x 100mm VDE Screwdriver

SUPPLIER

LOCATION

Blue Line Trailers
Unit
Motorpoint
Unit
J&S Vans
Unit
Mountain Motor Vehicles Unit
TOTAL VEHICLES AND TRAILERS
Various
Tudor Environmental
MD Racing
Tudor Environmental
Tudor Environmental
Charles Hill
Charles Hill
Charles Hill
Charles Hill
Charles Hill
Charles Hill
Charles Hill
Tudor Environmental
Machine Mart

Various

Workshop
Van/Unit
Van/Unit
Van/Unit
Van/Unit
Van/Unit
Unit
Unit
Unit
Unit
Unit
Unit
Unit
Cemetery
Unit
Cemetery
Van/Unit
Unit
Unit
Unit
Cemetery
Cemetery
Cemetery/Van
Cemetery
Cemetery/Van
Cemetery
Cemetery
Cemetery
Cemetery
Cemetery
Cemetery
Cemetery/Van
Cemetery
Cemetery
Cemetery
Unit/Van
Unit/Van
Unit/Van
Unit/Van
Unit/Van

COST OR VALUE
VALUE
£

2,250.00
13,986.00
5,405.00
6,500.00
28,141.00
1,200.00
400.00
90.00
28.00
5.00
33.00
156.00
2,370.00
1,147.00
2,500.00
341.00
532.00
1,075.00
342.00
575.00
125.00
70.00
134.00
495.00
993.98

DATE

DISPOSAL
AMOUNT
£

REASON

Trailer returned from Partnership

Skegness Town Council - Inventory as at 31.03.2018

DATE OF
AQUISITION
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013

Qty

DESCRIPTION

1
1
1
1
1
1
1
1
1
1
1
2
1
1
1
1
1
1
2
2
1
1
2
1
1
1
1
1
1
1
1
3
1
1
1
1
1
1
1
1
1
1
1
1
1
1
9

Stanley 99E Retractable Blade Knife STA210099
4Trade Pick Axe Head 7 Lb
4Trade Pick Axe Shaft 36''
Spear & Jackson Tyzak Trowel
4Trade Bick Bolter with Grip 4''
4Trade Brick Trowel 150mm (6'')
4Trade Pointing Jointer 13mm/16mm
Stanley Steelmaster Claw Hammer 570Gram
Holdon 225mm Magnetic Torpedo Level 20''
Irwin Jack Plus Universal 880 Panel Saw 20''
100m Measuring Tape
Litter picker and hoop
Junior Hacksaw
Chisel set 6 piece
Stanley Knife
Edging knife - Extra heavy duty
Sledge Hammer
Paint roller pole and frames
Yale Padlock
348m Squareline
Chainsaw kit
Long Handled Round Shovel
Tool Belt
Multi purpose wrench
3/8 Guide Bar
Squeeze Knife
Retractable Knife
Shave Hook
Filling Knife
Bahco Edging Shears
Hedge Shears
Pruning Shears
Pruning Saw
Park Pruner Set
Bulldog Hay Fork
Ceka 22pc socket Set
25pc Spanner Set
Turfing Iron s&J
Hi step maxi
Pole Pruner Attachments
Felling Vice
Felling Lever
Felling Wedge
Face Protector (Chainsaw)
Pruning set
Knapsack Sprayer
Petrol Cans
Chemical Chest

Maintenance Assets

SUPPLIER

LOCATION

COST OR VALUE
VALUE
£

Unit/Van
Cemetery
Cemetery
Cemetery
Cemetery
Cemetery
Cemetery
Cemetery
Cemetery
Unit/Cemetery
Cemetery
vans
Unit
Unit
Unit
Unit
Cemetery
Unit
Cemetery
Cemetery
Unit
Van/Cemetery
Unit
Unit
Cemetery
Van/Cemetery
Cemetery
Charles Hill
Charles Hill
Charles Hill
Charles Hill
Tudor Environmental

Tudor Environmental
Charles Hill
Tudor Environmental
Tudor Environmental

Cemetery
Cemetery/van
Cemetery
Unit
Unit
Cemetery
Unit
Unit
Cemetery
Unit
Unit
Unit
Unit
Unit
Unit
Unit
Unit
Unit
Unit

36.00
41.00
104.00
23.00
209.00
39.00
69.00
38.00
45.00
635.00
143.00
17.00
46.00
15.00
79.00
210.00
134.00
107.00
377.00

DATE

DISPOSAL
AMOUNT
£

REASON

Skegness Town Council - Inventory as at 31.03.2018

DATE OF
AQUISITION
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013
2014
2014
2014
2014
2014
2014

31/03/2015
31/03/2015
31/03/2015
31/03/2015
19/09/2015
19/09/2015
19/09/2015
19/10/2015

08/10/2015
22/02/2016
15/03/2016
08/11/2016
13/03/2017
21/03/2017
02/05/2017
19/05/2017
12/06/2017
21/07/2017
24/07/2017
16/08/2017
09/11/2017
11/11/2017

Qty

Maintenance Assets

DESCRIPTION

2
1
10
50

2
12
1
1
15
36
1
1
2

Cemetery Set (Grass), webbing and putlogs
Spoil boxes and shoring
Graveside soild box
Headstone protector
Cremated remains sleeve
Adjustable size 2 Trench Struts
Steel Fencing Rods
Orange Bariier Fence
Plastic gate barrier
Fire Extinguishers/Dry Powder
Screw Jack
Grave pump and hoses
Water Pump SDMO
Large Planters
Hanging baskets
Shelving units
Gas Regulator and nozzle
Grit Bin
Salt/Grit Spreader
Compressor
Inflator
Water gun
Water trailer
Signs
Trailer

Quazar Triangle MAW H&S sign
Quazar Triangle MAW H&S sign
Quazar GC Variant H&S sign
Quazar GC Variant H&S sign
Viking Mower MB4 RTP serial 434871959
Viking Mower MB4 RTP serial 435216721
Stihl Blower BG86CE serial 503848441
2 2 x Clarke 48 inch Aluminium Ramps

Latex Backed Grave Set
Belle cement mixer - petrol
Bosch Jigsaw & cutting disc
Extreme Bypass Lopping Shears
2 x 20' Used Shipping Containers
Composting Toilet
Megger Pat 150r Pat Tester
Footpump for Mower
Holden Shovel
Guardian G1 Body Camera
Cooper Pegler Maxi-Pro Sprayer 8 ltr
Bulldog Premier Garden Spade
Sealey Propane Space Heater
Stihl HL94-CE Long Reach Hedgecutter

SUPPLIER

Teleshore
Teleshore
Teleshore
Travis Perkins
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Machine Mart
Calgary

ESPO
Tudor Environmental
ESPO
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Davies

LOCATION

Cemetery
Cemetery/Van
Cemetery
Cemetery/Unit
Cemetery
Cemetery
Cemetery/Unit
Cemetery/Unit
Unit
Unit
Cemetery
Unit/Cemetery
Unit
Castleton Boulevard
Unit 1a
Unit 1a
Cemetery
Cemetery
Cemetery
Unit
Unit
Unit
Unit
Cemetery/Van
Cemetery

Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Charles H Hill Ltd
Charles H Hill Ltd
Charles H Hill Ltd

66.07
66.07
15.46
15.46
465.00
465.00
215.00

Machine Mart

187.29

Teleshore
Travis Perkins
Charles H Hill Ltd
Charles H Hill Ltd
Lion Containers
Eco-Loos.Com
Screwfix

Amazon
Tudor Environmental
Tudor Environmental
Tudor Environmental
Charles H Hill Ltd

COST OR VALUE
VALUE
£
687.00
440.00
23.00
36.00
95.00
180.00
92.00
21.00
197.00
119.00
130.00
385.00
200.00
3,519.00
1,018.00
165.00
23.00
360.00
137.00
180.00
90.00
55.00
3,000.00
810.00
425.00

Unit

unit

175.00
475.00
110.25
72.92
2,840.00
2,020.00
460.54
22.00
15.00
184.98
66.50
24.69
129.95
530.00

DATE

DISPOSAL
AMOUNT
£

REASON

Skegness Town Council - Inventory as at 31.03.2018

DATE OF
AQUISITION

19/04/2017
04/01/2018
04/01/2018
04/01/2018
04/01/2018
04/01/2018
04/01/2018
04/01/2018
04/01/2018
31/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
30/01/2018
21/02/2018
23/02/2018
23/02/2018
23/02/2018
01/03/2018
06/03/2018
13/03/2018
20/03/2018

Qty

DESCRIPTION

2
2
2
1

2
2
2
1
20

2

All Steel Shovel
Husqvarna Rider P520D AWD
Combi deck - 132cm P525
Stihl FS 130 Brushcutter
Stihl FS 130 Brushcutter
Viking Mower MB4 RTP
Viking Mower MB4 RTP
Viking Mower MB4 RTP
Stihl BG86CE Blower
CL HTL300 Table Lift
Tool Box
Socket set 38pcs
Claw Hammer
Screwdriver set 12pcs
Adjustable wrench set 3pcs
Water pump pliers 8"
Side cutters
5ltr Red fuel cans
5ltr Green fuel cans
20ltr steel fuel can red
20ltr steel fuel can green
Grease gun
Felco Pruning saw
Red tansbank storage cabinet
Allen key sets
750mm Men at Work Quazar Sign
750mm Men at Work Quazar Sign
Quazar Reversible Arrow Sign 750mm
500mm Traffic Cone
Blue arrow sign
Dry Power Extinguisher 1kg
2 Tonne Trolley Jack
Fireshield 6kg ABC Dry Powder Fire

Maintenance Assets

SUPPLIER

LOCATION

Jewson
Charles H Hill Ltd
Charles H Hill Ltd
Charles H Hill Ltd
Charles H Hill Ltd
Charles H Hill Ltd
Charles H Hill Ltd
Charles H Hill Ltd
Charles H Hill Ltd
Machine Mart
Screwfix
Screwfix
Screwfix
Screwfix
Screwfix
Screwfix
Screwfix
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Tudor Environmental
Screwfix
Tudor Environmental
Screwfix
Screwfix
Fire Protection Shop

TOTAL GENERAL EQUIPMENT PROPERTY

COST OR VALUE
VALUE
£

42.38
12,950.00
1,945.00
395.00
395.00
480.00
480.00
480.00
208.33
334.00
19.16
16.66
3.33
10.83
7.49
5.41
6.66
8.40
8.40
36.90
14.75
9.56
22.32
249.25
37.00
153.32
153.32
73.55
83.17
50.56
13.33
20.83
47.64

54,749.71

DATE

DISPOSAL
AMOUNT
£

REASON

SKEGNESS TOWN COUNCIL
Minutes of the Planning & Planning Policy
Committee Meeting
Held at 7.00 pm on Tuesday, 24th April 2018
PRESENT: Councillor C Macey in the Chair.
M Anderson, T Burnham, D Cargill, J Carpenter, M
Gabbitas, and M Gray
Officers: Town Clerk and Deputy Town Clerk.
Absent: Cllr R Hall and G Ellis
One member of the public was present.
P132. MINUTES OF LAST MEETING (Agenda Item 1)
It was proposed, seconded and
RESOLVED: That the minutes of the Planning and Planning
Policy Committee meeting of Tuesday, 3rd April 2018 be
confirmed as a correct record of the meeting.
P133. APOLOGIES (Agenda Item 2)
Apologies for absence were received from Councillors S Blackburn, D
Brookes (Mayor) and D Kirk.
P134. DECLARATIONS OF INTEREST (Agenda Item 3)
Cllr M Gabbitas item 4.7 Category B – Committee member
P135. APPLICATION S/153/00456/18 – Ms K. Beazley, 396 Roman Bank, Skegness,
PE25 1RJ (Agenda Item 4.1)
Proposal: Planning Permission - Change of use of existing guest house to
form a residential dwelling.
It was proposed, seconded and
RESOLVED: That the application be supported.
P136. APPLICATION S/153/00556/18 – Mr. S. Knowles, 15 Ida Road, Skegness,
PE25 2AR (Agenda Item 4.2)
Proposal: Planning Permission - Rear extensions and alterations to existing
dwelling on the site on an existing conservatory which is to be demolished and
increase height of existing fence.
– 35 –

It was proposed, seconded and
RESOLVED: That the application be supported.
P137. APPLICATION S/153/00429/18 – Mr. A. Puddick, 29 Rutland Road, Skegness,
PE25 2AY (Agenda Item 4.3)
Proposal: Planning Permission - Extensions and alterations to the existing
basement flat to provide a kitchen, existing ground floor flat to provide a bedroom
and existing first, second and third floor flats to provide a staircase.
It was proposed, seconded and
RESOLVED: That the application be supported, subject to a Flood Risk
Assessment being provided.

P138. APPLICATION S/153/00555/18 – J. Grieve. & R. Scott, 72 Church Lane,
Skegness, PE25 1EW (Agenda Item 4.4)
Proposal: Planning Permission - Extensions and alterations to existing
bungalow to include an integral double garage, utility and store with bedrooms
over, conversion of roof space to provide bedrooms and alterations to existing
vehicular and pedestrian access.
It was proposed, seconded and
RESOLVED: That the application be supported.

P139. APPLICATION S/153/00539/18 – Miss. C. Roberts, Skegness Fields Park,
Burgh Road, Skegness, PE25 2LA (Agenda Item 4.5)
Proposal: Planning Permission - Change of use of land for the operation of a
circus in excess of 28no. days.
It was proposed, seconded and
RESOLVED: That the application be supported. The Committee requests that
plans to mitigate mud being transferred to the highway when people are using
the site be put in place.

