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Horndean Parish Council

QOption 1 - Key Holder Operation
FINANCIAL SUMMARY
YEARS
INCOME 1 2 3 4 5
Dry side 138,385 145,305 152,570 152,570 152,570
Secondary 33,466 38,974 49,587 49,587 49,587
[TOTAL INCOME | 171,851} 184,279] 202,157 202,157} 202,157}
YEARS
[EXPENDITURE 1 2 3 4 5
Staffing Costs
Salaries and Wages | 98,035] 98,035] 98,035] 98,0351 98,035}
Premises
Utilities 12,350 12,350 12,350 12,350 12,350
Repairs and Maintenance 5,850 5,850 5,850 5,850 5,850
Grounds Maintenance 0 0 0 0 0
Cleaning 4,550 4,550 4,550 4,550 4,550
National Non-Domestic Rates 7,500 7,500 7,500 7,500 7,500
Life-Cycle Costs 9,750 9,750 9,750 9,750 9,750
Premises 40,000 40,000 40,000 40,000 40,000
Advertising & Marketing | 5,437] 3,686 4,043] 4,0434 4,043]
Administration
Insurances 4,875 4,875 4,875 4,875 4,875
Printing, Postage and Stationery 1,961 1,961 1,961 1,961 1,961
Telephones 1,961 1,061 1,961 1,961 1,961
Other Administration 2,941 2,941 2,941 2,941 2,941
Administration 11,737 11,737 11,737 11,737 11,737
Other supplies and sundry items ] 8,593] g 214] 10,108{ 10,108] 10,108}
Cost of Sales - Secondary Income [ 10,040} 11,692] 14,876} 14,876] 14,876
Other Costs
Central Costs 4] 0 0 0 Q
Contingency / Profit 8,593 9,214 10,108 10,108 10,108
Other Costs 8,593 9,214 10,108 10,108 10,108
[Total Expenditure I 182,434] 183,578] 188,908] 188,908] 168,908]
NET OPERATING SURPLUS / (COST) (10,583) 701 13,249 13,249 13,249
[excluding life-cycle costs ] (833)] 10,451] 22,999] 22,999] 22,999}
YEARS
[USAGE 1 2 3 4 5
Dry side | 125,530] 131,807] 138,397 138,3971 138,397
[Total Visits i 125,5301 131,807] 138,397 138,3907] 138,307
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FINANCIAL AND USAGE SUMMARY

Projected Growth in Usage:
Dry side
Rentals
Outdoor Facilities

Health and Fitness

Wet side
Secondary
Other Memberships
Miscellaneous

FINANCIAL SUMMARY

Income:
Room Hire
Rentals
Secondary
Donations
Grants/Fundraising

Total Income

Expenditure:
STAFFING COSTS
Salaries and Wages

PREMISES
Utilities
Repairs and Maintenance
Grounds Maintenance
Cleaning
National Non-Domestic Rates
Life-Cycle Costs
Rent
Service Charge
ADVERTISING AND MARKETING

ADMINISTRATION
Insurances
Printing, Postage and Stationery
Telephones
Other Administration

OTHER SUPPLIES AND SUNDRY ITEMS
COSTS OF SALES - Secondary Income
OTHER COSTS
Central Costs

Contingency

Total Expenditure

NET OPERATING SURPLUS / (COST)

NET OPERATING SURPLUS / (COST)
excluding life-cycle costs

USAGE SUMMARY

Number of Visits per annum:
Dry side

Total Visits

not applicable

2%
2%
3%

0%
5%

YEAR 1 YEAR 2 YEAR 3 YEAR 4 YEAR 5
5.0% 5.0% 0.0% 0.0%
5.0% 10.0% 0.0% 0.0%
5.0% 20.0% 10.0% 0.0%
5.0% 10.0% 0.0% 0.0%
5.0% 10.0% 0.0% 0.0%
5.0% 10.0% 0.0% 0.0%
5.0% 10.0% 0.0% 0.0%
YEAR1 (£) | YEAR2 (8) | YEAR3 (£) | YEAR4 (£) | YEARS (£)
138,385 145,305 152,570 152,570 152,570
0 0 0 0 0
33,466 38,974 49,587 49,587 49,587
171,851 184,279 202,157 202,157 202,157
YEAR1 (£) | YEAR2 (¢) | YEAR3 (£) | YEAR4 (£) | YEARS5 (£)
98,035 98,035 98,035 98,035 98,035
12,350 12,350 12,350 12,350 12,350
5,850 5,850 5,850 5,850 5,850
4,550 4,550 4,550 4,550 4,550
7,500 7,500 7,500 7,500 7,500
9,750 9,750 9,750 9,750 9,750
5,437 3,686 4,043 4,043 4,043
4,875 4,875 4,875 4,875 4,875
1,961 1,961 1,961 1,961 1,961
1,961 1,961 1,961 1,961 1,961
2,941 2,941 2,941 2,941 2,941
8,593 9,214 10,108 10,108 10,108
10,040 11,692 14,876 14,876 14,876
8,593 9,214 10,108 10,108 10,108
182,434 183,578 188,908 188,908 188,908
10,583 701 13,249 13,249 13,249
-833 10,451 22,999 22,999 22,999
YEAR1 (£) | YEAR2 (£) | YEAR3 (£) | YEAR4 (£) | YEARS (£)
125,530 131,807 138,397 138,397 138,397
125,530 131,807 138,397 138,397 138,397

180608 - Appendix A - Key Holder Operation
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The financial projections contained in this model rely on information provided by the client and by operators of similar facilities and should
be read in conjunction with the stated assumptions. In no way does RPT Consulting guarantee or otherwise warrant achievability of the

projections of usage and cashflow as they are predictions of future events. Actual results will be dependent on a number of factors such

as the quality of management and market sustainability.



Horndean Parish Council
Option 2 - Fully Staffed Model

FINANCIAL SUMMARY
YEARS

[INCOME 1 2 3 4 5

Dry side 216,104 226,909 238,255 238,255 238,255

Secondary 47,572 54,526 67,550 67,550 67,550

[TOTAL INCOME ] 263,676] 281,436] 305,805] 305,805 ] 305,805]
YEARS

[EXPENDITURE ! 2 3 4 5

Staffing Costs

Salaries and Wages L 177,500} 177,500] 177,500] 177,500} 177,500

Premises

Utilities 14,300 14,300 14,300 14,300 14,300

Repairs and Maintenance 8,450 8,450 8,450 8,450 8,450

Grounds Maintenance 0 0 0 0 0

Cleaning 6,500 6,500 6,500 6,500 6,500

National Non-Domestic Rates 7,500 7,500 7,500 7,500 7,500

Life-Cycle Costs 9,750 9,750 9,750 9,750 9,750

Premises 46,500 46,500 48,500 46,500 46,500

Advertising & Marketing I 12,910} 8,443] 9,174] 9,174} 9,174]

Administration

Insurances 4,875 4,875 4,875 4,875 4,875

Printing, Postage and Stationery 3,550 3,550 3,550 3,550 3,550

Telephones 3,550 3,550 3,550 3,550 3,550

Other Administration 5,325 5,325 5,325 5,325 5,325

Administration 17,300 17,300 17,300 17,300 17,300

Other supplies and sundry items | 13,184] 14,072] 15,290] 15,290} 15,290}

Cost of Sales - Secondary Income | 14,272] 16,358] 20,265 20,265] 20,265)

Other Costs

Central Costs 0 0 0 0 