P140. APPLICATION S/153/00565/18 – Mr. A. Graham, 32 Sea View Road,
Skegness, PE25 1BT (Agenda Item 4.6)
Proposal: Planning Permission - Change of use and conversion of existing
disused cafe to provide a veterinary.
It was proposed, seconded and
RESOLVED: That the application be supported.

– 36 –

P141. APPLICATION S/153/00654/18 – Skegness Working Mens Club, Briar Way,
Skegness, PE25 3NR (Agenda Item 4.7)
Proposal: Planning Permission - Change of use, conversion of and alterations to
part of the existing working mens club to provide a retail unit and associated
facilities such as toilets, kitchen and storage.
Cllr M Gabbitas declared a Category B interest for this item.
Meeting inquorate, unable to consider this application.
P142. NEIGHBOURHOOD DEVELOPMENT PLAN (Agenda Item 5)
The Town Clerk gave an update on the Neighbourhood Development Plan and
urged all Councillors to attend the workshop on Tuesday 1st May 2018 at
10:30am, in the Council chamber to share their ideas for the plan.

The meeting closed at 7.30 pm.
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SKEGNESS TOWN COUNCIL
Minutes of the Direction & Strategy Committee Meeting
Held at 7.00 pm on Wednesday, 21st March 2018
PRESENT: Councillor D Brookes (Town Mayor) in the Chair.
Councillors M Anderson, T Burnham, S Dennis (Deputy Mayor), D
R Edginton, M Gabbitas, Mrs M Gray, D Kirk and S Kirk.
Officers: Town Clerk and Deputy Town Clerk
No members of the public or press were present.

D 23. MINUTES OF THE LAST MEETING (Agenda Item 1)
It was proposed, seconded and
RESOLVED: That the minutes of the Direction & Strategy Committee
meeting of Wednesday 22nd November 2017, approved by Council on
Wednesday 6th December 2017, be noted.

D 24. APOLOGIES (Agenda Item 2)
Apologies for absence were received from Councillor M Dannatt, S Blackburn
and G Ellis.
D 25. DECLARATIONS OF INTEREST (Agenda Item 3)
There were no Declarations of Interest.
D 26. CCTV PARTNERSHIP (Agenda Item 4)
A report from Cllr D Cargill was presented on the current position in respect of
the CCTV partnership. A discussion took place.
It was proposed, seconded and
RESOLVED: That:a) The report be noted.
b) That Cllr D Cargill and Cllr T Burnham discuss the CCTV issues
with the local police to get their viewpoint and to establish
whether the rate of crime prosecution relating to the cameras in
Skegness had changed since 2014/15 when the statistics
indicate a higher rate of reporting from incidents seen on the
CCTV cameras.

¤
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D 27. CHRISTMAS ILLUMINATIONS (Agenda Item 5)
The Town Clerk presented a report on the Christmas illuminations to
feedback on progress to date and confirm the next steps. A discussion took
place.
It was proposed, seconded and
RESOLVED: That:a) The process as set out in section 2.1 of the report be approved.
b) The additional costs to address faults and the needs for nondestructive assessments of around £2000-£3000 be noted.
c) That the DBID Manager be invited to a Council meeting to update
on their activities.
D 28. PUBLIC SPACE PROTECTION ORDERS (PSPO) (Agenda Item 6)
Cllr D Kirk gave a verbal report after attending PSPO training to update the
committee and help determine the way forward. A discussion took place.
It was proposed, seconded and
RESOLVED: That a proposal be put to Council to investigate the
feasibility and cost associated with Skegness Town Council using
delegated authority from East Lindsey District Council to employ or
contract Enforcement Personnel to take action against those who
breach the PSPO Dog Enforcement controls that exist in Skegness.

The meeting closed at 8.05 pm.

¤
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SKEGNESS TOWN COUNCIL
Minutes of the Business & Resources Committee Meeting
Held at 7.00 pm on Thursday, 3rd May 2018
PRESENT: Councillor Mrs M Gray in the Chair.
Councillors D Brookes (Mayor), J Brookes, D Cargill, J
Carpenter, D Edginton and R Hall
Substitutes: Councillors M Dannatt, G Ellis and P Gaskell
Officers: Town Clerk and Deputy Town Clerk
Three members of the public was present.
B 20. MINUTES OF LAST MEETING (Agenda Item 1)
It was proposed, seconded and
RESOLVED: To note that the minutes of the Business & Resources
Committee meeting of Wednesday, 24th January 2018 were approved
and adopted by Council on Wednesday, 7th February 2018.
B 21. APOLOGIES (Agenda Item 2)
Apologies for absence were received from Councillors J Byford, S Dennis, M
Gabbitas and C Macey.
B 22. DECLARATIONS OF INTEREST (Agenda Item 3)
There were no Declarations of Interest.
B 23. GOVERNANCE AND RISK MANAGEMENT (Agenda Item 4)
The Town Clerk presented a report on Governance and Performance
Monitoring to report the fourth quarter financial position and the fourth quarter’s
finances, risk and performance so that the Committee can identify any
exceptions or new controls needed and make appropriate reports to Council.
The Town Clerk went through the accounting statement, income & expenditure
sheet, balance sheet, bank reconciliations, outstanding actions list and risk
management table and answered any questions.

It was proposed, seconded and
RESOLVED: That:a) The report for the final quarter of 2017/18 be noted.
b) The levels of Earmarked Reserves be recommended, as set out in the
report.
¤
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c) The Bank Reconciliation for the year and the General Reserve
reconciliation be approved.
d) Confirmation can be given to Council that the statements relating to
internal control have been met and can be answered positively.
e) The Risk Register Appendix C be approved
f) The Task List Appendix D be noted
g) The operational issues have been reviewed, no actions of issues
identified
h) No other matters were identified.

B 24. INVESTMENT STRATEGY (Agenda Item 5)
The Town Clerk presented the Investment Strategy
It was proposed, seconded and
RESOLVED: That the Investment Strategy be approved.

B 25. GENERAL DATA PROTECTION REGULATION (GDPR) (Agenda Item 6)
The Deputy Town Clerk presented the GDPR report to set out the progress
made so far and gave an update from NALC on an amendment to the bill which
has been tabled to exempt parish and town councils from the requirement to
appoint a Data Protection Officer. An action plan for GDPR compliance was
also presented.
It was proposed, seconded and
RESOLVED: That:
a) Subject to the appointment of a DPO being a requirement and subject
to suitability and adequacy, arrangements be made to appoint a DPO
through LALC when this service becomes available.
b) No actions or issues were identified
c) The action plan, Appendix A be noted.

B 26. COUNCIL ACCOMMODATION REPORT (Agenda Item 7)
The Town Clerk presented the Council Accommodation report to highlight
issues relating to office accommodation and to establish a way forward.
It was proposed, seconded and
RESOLVED: That the B&R committee recommend that Council keep a
watching brief on the Tower Gardens Project as this will resolve the
issue. If no progress is made with this project then Council need to
look at making alternative arrangements as the current lease expires
in March 2019.

The meeting closed at 9.40pm
¤
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SKEGNESS TOWN COUNCIL

REPORT TO:
BY:
SUBJECT:

COUNCIL 23RD MAY 2018
TOWN CLERK
Committee Structure

PURPOSE:
• To approve committee structure for 2018/19
• To approve terms of reference for each standing Committee
• To approve delegations to Committees.

1

INTRODUCTION AND BACKGROUND

1.1

The proposals set out are to review the existing Committee structure for
the ensuing year or until changed by Council.

1.2

A sound committee system allows more in depth scrutiny of issues and
spreads the workload of responsibility between Councillors.

2

COMMITTEE STRUCTURE

2.1

During the past 12 months, problems have again arisen with committees in
achieving sufficient attendance for meetings to be quorate. Although a
system of substitution is available, apologies are usually too late to
activate this. Even when substitutes can be found there is then the
problem with consistency and background knowledge, if a significant
proportion of the committee is made up of ad-hoc members.

2.2

At the time of writing the report there are three Councillors not nominated
to any committees and as a result with ad-hoc council vacancies, there is
only a small margin before the meeting can become inquorate. This is
exacerbated if the Mayor or Deputy Mayor has a function/event to attend.
Additionally, attendance for some Councillors at committees has been
below 50% putting further pressure on achieving a quorum.

2.3

The purpose of having committees rather than simply more frequent
Council meetings is to share out the workload. In practice this does not
seem to be happening. Some councillors have attended well over 30
meetings often plus frequent working groups, whilst others have attended
fewer than 10. Whilst everyone recognises that some Councillors are very
busy and others perhaps have more free time, it is clear that the current

1

structure and list of appointments to Committees delivers a very thin
margin between being functional and not.

3 COMMITTEES AND LIAISON GROUP
3.1

The following sets out details of the Committees including proposed size,
proposed delegated authority, the proposed meeting frequency. The
existing membership has been included as the previous practice has been
to simply roll forward existing membership rather than giving consideration
to the makeup of the Committee.

3.1.1 Planning Committee
Rec No
Members
Quorum
Delegated
Authority

Meeting
Frequency
Existing
Membership

Minimum 12
7
To make recommendations, comments and
observations on Planning Applications without any
referral to Council.
To set up Task Groups to undertake start and finish
activities – but cannot delegate decision making
authority to these.
To prepare Planning Policy for consideration by the
Council.
Approximately every 3 weeks to meet Planning
Authority Deadlines, usually Tuesdays starting at
7pm
Councillors, Councillors, M C Anderson, S
Blackburn, T Burnham, D Brookes, D Cargill, J A
Carpenter, G O Ellis, M Gabbitas, M G Gray, R
Hall, D Kirk and C Macey

3.1.2 Business and Resources
No Members
Quorum
Delegated
Authority

11/12 inc Mayor and Deputy Mayor
7
• To review the quarterly Governance Report
and take immediate action where required to
maintain adequate Internal Control and
management of risk and resources.
• To recommend new governance policies and
controls to Council

2

•

Meeting
Frequency
Existing
Membership

3.1.3

To review performance and instigate
investigations or in-depth reviews as
required.
• To approve “in year” grant applications in
accordance with the grants policy and make
appropriate recommendations to Council
about standard grant policy.
• To approve expenditure in line with the
Financial Regulations.
• To lead on Council Communication within
the Council’s agreed approach.
• To approve applications in support of rate
relief or grants from other organisations.
• To set up Task Groups to undertake start
and finish activities – but not to delegate
decision making authority to these.
Previously it was agreed that the Deputy Mayor
would chair this committee to give experience prior
to being Mayor
Usually 5 meetings per year –Wednesdays starting
at 7pm.
Councillors D Brookes (As Mayor), Sid Dennis (As
Deputy Mayor), J Brookes, J Byford, D Cargill, J A
Carpenter, D R Edginton, R Hall, M Gabbitas, M G
Gray, and C Macey

Direction and Strategy
No Members
Quorum
Delegated
Authority

11/12 inc Mayor and Deputy Mayor
7
• To develop and monitor the Council’s 5 year
Business Plan
• To develop and propose new policies for
approval by Council.
• To develop and propose schemes for
approval
• To review, develop and propose long term
strategies relating to the Councils
responsibilities, for Council approval.
• To respond to consultations on behalf of the
Council.

3

•
•

Meeting
Frequency
Existing
Membership

To approve applications in support of rate
relief or grants from other organisations.
To set up Task Groups to undertake start
and finish activities – but cannot delegate
decision making authority to these.

It has been agreed previously that the Mayor chairs
this Committee.
Usually 5 meetings per year –Wednesdays starting
at 7pm
Councillors D Brookes (as Mayor), Sid Dennis (as
Deputy Mayor), M C Anderson, S Blackburn, T
Burnham, M Dannatt, D Edginton, G O Ellis, M
Gabbitas, D Kirk, S R Kirk and M G Gray

3.1.4 HR and Appointments Committee

No Members
Quorum
Delegated
Authority

5
3
Responsibilities – HR, Recruitment and
Appointments
•
•
•
•
•
•

To ratify the Town Clerk’s annual appraisal
undertaken by the Chairman of the
committee
To review and propose terms and conditions
of service of employees including pay and
leave (in conjunction with the Town Clerk).
To review and propose job descriptions and
person specifications (in conjunction with the
Town Clerk).
To review and propose job advertisements
for posts that report direct to Town Clerk (in
conjunction with the Town Clerk).
To undertake any consultation with staff in
conjunction with the Town Clerk as
appropriate (e.g. at times of reorganisation)
To undertake interviews and recruitment
exercises for posts reporting direct to the
Town Clerk (in conjunction with the Town
Clerk as appropriate)
4

•
•
•

Meeting
Frequency
Existing
Membership

To make recommendations to Council on
appointments
To make recommendations to Council on
other staffing matters
Ensure the Equality and Diversity is
considered at all times

As required and usually day time.
Councillors, T Burnham, J Carpenter, M Dannatt, G
Gray and C Macey

3.1.5 APPEALS COMMITTEE
No Members

Quorum
Delegated
Authority

Meeting
Frequency

7 to be drawn from those who have not been
involved in the specific case. (These will not be
appointed at this meeting)
7
• To review and consider all evidence placed
before the Committee in relation to an
appeal against a decision regarding a
member of staff.
• To listen to and consider the reasons and
evidence placed before the Committee by
the appellant.
• To ensure that Council HR policies and
procedures are followed in relation to the
appeal.
• To make the final decision in relation to the
appeal (the Committee makes the final
decision)
• Ensure the Equality and Diversity is
considered at all times
As required and usually daytime

4 RECOMMENDATIONS
4.1

It is recommended that the Council:-

4.1.1 Decide on the committee structure and delegations as set out.

5

4.1.2 Review and appoint the appropriate numbers of Councillors to each
Committee
FOR DECISION
For information relating to
this report please contact
The Town Clerk, Town Hall
Skegness or email
townclerk@skegness.gov.uk
Background papers – None.
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SKEGNESS TOWN COUNCIL

REPORT TO:
BY:
SUBJECT:

COUNCIL 23RD MAY 2018
TOWN CLERK
Task and Finish Group Appointments

PURPOSE:
To agree appointments to the various Task and Finish Groups.
1

TASK AND FINISH GROUPS

1.1

For continuity purposes, it is proposed that the established Task and
Finish Groups listed below continue with the same remit and membership
unless a member wishes to withdraw.

Group
Civic Awards and Honours
Working Group

Purpose
To review the honours
and civic awards
process and make
recommendations. To
review any nominations
for award to be put
forward from time to
time.
Illuminations
To review and steer the
Christmas illuminations
contract
Neighbourhood Development An extensive and longPlan Working Group
term project to involve
and engage with the
community and develop
a community led
Neighbourhood Plan.
The Chair and Deputy
Chair of this group will
be part of the NDP
Steering Group.
Property Working Group
To steer and review
property related projects
including Tower gardens

Members
Cllrs T Burnham, D
Cargill, S Dennis, D
Edginton (Chair)
and M Gabbitas

Cllrs S Blackburn, G
Ellis, M Gabbitas, M
Gray,
Cllrs M Anderson, S
Blackburn, D Cargill,
S Dennis, G Ellis, D
Edginton (Chair), D
Kirk, C Macey.

Cllrs M Anderson, S
Blackburn, D
Brookes, M Dannatt,
S Dennis, S Kirk
(Chair)

Street Scene Working Group

Improve the current
Street Scene in
Skegness and to liaise
and communicate with
ELDC and other key
organisations.

Councillors T
Burnham, S Dennis,
G Ellis, M Gabbitas,
M Gray, D Kirk

2 RECOMMENDATIONS
2.1

It is recommended that Council:a) Agree the continuation of the groups until the end of the Council year.

For information relating to
this report please contact
The Town Clerk, Town Hall
Skegness or email
townclerk@skegness.gov.uk
Background Papers: None

.FOR DECISION

SKEGNESS TOWN COUNCIL

REPORT TO:
BY:
SUBJECT:

COUNCIL 23RD MAY 2018
TOWN CLERK
Outside Bodies Representatives

PURPOSE:
• To approve Outside Body representatives for 2018/19
1

INTRODUCTION AND BACKGROUND

1.1

As part of the preparation for the coming year the Council needs to review
and approve the Outside Body representatives for 2018/19. It was agreed
previously by Council that Councillors must regularly report back to
Council on issues.

2 EXISTING GROUPS
2.1

The following sets out details of the Outside Bodies and the 2017/18
representatives
a)

CCTV User Group
2 x Councillors and Town Clerk – (meets irregularly according to
need)
Cllr T Burnham and Cllr D Cargill

b)

Extreme Sports Association – (No recent reports – needed?)
2 Representatives
Cllr J Brookes and Cllr D Kirk.

d)

Gibraltar Point National Nature Reserve Joint Advisory
Committee
1 Representative:
Cllr D Cargill

e)

Lincolnshire Association of Local Councils

1 Representative
Cllr G Ellis
f)

Area Forum
1 Councillor plus Town Clerk
Cllr D Cargill.

g)

Skegness Hospital Advisory Board
1 representative
Cllr P Gaskell.

h)

Skegness Partnership – (proposal to close and merge with Chamber
of Trade)
Cllr Dennis

i)

South East Lincolnshire Travellers’ Association (No recent reports
– needed?)
1 Representative.
Cllr S Dennis

j)

Children’s Services Advisory Board
1 Representative
Cllr D Kirk

k)

Saltfleet to Gibraltar Point Coastal Management
3 Representatives
Cllrs D Cargill, Miss E Freeman, M Gabbitas.

l)

Community Alcohol Partnership
1 Representative
Cllrs M Gray.

3.

RESPONSIBILITY

3.1

Councillors attending as representatives should reflect the view of Council
and not personal views. There should be feedback after meeting and if
required the representatives should seek Council’s view.

3

RECOMMENDATIONS

3.1 It is recommended that the Council identify which groups it wishes to
continue to have representation on and who will be the nominated
representative(s) for each group.

FOR DECISION
For information relating to
this report please contact
The Town Clerk, Town Hall
Skegness or email
townclerk@skegness.gov.uk
Background papers – None.

SKEGNESS TOWN COUNCIL

REPORT TO:
BY:
SUBJECT:

COUNCIL 23RD MAY 2018
TOWN CLERK
Officer Delegations

PURPOSE:
To clarify and approve on-going Officer Delegations

1

INTRODUCTION AND BACKGROUND

1.1

As part of the effective and efficient running of the Council many functions
of the Council are delegated to the Town Clerk in addition to those
prescribed in law under the roles of Proper Officer and Responsible
Finance Officer.

1.2

Some delegated functions are set out in the Standing Orders and Financial
Regulations and the delegations made in these documents are in addition
to any mentioned within those documents.

1.3

Some functions cannot be legally delegated (e.g. setting the precept or
making the decision to borrow money).

2 FUNCTIONS IMPLICITLY DELEGATED
2.1

2.1.1

2.1.2
2.1.3
2.1.4
2.1.5
2.1.6
2.1.7

These are delegations that fall as a consequence of undertaking tasks
required of the Town Clerk. The Town Clerk may in turn delegate functions
and responsibilities to other staff but remains responsible to Council.
Any function explicitly authorised in Standing Orders, Financial
Regulations, Council Policies or set out in any minuted Council decision
that is still in force.
Incurring expenditure in accordance with the approved budget
Placing orders
Agreeing in year contracts (i.e. that are met within the current agreed
annual budget)
Processing approved payments or those not requiring pre-approval under
Financial Regulations
Receiving and responding to correspondence
Responding to press enquiries

2.1.8 Responding to emergencies including the incurring of unbudgeted
expenditure.
2.1.9 Actions required in implementing any agreed Council policy, practice,
protocol, contract term or other minuted decision.
2.1.10 Actions required to ensure compliance with the law.
2.1.11 Actions required to minimise risk or financial loss

3 FUNCTIONS EXPLICITLY DELEGATED
3.1

These are delegations where the Council is specifically delegating a direct
function
3.1.1 Dealing with all day to day HR and Payroll issues and those otherwise set
out in HR policies and for appointment or dismissal of staff which do not
report directly to the Town Clerk.
3.1.2 To in turn delegate functions and responsibilities to other staff but
remaining responsible to Council.
3.1.3 Information Manager - dealing with all Actions to deal with issues arising
under the General Data Protection Regulations and Freedom of
Information Act
3.1.4 Administration of the Council’s banking and credit card arrangements.
3.1.5 Letting and Termination of Allotment Tenancies
3.1.6 Actions and decisions relating to the efficient operation of the Council’s
cemetery and duties as a Burial Authority.
3.1.7 Allocating of Grave Spaces
3.1.8 Sale and Granting of Burial Rights and Deeds
3.1.9 Granting Cemetery Memorial Permits and Licenses
3.1.10 Granting Street Collection Licences in accordance with policy
3.1.11 Granting Jolly Fisherman Copyright and Trademark Permits
3.1.12 The decision to issue Petty Cash
3.1.13 The purchase of postage stamps
3.1.14 delegated authority (as from 2nd March 2016) to make payment, for
certain utility and recurring supplies (e.g. energy, fuel, telephone, water)
and any National Non-Domestic Rates, by variable Direct Debit provided
that the instructions are signed by two members and any payments are
reported to council as made. The approval of the use of delegated powers
in this respect shall be renewed by resolution of the council at least every
two years.
4 DEPUTY TOWN CLERK
4.1 The following to be delegated to the Deputy Town Clerk in the absence of the
Town Clerk:• All duties and authority granted to the role of the Proper Officer

•
•
•

All duties and authority granted to the role of the Responsible Finance
Officer
Delegated authority given to the Town Clerk by Council
Any other responsibility held by the Town Clerk and specifically
delegated to the Deputy Town Clerk

4.1.1 That the Deputy Town Clerk is an authorised Electronic Banking
Administrator in the absence of the Town Clerk or when otherwise
authorised by the Town Clerk to do so.

5 RECOMMENDATIONS
5.1

It is recommended that Council approve the delegations set out in 2, 3
and 4 above.
FOR DECISION

For information relating to
this report please contact
The Town Clerk, Town Hall
Skegness or email
townclerk@skegness.gov.uk
Background papers – None.

SKEGNESS TOWN COUNCIL

REPORT TO:
BY:
SUBJECT:

COUNCIL
23RD MAY 2018
TOWN CLERK
Cheque and Payment Signatories

PURPOSE: To confirm cheque and payment signatories for 2018/19.
1.

BACKGROUND

1.1

All payments must be signed off by not less than two Councillors plus the
Town Clerk or in the absence of the Town Clerk, the Deputy Town Clerk.
Council appoint seven Councillor Signatories each year. Councillors D
Brookes, T Burnham, D Cargill, J Carpenter, D Edginton, Mrs M Gray and
C Macey are already approved signatories.

1.2

The approval process by the bank includes a financial check and
commonly takes many weeks for all the paperwork to be fully processed. It
is important that the Council can operate effectively during any transition.
It is therefore recommended that as few changes are made as possible at
any one time.

1.3

The Mayor is usually a signatory, but there is no requirement for this to be
so. In this year Cllr S Dennis, as Mayor, has decided not to be a signatory
as his company has dealings with the Council. His not being a signatory
ensures that these undertakings are fully transparent.

2 RESPONSIBILITY
2.1

Those signing cheques and payments do so at the request of the Town
Clerk. It is the Councillors responsibility to ensure that any payment they
sign is appropriate and is backed by a valid invoice or other payment
document (e.g. a statement of NI and Tax payable). This is part of the
Internal Control.

2.2

Sometimes payments need to be made at quite short notice and therefore
it is useful if signatories can visit the office during office hours to avoid
delays.

3 RECOMMENDATION
3.1

The Council are recommended to resolve that:a) Nominate and appoint signatories as required in accordance with the
guidance given in section 1 above.
b) That all signatories will remain in force until amended by Council

For information relating to
this report please contact
The Town Clerk, Town Hall
Skegness or email
townclerk@skegness.gov.uk
Background papers – None

FOR DECISION

SKEGNESS TOWN COUNCIL

REPORT TO:
BY:
SUBJECT:

COUNCIL
23RD MAY 2018
TOWN CLERK
Registration for VAT

PURPOSE: To approve the Registration for VAT in 2018/19
1.

BACKGROUND

1.1

The Council may move to a position where it is necessary for it to Register
for VAT. The criteria for registrations is whether the Council makes any
taxable supplies. HMRC only enforce where the output tax is greater than
£1000. During 2018/19 it is possible that the limit for taxable supplies is
exceeded therefore requiring the Council to register.

2

VAT RULES

2.1

Most of activities that the Council undertakes are non-business. These are
services which the Council undertakes through legislation as a public
authority. In these cases, any VAT that the Council is charged can be
reclaimed.

2.2

Some activities the Council undertakes can be classed as business
activities (e.g. digging graves, cutting the churchyard grass). Previously
the output VAT (that charged to customers) has been below £1000.

2.3

VAT on construction is usually exempt and therefore the Council would not
be able to recover the VAT on the proposed Community Building.
However, the regulations allow for buildings to have the exemption
removed in which case VAT can be reclaimed but becomes chargeable on
all lettings, leases and sales (VAT Notice 742A).

3

REGISTRATION

3.1

To ensure that the accounts are set up from the beginning of the year in
the right format, it is recommended that the Council proceeds with VAT
registration.

3.2

There will be an overhead in administration and record keeping but this
will only become significant as and when the Council proceeds with the
Community Hub. Allowance has been made for some additional
administration within the Community Hub feasibility figures.

4 RECOMMENDATION
4.1

The Council are recommended to approve that the Council registers for
VAT

For information relating to
this report please contact
The Town Clerk, Town Hall
Skegness or email
townclerk@skegness.gov.uk
Background papers – None

FOR DECISION

Dear Community Emergency Planning Group/ Parish / Town Council
Lincolnshire County Council, in association with Lincolnshire Association of Local Councils (LALC)
would like to formally invite you and a colleague from your community emergency planning
group/parish/town council to attend its 2nd Resilient Communities 2018 Conference being held at
The Showroom, Tritton Road, Lincoln, LN6 7QY on Thursday 12th July between 09:30 and 3pm.
This conference is open to all community groups/parish and town councils. The day will focus on the
following areas:
1. Resilience in the community and the launch of the Resilient Lincs programme
2. Mobilising the time and talents of people - leading the way in community leadership
3. Community Experience – what and how this has been achieved at the local level
4. Grenfell – what has it taught us and how can we use these lessons
5. Joining together to save lives (coordinating the time and talent of spontaneous volunteers)
6.

Funding Good Practice

The conference is not just about keynote speakers – it is about the good work that has been done
throughout the county by local community emergency planning groups/ parish and town councils
like yours. One community has agreed to share its experience in setting up emergency planning
groups, developing plans and using them to benefit the whole community and those of the
surrounding area. Finally the conference will also give you the chance to shape the way communities
work together with responding agencies to future crisis through the participation of workshops
looking at roles, responsibilities, support mechanisms and safeguarding livelihoods.
The conference will be opened by Ian Reed, Emergency Planning & Business Continuity Manager for
Lincolnshire County Council and will be facilitated by a number of other organisations. Registration
and coffee will commence from 9:30am with the conference starting promptly at 10am. Buffet lunch
will be provided at 1pm with the conference closing at 3pm; teas and coffees will be provided
throughout the day.
Unfortunately places are limited to 2 per community due to fire regulations and is free to enter so
can I please ask you to reply directly to event organisers using the address below as to your
attendance no later than Thursday 31st May 2018. If you have any questions concerning the
conference please do not hesitate to contact me
Replies should be send to:
Mel Robinson - Mel.Robinson@lincoln.fire-uk.org
Kindest Regards

Steve Eason-Harris
Emergency Planning & Business Continuity Officer
Lincolnshire County Council
Emergency Planning & Business Continuity Service
County Emergency Centre (CEC)

POLICY TITLE

HR Policy
REVISION DATE
May 2018
REPLACES POLICY
New format
POLICY NUMBER
POLICY AIM
The aim of this policy is to assist Skegness Town Council to deal with all Human Resource
matters by setting the policy framework and signposting the relevant sub policies and
procedures for various circumstances that may arise.

EXECUTIVE SUMMARY
Skegness Town This policy sets out a framework of how Skegness Town Council will deal
with and respond to HR issues. This policy is supported by the following sub policies which
deal with specific circumstances. Additionally, the Town Clerk maintains procedures to
deal with day to day staff management issues.
The principle relationship between staff and the Council is set out in the contract of
employment and is supported by Council policies.
The following are sub policies of this HR Policy:•
•
•
•
•
•
•

Absence
Capability
Disciplinary
Grievance
Suspension
Pay policy statement
Training

Where a significant difference arises between contract of employment and a policy, the
contract of employment will take precedence unless the difference relates to a matter of
law or a matter of health and safety. When a difference of substance between a Council
policy and a contract of employment occurs, the Council will seek to negotiate a change to
the contract by negotiation with the employee(s) concerned. The Council will always seek
to avoid imposing contractual changes wherever this is possible, as it recognises this can
lead to disputes, grievances, reduced productivity and for significant changes, create a
potential redundancy situation.
Skegness Town Council HR Policy - version 1 date 23/05/2018
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POLICY STATEMENT
Powers and Delegations
The table sets out who is responsible for various aspects of HR management

Topic
Setting policies
Setting operating
procedures
Creating/deleting posts
Setting/amending
contractual terms and
conditions for posts
Appointment of staff to
posts

Dismissal of staff from
posts

Appeals on HR
matters
Performance and
Capability
Disciplinary
Grievance
Suspension
Training
Operational
Management

Who is responsible?
Council
Town Clerk
Council
Council.
For Town Clerk and Deputy Town Clerk – Full Council
Other staff reporting direct to Town Clerk – Full Council
Other staff not reporting directly to Town Clerk – Town
Clerk
For Town Clerk and Deputy Town Clerk – Full Council
Other staff reporting direct to Town Clerk – Full Council
Other staff not reporting directly to Town Clerk – Town
Clerk
Appeals Committee established by Council
Town Clerk – HR Committee
All other staff – Town Clerk
Town Clerk - HR Committee
All other staff – Town Clerk
See detailed policy as dependent on circumstances and
parties involved
Town Clerk - HR Committee
All other staff – Town Clerk
Town Clerk and Deputy Town Clerk
Town Clerk and Deputy Town Clerk

All day to day staff management is overseen by the Town Clerk with some line
management duties delegated in accordance with the staff structure.

Contracts of Employment
The Council basis its contracts on standard NJC terms and conditions (the Green Book).
Where the contract is silent on an issue, NJC terms and conditions will apply. NJC spinal
points and rates are used for the basis of pay. Pay for each spinal point is set as part of
the national agreement.
The policy for establishing pay grades is set out in the Pay Policy Statement

Skegness Town Council HR Policy - version 1 date 23/05/2018
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IMPLEMENTATION
The Chairman of the HR Committee is responsible for the Performance Management of the
Town Clerk.
The Town Clerk is responsible for the implementation of the policies.
MONITORING
The monitoring of key performance is the responsibility of the Business and Resources
Committee. This will include but is not limited to:• Employee costs
• Risks
• Health and Safety
• Meeting Council Objectives
• Business Plan
POLICY REVIEW
This policy is to be reviewed annually. Next due May 2019.
POLICY APPROVAL
To be considered by Council 23rd May 2018.

Skegness Town Council HR Policy - version 1 date 23/05/2018
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POLICY TITLE
Absence Policy
REVISION DATE
May 2018
REPLACES POLICY
New
POLICY NUMBER

POLICY AIM
The main aim of this policy is therefore to achieve high levels of attendance from
employees at all levels and to maintain sickness absence at a low level and to clarify the
responsibilities and high-level expectations in respect of absence management.
The Council aims to be a good employer, its approach to sickness management will reflect
this. The Town Council is fully committed to a healthy and safe environment that leads to
the achievement and maintenance of high attendance levels.
EXECUTIVE SUMMARY
In reducing sickness absence the Town Council recognises that employees are
entitled to expect fair treatment. Managers are equally entitled and required to
manage sickness absence properly, to be firm in dealing with abuse of the system
and to consider the operational realities of providing efficient, effective and
competitive services.
The policy aims to ensure employees are:
• treated fairly, properly and consistently
• informed when their attendance record is causing concern
• given adequate opportunity and assistance to improve their attendance record
with a view to ensuring their full return to normal working, modified working or
their possible redeployment to alternative work
• fully informed of the services and support available to them
• aware that a ‘return to work’ meeting may be carried out after periods of
absence and
• informed of when self-certification and medical certificates are appropriate in
accordance with the procedure for reporting sickness.

WHO IS AFFECTED BY THE POLICY?
This policy applies to all permanent employees of Skegness Town Council. This policy
does not apply to seasonal workers or those employees in their probationary period.
Draft Absence Policy May 2018
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May 2018

POLICY STATEMENT
There can be several reasons for sickness absence and the Council’s approach
to dealing with sickness absence will recognise this.
Employees are essential to the provision of good quality services. Skegness Town Council
has a responsibility not only to the public which receives its services, but also to the
employees who provide those services. It is important to achieve a balance between
meeting the needs of employees, in a fair and consistent way, and maintaining service
delivery.
The Town Clerk and Senior Managers have roles to play in promoting the health of
employees. This can be done through the elimination of unsafe practices, the
provision of safety equipment, health education, direct staff support and mentoring.
The Town Council will work in a positive manner to achieve the conditions necessary
for high attendance levels and ensure procedures are effective and fair.
When an illness or injury prevents staff from doing their job, it is reasonable for staff to
stay away until they are better. However, absence can become a serious problem:
• When it is intentional
• when it is frequent or prolonged
• when it is without good reason.
Absences from work are costly to the Council. In some cases, absence has to be
covered by overtime or by employing temporary staff which effectively means paying
more than twice for the same amount of work. The load on other staff increases which can
cause extra pressure, resentment and sometimes stress.
The Council prides itself on being a reasonable employer but it is sometimes
necessary to act against regular absenteeism. In appropriate cases, medical
opinion is sought where there are doubts about someone’s ability to continue in their
job. You may be warned about the consequences of not attending regularly and in
some cases it may be necessary to terminate the employment of someone whose
record does not improve after warnings. Please also see the Capability Policy

PROCEDURE
The policy is separate from the Town Council’s policy on discipline. Action taken
under the Sickness Absence Policy will not therefore be classed as disciplinary
action under the Disciplinary Procedure.
Absences should be reported to the Line Manager on the first day of absence as early as
possible and no later than noon.
The guidelines are designed to help managers/supervisors who have responsibility
for ensuring the regular attendance of employees under their control. It is also
guidance for all employees.

Draft Absence Policy May 2018
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May 2018

The Council considers that effective absence management involves accurate recording
procedures, supported by appropriate management action, in order to achieve high levels
of attendance, as well as a thorough understanding by employees, of their rights and
obligations in this area.
Whatever the circumstances surrounding absence from work, all information relating
to an individual must be treated confidentially by all those involved. The Town
Council will adhere to the requirements of The General Data Protection Regulations 2018.
Whilst employees are entitled to expect fair treatment, the Council is entitled to be firm in
dealing with abuse of the sick pay scheme which may include the right to stop sick pay
and disciplinary action including dismissal.
All employees will receive a copy of the Sickness Absence Policy and procedures as
part of the Induction process.
This document sets out the procedure to be followed by all staff when dealing with
sickness absence. Sickness absence needs to be managed effectively and consistently
and falls into two main types:
•
•

Frequent and non-frequent intermittent short/medium term absence which may or
may not follow a pattern or
Long term absence being absence longer than 15 working days.

Overall sickness absence will be monitored by the Town Clerk who will ensure that a
consistent approach is being taken to all employees.
Appendix A to this document provides clarification as to the procedure to be followed in
respect of the notification of sickness
Frequent and Persistent Short Term Absence
In order to monitor short term absence, it is essential that accurate records are kept and
reviewed to ensure that all cases are considered. Concern may be caused by such factors
as the number of occasions, the pattern, or the total number of days absence.
On each occasion that a member of staff returns from a period of sickness he or she will
report to their supervisor. Those officers will then hold a return to work interview to
establish the cause of the absence, to register that an individual’s absence was noticed
and they were missed and to ensure that the individual is made aware of any factors
affecting their work which have arisen during the absence and to see if any help is needed.
A file note of the return to work meeting should be made and signed by both parties.
A sensitive approach should be adopted to return to work interviews and it should be
acknowledged that some individuals may find discussing health-related problems
embarrassing.
Should environmental factors appear to be relevant to the absence, necessary action
should be taken as soon as is practicable.

Draft Absence Policy May 2018
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Preliminary Investigation
If the periods of absence are either frequent, forming a pattern, unexplained or from
recurring ailments action may be necessary. In these circumstances a preliminary
investigation into the circumstances surrounding the absences is required to determine if
further action is necessary.
Fact Finding Interview
If, following the preliminary investigation, it is considered necessary to convene a fact
finding interview, the individual should be seen to discuss the situation.
The fact finding interview should involve the following stages:• Both parties should attempt to establish the cause of the absence and to consider
possible action to help resolve the problem.
• The interviewer should ensure that the member of staff is clear about the action
agreed and what changes are required.
Following the interview a file note should be written to confirm the outcome of the
interview; this should be copied to the member of staff.
If it is considered appropriate, the member of staff may be referred for an independent
medical examination.
If it is determined that the absences are due to a single underlying medical cause, further
action could be taken following the procedure outlined in the section relating to long term
sickness due to ill health.
Formal Interview
If the member of staff’s attendance record does not improve sufficiently a formal interview
should be called to discuss the matter further. A letter should be sent to the member of
staff outlining the purpose of the interview and confirming the right to be accompanied by a
colleague or trade union representative.
At the interview, it should be indicated that the level of sickness is unacceptable and the
member of staff should have the opportunity to respond. Further attempts to resolve the
matter should be made at this stage. However, the potential seriousness of the situation
should be stressed and the possible consequences detailed.
The outcome of the interview should be confirmed in writing. Depending on the
circumstances the letter might be in the form of a formal written warning indicating that
the employee has a right of appeal.
Further Formal Interview
If the member of staff’s attendance record continues to be unacceptable a further formal
interview will be held in accordance with the arrangements already set out.
At this stage the individual will be advised of the serious concern that is being caused and
that should matters not improve further action will be taken which may result in dismissal.
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Once again, the outcome of the interview should be confirmed in writing and will normally
constitute a formal written warning.
Dismissal
If, ultimately, following all the stages outlined above, the member of staff’s attendance
record does not improve to the required standard, a formal interview will be held and the
situation will be outlined by the manager who will confirm that the likely outcome of the
interview will be dismissal. The member of staff will be given the opportunity to respond
and present any evidence in mitigation as they consider appropriate.
Dismissal can only be decided upon by those empowered to dismiss under the terms
of the disciplinary procedure – the Town Clerk or Full Council. The letter of dismissal will
confirm:
• The date and outline details of the interview
• Reference to records of any previous related valid warnings
• The effective date of dismissal
• The employee’s right of appeal
Appeals against dismissal will be heard in accordance with the arrangements set out in the
Disciplinary Procedure.
Long Term Absence due to Ill Health
For this procedure long term sickness absence is defined as a continuous period of
sickness absence more than 3 working weeks.
Investigation
The absence situation should be fully investigated to determine the likely outcome for the
member of staff concerned. If the outcome is uncertain or it becomes clear that the
member of staff is unlikely to return to their present job, the manager should arrange an
interview with them.
The interview should normally cover the following points:
• The manager should outline his or her initial assessment of the situation
• The member of staff should be asked for their assessment of the situation
• The manager should ask for the member of staff’s permission to seek medical
advice from an independent medical expert
• The manager and member of staff should agree to meet again to discuss alternative
options once the medical report has been obtained
A file note of the meeting should be kept and copied to the member of staff.
Further Interview
Having obtained all the available information concerning the member of staff’s condition
(most importantly the medical advice) a further meeting should be convened in the same
way as outlined above.
At this stage the following points would normally be considered:
• The manager’s assessment of the situation
Draft Absence Policy May 2018
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•
•
•

The member of staff’s assessment of the situation
A discussion of the likely outcome (e.g. return to full duties, early retirement or
dismissal)
Determine an appropriate course of action which may result in further meetings.

Possible Outcomes
Considering all the evidence and in consultation with the Town Clerk one or more of the
following options may be followed:
• The possibility of alternative employment within the Town Council
• Consider the member of staff’s return to work for a limited period under medical
advice on restricted duties and/or reduced working hours
• If medical opinion is that the member of staff is unlikely to be fit to return to
undertake the full range of duties within an appropriate timescale and suitable
alternative employment is not available, then dismissal on the grounds of incapacity
due to continuing ill health should be considered. Where possible this should be
achieved through the procedure for early retirement on the grounds of ill health.
Dismissal on the Grounds of Incapacity due to Ill Health
•
•
•
•
•
•

Before dismissing a member of staff on the grounds of incapacity due to ill health,
the following points should have been adequately covered:
The member of staff has been regularly consulted and at each stage the employee
has been informed of the likely outcome including the possibility of dismissal
A medical opinion has been obtained and the member of staff has been given the
opportunity to comment on this opinion
The member of staff has been given the opportunity of discussing the situation and
has been made aware of their right of representation
Consideration has been given to alternative employment
Consideration has been given to early retirement on the grounds of ill health.

Dismissal can only be decided upon by the officer empowered to dismiss under the terms
of the disciplinary procedure – the Town Clerk or Full Council.
It should be stressed that all employees dismissed on the grounds of incapacity have
rights to paid notice and rights of appeal as set out in the Disciplinary Procedure.

POLICY APPROVAL
For Approval by Council 23/05/2018

POLICY REVIEW
May 2020
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Appendix A
GENERAL PROCEDURE FOR NOTIFICATION OF SICKNESS ABSENCE
On the first day of sickness absence the member of staff should contact their supervisor,
or if unavailable, another supervisor/manager, informing them of their sickness. This
should be done as early as possible before work starting time and no later than 10am.
Some indication as to the likely length of absence should be given at this stage.
For continuing absence, it is not necessary to contact the office every day but contact
should be maintained and the supervisor/manager may make courtesy calls to the
member of staff to find out how things are going, to offer support etc.
On return from sickness, the member of staff should report to their supervisor who will
conduct a return to work interview as set out in the sickness absence policy and procedure
document.
A medical certificate is not required for the first seven days of absence (including
weekends) but a self-certification of sickness form should be completed.
If sickness absence continues for longer than seven days (including weekends) then a
medical certificate is required and should be sent to the Payroll Officer. Medical certificates
should cover ALL periods of absence following the first seven days. If not, the absence will
be classified as unauthorised and the appropriate action taken.
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POLICY TITLE

Capability
REVISION DATE
May 2018
REPLACES POLICY
Jan 2016
POLICY AIM
From time to time, an employee may lack the capability to perform the duties that he or
she is employed to do. This policy aims to help the Council resolve these problems.
EXECUTIVE SUMMARY
This policy gives guidance on:
• Purpose and scope
• Principles
• Procedure
in regard to Capability.
WHO IS AFFECTED BY THE POLICY?
This policy will cover all Council employees other than those in their probationary period or
on a seasonal workers contract.
Any employee serving a probationary period as part of their Conditions of Service will
continue to have their capability assessed according to the established probation
procedure.
POLICY STATEMENT
Skegness Town Council recognises the value of its staff and aims to put policies in place
to ensure that they are treated fairly and consistently.
Employees’ performance is critical to the Council’s success. This policy will, wherever
possible, focus on helping employees to become effective workers. This will be of mutual
benefit to the individual employees concerned, their colleagues and the Council as a
whole. Dismissal will be the last resort and will only be appropriate if all other possible
solutions have been exhausted.
INTRODUCTION
The Employment Rights Act 1996 defines capability as “capability assessed by reference
to skill, aptitude, health or any other physical or mental quality”.
Capability Policy
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It is very important to understand the difference between incapability and lack of
performance which is caused by a wilful refusal to work satisfactorily. The latter is about
conduct, not ability. Problems with conduct will be dealt with under the Council’s
disciplinary procedure.
ACAS has produced guidelines which advise employers to agree a procedure for dealing
with unsatisfactory performance, where questions of capability are raised. The justification
for this is that these questions are more fairly dealt with under a specific capability
procedure. This is because a co-operative employee who lacks capability (as defined
above) is not “to blame” and, having not committed an act of misconduct, should not be
dealt with under a disciplinary procedure.

PURPOSE AND SCOPE
The purpose of the policy is threefold:
•
•
•

to identify constructive action which may be taken to resolve capability problems
through such constructive action, to enable employees with capability problems to
achieve an acceptable and effective standard of work
to provide a consistent and fair procedure leading to appropriate redeployment or, in
the last instance, termination of employment where remedial action has not worked.

PRINCIPLES OF THE POLICY
The Council will consult employees at every stage of the procedure and employees will be
urged to include their trade union representative, or other person of their choice, in the
process.
At every stage of the procedure the Council will provide, where appropriate:
•
•
•

support, advice and guidance to the employee
training or re-training where, following identification of the employee’s need, the line
manager decides that it is appropriate
a review of performance and feedback to the employee within a fixed time scale. The
individual will be encouraged to take responsibility for, and ownership of, the process of
returning to effective performance.

The Council realise that any review of an employee’s capability is a sensitive issue and will
be dealt with confidentially.
The Council will record any action taken under this policy in the employee’s personal file.
When the employee concerned improves his/her performance to a standard and
effectiveness satisfactory to their line manager, such that his/her capability is no longer in
question, we will inform the individual of this. After twelve months of sustained satisfactory
performance we will remove any written reference to the action taken under this policy
from his/her file. (Refer to the Information Policy about the retention of Information and
associated rights under the General Data Protection Regulations)

Capability Policy
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THE PROCEDURE
The Town Clerk may delegate all or part of the functions for non-direct reports to the
Deputy Town Clerk or other relevant Line Manager
The Evidence
Where the performance of an employee is causing concern, the Town Clerk (or in the case
of the Town Clerk the Chairman of the HR Committee) must first establish whether the
problem being experienced is one of conduct or capability. If the poor performance is due
to conduct, then the Council’s disciplinary procedure should be followed.
If the Town Clerk or the Chairman of the HR Committee is satisfied that the employee is
experiencing problems of capability (which can be assessed by reference to skill, aptitude,
health or another physical or mental quality) then they should collect evidence which
supports this. Evidence will have regard to job descriptions, person specifications,
supervision notes, evidence of complaints or pieces of work and the standard required for
the job will be decided. The Town Clerk or the Chairman of the HR Committee must deal
with the matter with confidentiality and sensitivity.
Exploratory Discussion
The Town Clerk or the Chairman of the Chairman of the HR Committee should next
arrange a meeting with the employee concerned. The employee should be notified in
writing at least five working days before the meeting is due to take place. The written
notification should advise the employee that this is a capability interview, not a disciplinary
interview, and that they have the right to be accompanied by a trade union representative
or other person of their choice.
At the meeting the Town Clerk or the Chairman of the HR Committee should inform the
employee that their performance is deemed to be poor and/or ineffective and that their
capability to do the work for which they were employed is being called into question. The
Town Clerk or the Chairman of Business and Resources should tell the employee that the
aim is to work together with the employee to return their performance to a satisfactory and
effective standard, and that the matter is a serious one.
[Advisory Note: Those involved should bear in mind that, although it is unlikely,
employees cannot resist the capability procedure. If they did, this would indicate a refusal
to be helped, and this would be misconduct.]
The Town Clerk or the Chairman of the HR Committee should then share the evidence
with the employee. The Town Clerk or the Chairman of the HR Committee should invite
the employee to state his/her own point of view and discuss any matter which he/she feels
may have affected his/her performance at work. If it becomes clear that special
circumstances exist and that management intervention might either remove or seriously
reduce the question of capability, then the Town Clerk or the Chairman of the HR
Committee should take appropriate action. A date for a Capability Review will then be
agreed, set and recorded.
If the lack of capability is identified as a medical problem, the Council should consider
referring the matter to an Occupational Health Consultant. If the loss of capability has
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been caused by a recent physical or sensory disablement, then the Town Clerk or the
Chairman of the HR Committee should gain the employee’s consent to consult the:
•

Disablement Employment Advisor (DEA) based at the Job Centre, to get advice about
aids and adaptations which might improve the employee’s performance in the
workplace. A date for a Capability Review will then be agreed, set and recorded.

If it is clearly established that the poor and/or ineffective performance is because of the
employee’s lack of capability, which can be assessed in terms of skill or aptitude, then a
Competence Schedule should be drawn up.
If the Exploratory Discussion was postponed:
•

•

whilst the Town Clerk or the Chairman of the HR Committee looked into any special
circumstances, then the results of this investigation should be discussed. If it is
decided that an issue of poor performance no longer exists then the capability
procedure should end here and all written references to it be removed from the
employee’s personal file. If it is established that a question of capability remains (which
is not due to disablement reasons) then a Competence Schedule should be set. A
further review date should be agreed, set and recorded.
for consultation with the Disability Employment Advisor, because of the physical or
sensory disablement of the employee, then the findings of the consultations should be
discussed. Wherever practicable, the Council supports the adaptation of a place of
work to make it possible for a recently disabled employee to continue in their
designated post. If job re-design or redeployment are appropriate and/or preferred
options, the possibilities should be fully explored.

If it is established at this stage, or later, that the poor performance continues due to
capability assessed by reference to skill or aptitude then a Competence Schedule should
be set. A further review date should be agreed, set and recorded.
Competence Schedule
The Town Clerk or the Chairman of the HR Committee should state in writing what has
been agreed during the discussion (please see below). This must be clear and certain so
that the employee understands what is needed.
The employee should identify any help they feel they will need in order to meet this
standard, such as training or re-training.
If the Town Clerk or the Chairman of the HR Committee feel that such help, including any
training or re-training, is needed, the necessary arrangements will be made.
The Town Clerk or the Chairman of the HR Committee should confirm in writing:
•
•
•
•

the nature of the concerns and how current performance fails to meet the required
standard
the improvement expected
the support and measures already introduced in an attempt to improve performance
any additional training and support that will be provided in order to help the employee
meet the standard
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•
•

the time period within which the employee must achieve the improvement required,
how this will be monitored, the criteria to be used, and the date at which a review will
take place
what might happen if the employee fails to meet the required standard.

Review Period
A fixed time limit will be set for performance to improve. This should be not less than one
month and not more than three months – unless the training schedule will not be complete
within this timeframe. At any time between the minimum and maximum time periods the
Town Clerk or the Chairman of the HR Committee may decide that the employee’s
performance has reached the satisfactory standard, and that their capability is no longer in
question. If this happens the Town Clerk or the Chairman of the HR Committee will inform
the employee.
Review Meeting
If the employee’s performance materially improves during the review period - but not to a
satisfactory standard - the improvement should be recognised, and more encouragement
given. The employee should be informed in writing (see below) of what further
improvements are required, and that these improvements must be made before the next
review period.
If performance has not improved during the review period, then the employee should be
told this. The employee should be informed of the continuing concerns about their
performance, taking into account any special circumstances. They should be reminded of
the steps previously taken to encourage them to improve and told as sensitively but as
honestly as possible of the possible consequences of no improvement. As part of the
monitoring process, the Town Clerk or the Chairman of the HR Committee should confirm
in writing:
•
•
•
•

•

the nature of the concerns and how current performance fails to meet the required
standard and the improvement expected
the support and measures already introduced in an attempt to improve performance
any additional training and support that will be provided in order to help the employee
meet the standard
the time period within which the employee must achieve the improvement required,
how this will be monitored, the criteria to be used, and the date at which a review will
take place. (The time period during this second review period should not normally be
less than one month or more than three months)
what might happen if the employee fails to meet the required standard.

Details of all capability proceedings should be recorded on the employee’s personal file.

If the aim of the Review Meeting is to compare the employee’s performance against a
Competence Schedule, then a full and frank discussion, with constructive feedback,
should take place. Further review dates should be set as required until the employee’s
performance is satisfactory, up to a maximum time limit of six months from the date of the
setting of the Competence Schedule. If the satisfactory performance is achieved, such
that their capability is no longer in question, the employee should be told of this. If the
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satisfactory performance continues for 12 months, then all written references to the action
taken under this policy will be taken off the employee’s file.
Dismissal
If, after six months from the date of the setting of the Competence Schedule, the capability
of the employee (due to skill, aptitude or other physical quality) has not improved
sufficiently, then consideration should be given to what further steps could be taken such
as termination of employment on the grounds of capability or action short of dismissal such
as redeployment or early retirement.
Appeals Procedure
Employees who become involved in capability proceedings, and who believe they are
being treated unfairly or that the letter or spirit of the policy was not being followed, may
follow the Council’s grievance procedure.
Employees who are dismissed on the grounds of capability shall have the right to appeal in
accordance with the Council’s appeals procedure.
Employees who decide to appeal should write to the Mayor within 21 calendar days of the
date of the letter notifying them of the disciplinary action.
If the employee wishes to appeal against the decision, they should write to the Mayor
stating their grounds for appeal. This should be done within seven calendar days of
receiving the notification. The Mayor will then convene a meeting of the Appeals
Committee consisting of no fewer than 3 Members who have not previously been involved
with the case.
The Committee hearing the appeal should read all the notes relating to the case and
contact the employee to invite them to an appeal meeting. This meeting should be held
within 14 days from receiving the letter of appeal or if not possible within a timescale
agreed with the employee. The employee should be informed that they have a right to be
accompanied by a trade union official or a person of their choice.
Within 7 calendar days of the appeal hearing, the Committee hearing the appeal should
respond to the employee in writing and notify them of their decision. The decision will be
final.
Any letters or documents relating to the case should be placed on the employee’s personal
file.

POLICY APPROVAL
For consideration by Council 23/05/2018

POLICY REVIEW
This policy should be reviewed 2 years from the date of approval
Capability Policy
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POLICY TITLE
Disciplinary Procedure
REVISION DATE
May 2018
REPLACES POLICY
Jan 2016
POLICY AIM
The aims of this disciplinary procedure are to:
•
•
•
•
•

allow the Council to set standards of performance and behaviour
make sure that employees are treated fairly and consistently when dealing with
shortfalls
help maintain and improve standards
provide a means of deciding when dismissal is justified. Dismissal is the last
resort when all else has failed or when the employee’s breach is a very serious
one
comply with legislation as part of the Employment Acts 2008 and 2010 and be
consistent with ACAS Code of Practice relating to Discipline and Grievance.

EXECUTIVE SUMMARY
The main points of this policy are:
•
when the Council is considering taking disciplinary action against an employee,
there is a Code of Practice to follow
•
the Line Manager has to write to the employee giving reasons of why they are
considering taking disciplinary action and invite the employee to a meeting to
discuss the matter
•
the employee has a right to be accompanied at the meeting
•
an employee has a right of appeal against the disciplinary action
WHO IS AFFECTED BY THE POLICY?
This policy applies to all employees of Skegness Town Council.
POLICY STATEMENT
Skegness Town Council recognises the value of its staff and aims to put policies in place
to ensure that they are treated fairly and consistently.
INFORMAL PROCEDURE
Cases of minor misconduct or unsatisfactory performance are usually best dealt with
informally. An informal conversation or quiet word is often all that is required to nip the
problem in the bud and improve an employee’s conduct or performance. In some cases,
additional training, coaching and advice may be what is needed. There will be situations
Disciplinary Policy

1

May 2018

where matters are more serious or where an informal approach has been tried but is not
working.
If informal action does not bring about an improvement, or the misconduct or
unsatisfactory performance is considered too serious to be classed as minor, employers
should provide employees with a clear signal of their dissatisfaction by taking formal
action.
How should it be done?
•

•
•
•
•
•

Talk to the employee in private. This should be a two-way discussion, aimed at
discussing possible shortcomings in conduct or performance and encouraging
improvement. Criticism should be constructive, with the emphasis being on finding
ways for the employee to improve and for the improvement to be sustained.
Listen to whatever the employee has to say about the issue. It may become evident
there is no problem – if so make this clear to the employee.
Where improvement is required make sure the employee understands what needs
to be done, how their performance and conduct will be reviewed, and over what
period. It may be useful to confirm in writing what has been decided.
Be careful that any informal action does not turn into formal disciplinary action.
Keep brief notes of any agreed informal action for reference purposes. There
should be reviews of progress over specified periods.
Consider at any stage whether the use of an independent mediator may be helpful.

Using Mediation
There are no hard and fast rules for when mediation is appropriate but it can be used:
•
•

For conflict involving colleagues of a similar job or grade, or between a line
manager and their staff.
To address a range of issues, including work relationship breakdown, personality
clashes, communication problems, bullying and harassment.

Cases un-suitable for mediation:
•
•
•
•

Used as a first resort. People should be encouraged to speak to each other and talk
to their manager before they seek a solution via mediation.
A decision about right or wrong is needed (i.e. criminal activity)
The parties do not have the power to settle the issue.
One side is completely intransigent and using mediation will only raise unrealistic
expectations of a positive outcome.

FORMAL PROCEDURE
Examples of when disciplinary action could be taken are:
•
•
•
•
•
•

poor conduct (i.e. drunkenness or fighting)
misuse of facilities (i.e. internet and email)
poor timekeeping
unauthorised absence
repeated or serious failure to follow instructions
poor attendance
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•

poor health and safety

The Council will always seek to resolve disciplinary and grievance issues in the workplace.
Where this is not possible, the Council and its employees will consider using an
independent third party to help resolve the problem.

When a potential disciplinary matter arises, someone will be appointed to establish the
facts of the case, take statements from witnesses and hold an investigatory meeting with
the employee (please note, that it should be made clear to the employee involved that this
is not a disciplinary meeting and that they may be accompanied if they wish by a person of
their choosing). It is important to keep a written record of the investigation for later
reference. The following will undertake the investigation:
•
•
•

Staff other than the Town Clerk or Deputy Town Clerk – The Deputy Town Clerk
Deputy Town Clerk – The Town Clerk
Town Clerk – The Chairman of the HR Committee

Having established the facts, the person undertaken the investigation should decide
whether there is a case for the employee to answer or not. If, following investigation,
formal disciplinary action appears to be necessary the person who conducted the
investigation should hand the investigation file to the Town Clerk in respect of staff
generally and to the HR Committee in respect of the Town Clerk and Deputy Town Clerk.
Where potential disciplinary action is to be taken against the Town Clerk or Deputy Town
Clerk this must be approved by Council beforehand.
In certain cases, for example, in cases of gross misconduct, where relationships have
broken down or there are risks to property or people, the employee may be suspended on
full pay. Please refer to the suspension policy for full details of the procedure.

The person conducting the disciplinary hearing will write to the employee and include:
•
•
•
•
•
•

what it is they are alleged to have done wrong and briefly why this is not
acceptable.
a request for them to attend a meeting at which the issue can be discussed –
allowing at least 3 working days notice.
Details of the date, time and venue of the meeting.
a statement making them aware that they have a right to be accompanied by a
trade union official or a person of their choice.
Copies of any written evidence, which may include witness statements.
Contain sufficient information about the alleged misconduct or poor performance
and its possible consequences to enable the employee to prepare to answer the
case at a disciplinary meeting.

The employee will be at liberty to provide a copy of these documents to any person who
may be accompanying them at the disciplinary meeting.
If disciplinary action is considered against a trade union representative, the case should be
discussed, after obtaining the employee’s agreement, with a senior trade union
representative or permanent union official (region).
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If the employee or the person who is accompanying them is unable to make the proposed
date, another meeting should be arranged within 5 working days.

Preparing for the meeting
•
•
•

arrange a time for the meeting, which should be held as privately as possible, in a
suitable room, and where there will be no interruptions.
make provision for any reasonable adjustments to accommodate the specific
needs of the person.
ensure that all the relevant facts are available, such as disciplinary records and any
other relevant documents (i.e. absence or sickness records) and, where
appropriate, written statements from witnesses.

The meeting should be held without unreasonable delay whilst allowing the employee
reasonable time to prepare their case. The person conducting the meeting will explain the
complaint against the employee and go through the evidence that has been gathered.
Remember that the point of the disciplinary meeting is to establish the facts, not to catch
people out.
The employee will then be given the opportunity to state their case and answer any
allegations that have been made. The employee will also be allowed to ask questions,
present evidence, call relevant witnesses and be given an opportunity to raise points about
any information provided by witnesses. Where an employer or employee intends to call
relevant witness they should give advance notice that they intend to do this. Any person
accompanying the employee will be able to fully participate in the meeting, for example by
addressing the hearing, but not answer questions on behalf of the employee. If new facts
emerge, it may be necessary to adjourn the meeting to investigate them and reconvene
the meeting when this has been done.
Where an employee raises a grievance during a disciplinary process the disciplinary
process may be temporarily suspended in order to deal with the grievance. Where the
grievance and disciplinary cases are related, it may be appropriate to deal with both issues
concurrently.
General questioning and discussion advice:
•
•
•
•

Use this stage to establish all the facts.
Ask the employee if they have any explanation for the alleged misconduct or
unsatisfactory performance, or if there are any special circumstances to be taken
into account.
If it becomes clear during this stage that the employee has provided an adequate
explanation or there is no real evidence to support the allegation, bring the
proceedings to a close.
Keep the approach formal and polite and encourage the employee to speak freely
with a view to establishing the facts. A properly conducted disciplinary meeting
should be a two way process. Use questions to clarify the issues and to check that
what has been said is understood. Ask open-ended questions to get the broad
picture. Ask precise, closed questions requiring a yes/no answer only when specific
information is needed.

Disciplinary Policy

4

May 2018

•
•
•
•

Do not get involved in arguments and do not make personal or humiliating remarks.
Avoid physical contact or gestures.
It is possible that the disciplinary meeting may not proceed smoothly – people may
be upset or angry. If the employee becomes upset or distressed allow time for them
to regain composure before continuing.
Clearly during the meeting there may be some ‘letting off steam’, and this can be
helpful in finding out what has actually happened. Please note, abusive language or
conduct should not be tolerated.

What if an employee repeatedly fails to attend a meeting?
There may be occasions when an employee is repeatedly unable or unwilling to attend a
meeting. This may be for various reasons, including genuine illness or unwilling to attend a
meeting. Employers will need to consider all the facts and come to a reasonable decision
on how to proceed. Where an employee continues to be unavailable to attend a meeting
the employer may conclude that a decision will be made on the evidence available. The
employee should be informed where this is to be the case.

Following the meeting, the person conducting the meeting (or Committee) should decide
whether or not disciplinary or any other action is justified. Account should be taken of the
following when making their decision:
•
•
•
•
•
•

Whether the rules of the organisation indicate what the likely penalty will be as a
result of the particular misconduct.
The penalty imposed in similar cases in the past.
Whether standards of other employees are acceptable, and that this employee is
not being unfairly singled out.
The employee’s disciplinary record (including current warnings), general work
record, work experience, position and length of service.
Any special circumstances which might make it appropriate to adjust the severity of
the penalty.
Whether any training, additional support or adjustments to the work are necessary.

Reconvene the meeting and inform the employee of the decision, how the decision was
made and read out the content of the written confirmation of the action that has been
decided upon. Explain to the employee their right to appeal against the decision.
Write to the employee to confirm the outcome of the meeting.
After a decision has been made all background papers should be placed on the
employee’s personal file.
Formal disciplinary action includes:
a)

Written warning - Unsatisfactory Performance

If cases of unsatisfactory performance an employee should be given an ‘improvement
note’, setting out:
•
•

the performance problem.
the improvement that is required.
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•
•
•

the timescale for achieving this improvement.
a review date.
any support, including any training, that the employer will provide to assist the
employee.

The employee should be informed that the note represents the first stage of a formal
procedure and is equivalent to a first written warning and that failure to improve could lead
to final written warning and ultimately dismissal.
b)

Written warning - Misconduct

If a written warning is deemed necessary the Town Clerk (or Disciplinary Committee
Chairman) must write to the employee, referring to the meeting, and include:
•
•
•
•

•
•

the nature of the misconduct and why this is not acceptable
the level of improvement required
the date by which it is to be achieved
a statement making the employee aware that this written warning is part of the
formal disciplinary process and that if there is a re-occurrence of the issues
raised or not sufficient improvement, this could result in a final written warning
and ultimately dismissal
reference to the fact that this warning will remain in force for 12 months and can
be extended if needed
information about the right to appeal that they have against the decision (as
outlined in this procedure).

The copy of the letter should be placed on the employee’s personal file.
c)

Final written warning

If the issues which resulted in a written warning do not improve sufficiently or re-occur, or,
where the first offence is considered serious, the employee should be issued with a final
written warning. The Town Clerk (or Disciplinary Committee Chairman) should write to the
employee, referring to the meeting and include:
•
•
•
•
•
•

the nature of the misconduct and why this is not acceptable
the level of improvement required
the date by which it is to be achieved
a statement making the employee aware that this written warning is part of the
formal disciplinary process and that if there is a re-occurrence of the issues
raised or not sufficient improvement, this could result in dismissal
reference to the fact that this warning will remain in force for 12 months and can
be extended if needed
information about the right to appeal that they have against the decision (as
outlined in this procedure).

The copy of the letter should be placed on the employee’s personal file.
d)

Action short of dismissal

If the employee has received a final written warning and there have not been sufficient
improvements, other actions short of dismissal may be taken. These include demotion,
Disciplinary Policy
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withholding promotions, loss of increment or the employee paying for any damage done.
These measures may be permanent or temporary depending on the circumstances.
e)

Dismissal with notice following previous warnings

When all options have failed, dismissal with notice or payment in lieu of notice may be
necessary. Dismissal must be reasonable in all the circumstances of the case. Unless the
employee is being dismissed for reasons of gross misconduct, he or she should receive
the appropriate period of notice or payment in lieu of notice.
The Town Clerk has authority to dismiss in respect of non-direct reports
Only Full Council has the authority to dismiss the Town Clerk and those reporting directly
to the Town Clerk.
f)

Dismissal without notice for gross misconduct

Gross misconduct is generally seen as misconduct serious enough to overturn the contract
between the employer and the employee thus justifying summary dismissal. In cases of
gross misconduct, the Council may consider dismissing the employee even though they
haven’t already received a written warning or a final written warning.
Only Full Council has the authority to dismiss.

Examples of gross misconduct might include:
•
•
•
•
•
•
•
•
•
•
•
•

theft or fraud.
physical violence or bullying.
deliberate and serious damage to property.
serious misuse of an organisation’s property or name.
deliberately accessing internet sites containing pornographic, offensive or obscene
material.
serious insubordination.
unlawful discrimination or harassment.
bringing the organisation into serious disrepute.
serious incapability at work brought on by alcohol or illegal drugs.
causing loss, damage or injury through serious negligence.
a serious breach of health and safety rules.
a serious breach of confidence.

The list is neither exclusive nor exhaustive and in addition there may be other offences
which would constitute gross misconduct.
Dealing with special cases
If an employee is charged with, or convicted of a criminal offence this is not normally in
itself reason for disciplinary action. Consideration needs to be given to what effect the
charge or conviction has on the employee’s suitability to do the job and their relationship
with their employer, work colleagues and customers. An employee should not be
dismissed or otherwise disciplined solely because he or she has been charged with or
convicted of a criminal offence.

Disciplinary Policy
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The Appeal Procedure
Employees who have had disciplinary action taken against them have the right to appeal.
An employee may choose to appeal, for example, because:
•
•
•

they think the decision made was unfair
new evidence comes to light
they think the disciplinary procedure wasn’t followed correctly.

If the employee wishes to appeal against the decision, they should write to the Town Clerk
(or in the case of the Town Clerk the Mayor) stating their grounds for appeal. This should
be done within seven calendar days of receiving the notification. The Town Clerk will then
convene a meeting of the Appeals Committee, consisting of not less than 7 Members of
Council who were not involved in the disciplinary meeting.
The Committee hearing the appeal should read all the notes relating to the case and
contact the employee to invite them to an appeal meeting. This meeting should be held
within 14 days from receiving the letter of appeal or if not possible within a timescale
agreed with the employee. The employee should be informed that they have a right to be
accompanied by a trade union official or a person of their choice.
Within 7 calendar days of the appeal hearing, the Committee hearing the appeal should
respond to the employee in writing and notify them of their decision. The decision will be
final.
Any letters or documents relating to the case should be placed on the employee’s personal
file.
Equality
As an employee of Skegness Town Council if you feel that this policy or function has a
negative impact on you as an individual and / or you are unable to access this policy or
function for any reason please contact the Town Clerk. Skegness Town Council is
committed to promoting equality and eliminating discrimination on the grounds of gender,
sexual orientation, gender reassignment, marital or civil partnership status, religious belief,
race, disability and / or age.
POLICY APPROVAL
To be considered at Council Meeting 23/05/2018

POLICY REVIEW
This policy is to be reviewed at least every 2 years

Disciplinary Policy
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POLICY TITLE
Grievance Procedure

REVISION DATE
May 2018
REPLACES POLICY
Jan 2016
POLICY AIM
The aims of this grievance procedure are to:
•
•
•
•

provide employees with a course of action if they have a complaint that they are
unable to resolve informally with their line manager
allow managers to deal with employee grievances fairly, consistently and quickly
comply with legislation
comply with the ACAS guidance on dispute resolution

EXECUTIVE SUMMARY
The main points of this policy are:
•

if a grievance cannot be settled informally there is a procedure to follow:
- an employee should write to their line manager and set out the grievance
- the line manager meets with the employee to discuss the grievance
- following the meeting the line manager responds to the employee’s grievance
in writing
- employees have a right to appeal if they are not satisfied with their line
manager’s response.

WHO IS AFFECTED BY THE POLICY?
This policy applies to all employees of Skegness Town Council.
POLICY STATEMENT
Skegness Town Council recognises the value of its staff and aims to put policies in place to
ensure that they are treated fairly and consistently.
PROCEDURE
What is a grievance?

Grievance Policy
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‘Grievances are concerns, problems or complaints raised by a staff member with
management. Anybody may at some time have problems or concerns with their working
conditions or relationships with colleagues that they wish to raise” - ACAS.
The Council is committed to trying to defuse and resolve situations early before they reach
the formal grievance process. Mediation and counselling will be used where possible.
Employees should try and resolve grievances informally with their line manager. Issues
that may cause grievances include:
•
•
•
•
•
•
•

terms and conditions of employment (other than grading)
health and safety
work relations
bullying and harassment
working environment
equality and diversity
organisational change

The formal grievance process
If a grievance cannot be settled informally, then the employee should raise the matter
formally and follow the procedure:
1.

The employee should set out the grievance in writing and give this to their line
manager. If the complaint is about their line manager, the employee can submit
their grievance to that person’s manager (where the manager is the Town Clerk
to the Chairman of the HR Committee).

2.

Once the line manager has received a grievance in writing they should, within
fourteen calendar days, contact the employee to arrange the grievance hearing
meeting for a mutually convenient date, time and place. For staff not directly
reporting to Town Clerk, the grievance shall be heard by the Town Clerk
supported by other staff as appropriate to the situation. For those reporting to
the Town Clerk the grievance shall be heard by the HR Committee unless they
have been involved in an associated issue, in which case the Council will
appoint a Grivance Committee comprising not less than 3 Member who have not
been involved in any associated issue. The meeting does not have to be held
within fourteen calendar days however there should be no unnecessary delay.
The employee has a right to be accompanied by a trade union official or a
person of their choice. It is important that the meeting is not interrupted and the
grievance is treated confidentially. Every effort must be made by all parties to
attend this meeting.

3.

At the meeting the Town Clerk or Chairman of the Committee should state the
purpose of the hearing and introduce everyone present. The employee should
explain their complaint and say how they think it should be settled. Questions
should be asked as necessary to ensure all relevant details are known. It is
likely at this stage that further investigation or advice will be needed before
making a decision. The Town Clerk or Chairman should explain what they
propose to do in response to the employee’s complaint e.g. conduct an
investigation and what the likely timescales are.
Grievance Policy
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4.

In line with the timescales the Chairman or Town Clerk should arrange to meet
with the employee to outline the response to the employee’s grievance. The
response should include what action the Council intends to take following the
grievance. The outcome of this meeting should be followed up in writing. The
employee should be informed that if they remain dissatisfied they have a right of
appeal to the Mayor.

5.

If the employee is dissatisfied with the response a written application can be
made to the Mayor, stating their grounds for appeal. This should be done within
fourteen calendar days of receiving notification of the decision.

6.

The Mayor should then arrange a meeting of the Appeals Committee (minimum
of 3 Members who have not been involved in the case) with the employee within
fourteen calendar days from receiving the letter of appeal. The employee has a
right to be accompanied by a trade union official or a person of their choice.

7.

Within seven calendar days of the meeting, the Chairman of the Appeals
Committee should respond to the employee in writing and notify them of their
decision. This decision will be final.

8.

Nothing in this procedure shall prejudice the legal rights of the employee and the
Council.

9.

Any letters or documents relating to the case should be placed on the
employee’s personal file.

Leavers
If an employee makes a written or verbal statement as part of a resignation or leaving
process which is effectively a complaint about the Council, then this complaint will be
regarded as a grievance and dealt with as per the grievance procedure. Only if the
employee states that they do not wish the complaint to be dealt with as per the grievance
procedure and signs a statement to that effect, will the complaint not be dealt with as per
the grievance procedure.
Complaints in writing
The Council will deal with any complaints made by employees in writing (however informal
they may appear) in accordance with this grievance procedure. This will include any
emails complaining about something, resignation letters, hand written notes etc.

Information for companions
If the employee’s chosen companion is not available at the time arranged for the first
meeting the hearing can be postponed but the hearing must be held within five working
days after the original date proposed by the employer.
At the hearing the companion is permitted to:
• Address the hearing, but not to answer questions on behalf of the employee
Grievance Policy
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•
•
•
•

Confer with the worker during the hearing
Ask questions of the employer and employee during the hearing
Participate as fully as possible in the hearing
Take reasonable time to confer privately with the employee.

Information
Any records made must be held in accordance with the provisions of the General Data
Protection Regulations 2018 and the guidance of the Information Commissioner.

POLICY APPROVAL
For consideration by Council Meeting on 23/05/2018
POLICY REVIEW

This policy should be reviewed 2 years from the approval date or on a change in legislation
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POLICY TITLE
Suspension Procedure
REVISION DATE
May 2018
REPLACES POLICY
Jan 2016
POLICY NUMBER

POLICY AIM
The aim of the suspension policy is to clarify the reason, processes and purpose for
suspending employees.
EXECUTIVE SUMMARY
The main points of this policy are to ensure that:
•
•
•
•
•
•

Staff are aware of the guidelines and procedures imposed in this policy.
Staff are aware that suspension is neither disciplinary action nor an indication of
guilt.
Suspension should be used as a last resort in cases of known or suspected gross
misconduct or if the relationship between the employer and employee has broken
down or if there is a risk to property or other people.
Suspension allows an objective investigation of an incident to be carried out, before
disciplinary action, if any, is taken.
Suspension is not used as a sanction before disciplinary action.
Any decision to suspend an employee must be reasonable in all the circumstances
and must not be discriminate on grounds of age, race, sex, disability, sexual
orientation or religion or belief.

WHO IS AFFECTED BY THE POLICY?
This policy applies to all employees of Skegness Town Council.
POLICY STATEMENT
Skegness Town Council recognises the value of its staff and aims to put policies in place
to ensure that they are treated fairly and consistently.
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PROCEDURE
What is suspension?
‘The definition of suspension is a period of uncertainty or temporary cessation of a right
until further information is available.’
Suspension is likely to be appropriate:
•

in cases of known, or suspected, gross misconduct, in which case it is usually
prudent to ask the employee to leave the premises at once and to stay away until
called back to the workplace for a hearing. Gross misconduct could include but is
not limited to:
o theft
o fraud
o serious bullying and harassment
o misuse of the organisation’s property
o deliberate or flagrant failure to follow the organisation’s procedures
o bringing the employer into serious disrepute.

•

if it is thought that the employee’s continued presence in the workplace could create
risks to the employer’s property or in respect of the employer’s responsibilities to
other parties

•

if the integrity of an investigation may be undermined by the accused employee
continuing to work with witnesses.

Skegness Town Council ensures any decision to suspend an employee must be as
objective as possible. Skegness Town Council is committed to ensure that suspension is
used as a last resort and that suspension is not disciplinary action nor an indication of guilt
but a procedure to ensure an objective investigation of an incident can be carried out,
before disciplinary action, if any, is taken.
Suspension, however, is stressful for the individual and has a stigma attached to it.
Therefore, Skegness Town Council ensures provisions are available regarding counseling
services to support them if required.
Skegness Town Council are committed to ensure any decision to suspend an employee
must not discriminate on grounds of age, race, sex, disability, sexual orientation, gender
reassignment, marital or civil partnership status, religion or belief.
Points to Consider Before Suspending
Before considering suspending staff the manager must conduct a small investigation to
ascertain the preliminary facts of the matter. Before making the decision to suspend the
following points must be considered and documented by the Town Clerk or where the
Town Clerk is to be suspended by the Chairman of the HR Committee.
•
•

What pre-investigation has been carried out by whom and over what period
of time?
Why suspension is appropriate?
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•

Could the employee be transferred to different duties as an alternative whilst
the full investigation is being carried out?

The Suspension Procedure:
1

The Town Clerk has delegated authority to suspend any member of staff on full pay.

2

The Town Clerk may only be formally suspended by agreement of Council. Where
there is an urgent and extreme need to remove the Town Clerk from Council
premises, the Mayor in conjunction with the Deputy Mayor and the Chairman of the
HR Committee may suspend the Town Clerk and seek retrospective approval from
Council by calling a meeting within 4 working days.

3

The employee should be verbally informed of the following, in a clear and precise
manner:
•
•
•
•
•
•

That they are to be suspended from work to allow a thorough investigation to
take place.
Why they have been suspended.
How long it is anticipated that the suspension will last.
That their contract of employment will continue and that they will receive their
normal pay and benefits.
They must not report to work or have any discussions with colleagues or
customers during this time.
Their agreed point of contact during suspension.

This must be followed up in writing within 3 days and sent to the individual at their
home address, marked strictly private and confidential and sent by recorded
delivery. The recorded delivery slip should be attached to the copy of the letter for
the investigation file.
4

The employee must be given assistance in gathering any personal belongings and
that the employee surrenders all property of Skegness Town Council before they
leave the premises. This can include items such as identity badge, keys, files,
passes etc.

5

The Town Clerk/Mayor must ensure the employee leaves the premises in an
appropriate manner, ensuring that no other conversation is engaged.

6

The employee must be provided with information regarding counseling services to
support them if required.

7

The employee must make themselves available to discuss any issues arising from
the suspension.

8

Suspension should be kept continuously under review, and time limits should be set
for reviews to take place. The suspension should be as short a period as
reasonably possible.

Information regarding Accompaniment
Draft Suspension Policy May 2018
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Employees attending an investigatory meeting whilst suspended can be accompanied by a
trade union official or a person of their choice.

POLICY APPROVAL
For Approval by Council 23/05/2018

POLICY REVIEW
May 2020
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Skegness Town Council Pay Policy Statement 23rd May 2018

Each local authority is required to produce a pay policy statement to be approved by the
council each year. Any changes to this statement or policies contained within the statement
must be approved by Council unless such changes are within the delegated powers of the
HR Committee or Town Clerk.
This statement reflects current practice and existing policies at the Council.
The Council is committed to providing quality public services that provide value for money for
residents. To do this, we must employ high quality employees and reward them
appropriately. This statement provides the framework under which the Council will reward
employees.

Town Clerk
When determining salary levels relevant evidence is considered using the NALC/SLCC
spinal point calculator which is then mapped on to the Local Council Grade Structure. The
terms and conditions of the Town Clerk are determined by the National Joint Council (NJC)
for Local Government (the green book) with variation at a local level
The level of remuneration set for the post of Town Clerk encompasses consideration of
several elements including the size and complexity of the organisation, the population to
which services are delivered, the number of staff, the role of Responsible Finance Officer
and associated budget levels. The salary grade was last reviewed in 2015 using the
NALC/SLCC calculator. There are currently no provisions for bonus or performance related
pay, but progression through the grade requires acceptable performance to have been
achieved in the previous year as measured by the HR Committee. The salary paid falls
below the limit required for publication by Government.
This is reviewed when there are significant responsibility changes or when posts become
vacant.
Any cost of living increase is paid if agreed by the NJC as notified by NALC.

Deputy Town Clerk
The Deputy Town Clerk’s salary has been set within the Local Council Grade Structure on a
grade equating to:Town Clerk’s grade minus 4 grades - if unqualified or not meeting the necessary level of
experience.
Town Clerk’s grade minus 3 grades - if qualified with 2 years’ experience.
The terms and conditions of the Deputy Town Clerk are determined by the National Joint
Council (NJC) for Local Government (the green book) with variation at a local level. The
salary grade was last reviewed in 2016. There are currently no provisions for bonus or
performance related pay, but progression through the grade requires acceptable
performance to have been achieved in the previous year as measured by the Town Clerk.
The salary paid falls below the limit required for publication by Government.

This is reviewed when there are significant responsibility changes or when posts become
vacant.
Any cost of living increase is paid if agreed by the NJC as notified by NALC.

Other Staff
Because of the relatively small number of staff employed other post gradings are based on
evaluation of the functions and responsibility of the posts measured against the local job
market and those of other Town and Parish Councils. These are reviewed when
responsibilities change or when posts become vacant.
Office posts are placed on salary Local Council Salary grades, all manual and other staff are
based on NJC spinal points with grades determined by Council.
Starting salaries are usually at the bottom of the relevant pay grade unless relevant factors
such as skills, qualifications and experience exist to create a business case to pay at a
higher point within the grade.
Actual salaries paid all fall below the limit required for publication by Government

Honoraria
Honoraria/Acting Up Where temporary additional duties/responsibilities are given to an
existing employee an honoraria payment can be made. The amount payable is based on an
assessment of the additional duties/responsibilities undertaken. Honoraria are only used on
a temporary basis and must be reviewed regularly to ensure appropriateness.
Pay multiple
Due to the small size of the staffing establishment, the Council does not set a formula for the
relationship between the lowest and highest paid employees.
Gender equality reporting
Due to the small size of the staffing establishment, there is no obligation to publish data on
gender pay equality.
Local Government Pension Scheme
All employees with contracts of more than 3 month are eligible to join the Local Government
Pension Scheme. For eligible staff, Statutory Auto Enrolment will apply. The pension
scheme requires contributions from employees based on their earnings. From 1st April 2014
the scheme changed from a final salary pension scheme to a career average pension. The
employee contributes between 5.5% and 12.5% of their pay depending on their salary level.
The more an employee earns the higher their pension contribution rate. The employer also
contributes a percentage of pay to the pension fund. The Council’s contribution rate is set
annually by the Lincolnshire Local Government Pension Scheme managers and can include
contributions to offset any risks associated with the value of the scheme compared to its
liabilities.

POLICY TITLE
Press and Media Policy
REVISION DATE
May 2018
REPLACES POLICY
New Policy
POLICY AIM
Where information is not available via the Council’s publication scheme, the Council shall
endeavor to assist the media with enquires about the Council’s functions, decisions,
projects, consultations and actions. The purpose of this policy is to establish a framework
for achieving an effective working relationship with the media. This policy will set out who
is authorised to speak on behalf of the Council to ensure views and policies of the Council
are present accurately, to ensure consistency when dealing with the press and media and
to ensure the press and media are treated equally.

EXECUTIVE SUMMARY
Skegness Town Council is committed to the provision of accurate information in respect of
its functions, decision and actions. This policy is subject to the Council’s statutory
obligations set out in the Public Bodies (Admissions to Meetings) Act 1960, the Local
Government Act 1972, the Local Government Act 1986, the Freedom of Information Act,
the General Data Protection Regulation and the Council’s Standing Orders. The Council
must also have regard to the Government’s Code of Recommended Practice on Local
Authority Publicity.
POLICY STATEMENT
Press Protocol
•
•
•
•

The Town Clerk as proper officer for the Council acts as press officer
Political Party of group affiliation of any Member(s) will not be identified or quoted in
any press release
When the media seeks information on an issue that is, or likely to be, subject to
legal proceedings, professional advice should be sought before any response is
made
During election year, from the issue of the Notice of Election until the day following
the election, the Town Clerk would not normally issue press releases

Meetings
Meetings of the Council and its Committees are open to the public and press to attend,
unless the Council resolves that their presence is prejudicial to the public interest by of the
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confidential nature of the business to be transacted. Recording and reporting on meetings
is permitted. Copies of agendas and supporting papers for a meeting are provided and
reasonable facilities for the press are provided.
Press Releases
In accordance with the Council’s Standing Orders, the Town Clerk is the Council’s
nominated Press Officer with the authority to issue official press releases. No other
member of staff (other than the Deputy Town Clerk when deputising for the Clerk under
delegation) has the authority to issue public statements on behalf of the Council.
On contentious matters, the Clerk, will consult with the Mayor where there is insufficient
time for a Council meeting before issuing a press statement. The Mayor may speak to the
press on behalf of the Council where there is an agreed Council position or in case of
emergency, national news story or another major event. In all other cases the Mayor
should refer the press to the Council office.
Councillors
Councillors should be aware that according to case law the role of Councillor overrides the
rights to act as an individual. Councillors cannot speak on behalf of the Council, reporters
should be directed to contact the Clerk if they want to carry out an interview or obtain a
statement about the Council’s business or actions.
When speaking to the Press or Media in any other capacity this should be made clear, for
example as an individual or spokesperson for a community group or political party. Never
use the prefix “Councillor” when writing to the press as an individual. This implies you are
stating Council policy. A Councillor should not raise matters relating to the conduct or
capability of an Officer at meeting open to the press and public.
IMPLEMENTATION
The Council may be held legally liable for any statements made to the media by its
employees and Councillors. It also has a responsibility to make sure the information we
hold on clients, citizens and employees is held confidentially and securely.

ROLES AND RESPONSIBILITIES
All Councillors and employees will be responsible for:
• making sure you have read and understood the Press & Media Policy and
considered this in conjunction with the related policies below;
• meeting the standards set out in this Policy and any associated guidance which
may be published from time to time; Failure to do so may result in disciplinary
action being taken against Employees and Councillors being reported to the
Monitoring Officer under the code of conduct.
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• ensuring that you do not make a statement about a person, company or
organisation that is considered to harm reputation. If the defamatory statement is
written (in print or online) it is known as liable;
• reporting any breeches of the policy to the Town Clerk

MONITORING
The policy will be monitored in the following ways:

MONITORING ACTIVITY

PERSON RESPONSIBLE

Breeches of the policy to be reported to the Everyone
Town Clerk
Reports will be investigated, in conjunction Town Clerk
with the Mayor (or Deputy Mayor where an
allegation relates to the Mayor) and
reported to Council.
Changes in legislation.

Town Clerk, Deputy Town Clerk.

POLICY APPROVAL
Due for approval at Council Meeting on 23rd May 2018

POLICY REVIEW DATE
Every three years, or before if necessary. Next review due 23/05/21
RELATED POLICIES & STRATEGIES
Social Media Policy
Community Engagement Policy
Information Security Policy
Code of Conduct
Standing Orders
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SKEGNESS TOWN COUNCIL
REPORT TO:
BY:
SUBJECT:

COUNCIL 23rd May 2018
Deputy Town Clerk
Street Naming Request

PURPOSE: To approve or otherwise the street naming request for land
adjacent and north of Killiney and adjacent Greenview /Teeview, Beacon Way,
Skegness.
1
1.1

REQUEST
A street naming request was received on 20th April 2018 to name the
street “Beacon Crescent”.

1.2

A copy of the street naming policy was provided and advice given that, as
per policy guidelines (b) New street names should not duplicate any similar
name already in use in the parish or neighbouring authority. A variation in
the terminal word, i.e. 'street', 'road', 'avenue', etc. will not be accepted as
sufficient reason to duplicate a name.

1.3

As Beacon Way already exists the applicant was advised that Council may
well object to “Beacon Crescent” and asked to provide alternatives.

1.4

The applicant responded with the following options: Beacon Crescent
(remains preferred option), Five Acres, The Fairways or Southview
Crescent.

1.5

Council should note the following policy guidelines when making its
decision:

1.6

“Acres” is not listed as one of the suffixes that the street name should end
with, but neither is it listed as a non acceptable suffix.

1.7

Policy guildeline (g) states No street or building name to start with “The”.

2
2.1

RECOMMENDATIONS
It is recommended that the Council
a) approve or otherwise one of the street names listed in 1.4
b) provide suggested alternative, if applicable
FOR DECISION
For information relating to this
report please contact The
Town Clerk, Town Hall
Skegness or email
info@skegnesscouncil.org.uk
Background papers – None.

(complete after reading the Grant Policy)

SKEGNESS TOWN COUNCIL
GRANT APPLICATION FORM
Organisation

Rotary Club Skegness

Contact name

Margaret Taylor

Telephone contact
Email address
Postal address

£1000

Amount requested
(there is a maximum grant for which you can
apply see website or contact Town Clerk for
current limit)

State how the amount
requested will be used
(provide full details including who will benefit,
when and how – this is your opportunity to justify
why the Council should give you a grant)

The Rotary Club of Skegness is trying to raise funds
to establish a network defibrillators around the
Skegness community. We are very conscious of the
need for these to be easily accessible not only for the
holiday visitor’s but also for our local residents.
We are working with the business community to
strategically install these to ensure maximum
coverage, but there are still areas of the town that
we have not yet serviced.
To date we have installed 20 with 8 more planned
but we see that a minimum of 30 ideally 40 are
required. Within days of one being installed it was
used and saved a life. With this feedback we are
spurred on to complete the job we have started.
Schools leisure facilities public buildings are all
hosting the boxes but more are required.
School children have seen the defibrillators and have
asked Rotary if they could provide some first aid
training for the children in how to use the kits. This
took in place for them in February.
Its all about saving lives and that life could be yours.!!

Grant Application/STC/March2016
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What is the total amount
required for this project and
how much is your
organisation hoping to
provide itself towards this
project?
(attach additional sheets if necessary)

Each defibrillator costs approx. £1000 to buy, site,
install and train the site staff.
We have another 10/12 to purchase so £12000
We are taking on a variety of fund raising activities in
an attempt to complete the project. So far completed
this year is a Fun Run by the Club President, a
swimarathon at Richmond Holiday Centre and
various smaller events where funds have
accumulated but more funds are required.

Detail how you have arrived at A quotation was provided for the original defibrillator
the requested grant amount. If copy attached.
quotations have been
obtained please provide
copies.
(attach additional sheets if necessary)

Have you approached anyone We raised from 2018 Swimarathon £3000,
else for a grant or loan? List Sponsorship from businesses £5000, accumulated
club funds accounting for the remainder to date.
any funds already promised
or obtained
(attach additional sheets if necessary)

Describe your organisation and its principle objectives
Rotary is a service organization – it has members who are willing to give their time and service for
the benefit of others. We are a registered charity with fully audited accounts.
We work tirelessly in the local community and over the years have collected for the Lifeboat, the
Air ambulance, the foodbank, we have bought seats for the Lumley road area as well as Princess
Parade gardens. We run a golden ticket project in conjunction with Magna Vita for disadvantaged
children, paying for them to attend the theatre. We support local schools and community groups.
We are keen to see Skegness recognized as a”top” resort and the installation of these
defibrillators can only enhance the town and the holiday experience for our visitors.

Please continue on addition sheets if required
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1. The Council will not consider any application form which is not
fully completed or arrives after the deadline (see policy).
2. Include with your application a copy of the latest audited or certified
accounts and a copy of bank statement(s) covering the last 3
months. In the case of a start-up organisation where accounts are
not available please provide a detailed business plan for your
organisation. Failure to provide necessary information will result in
the application being rejected.
3. Applications can only be accepted from non profit making
organisations and societies.
4. The Council expects organisations to provide a reasonable amount
of funds themselves towards a specific project or scheme.
5. Grant applications cannot be accepted for the general running costs
of an organisation other than as part of the start-up costs.
6. The Council reserves the right to withdraw a grant if it feels that
the condition of the grant has not been fulfilled.
7. The Council reserves the right to impose conditions on the offer of
a grant. The decision of the Council in respect of the grant
application shall be final.
•

Applications for grants can be made throughout the year, if the grant
budget has already been spent for the current year you will be asked
to submit your application for the next financial year (1st April). You
may contact the Town Clerk to determine if there is any grant
awarding budget remaining for the current year before you submit
your application. The Council cannot take any responsibility for an
application form that has not been received for whatever reason.

8. By signing the application below, you are confirming that the
information you are providing Skegness Town Council is accurate
and that you are authorised by the organisation to act on their
behalf.

Name

Margaret Taylor

Position within organisation

Past District Governor, Past President of R C
Skegness

Signature
Date

16/4/18
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Picture provided by Rotary Club in support of grant application.

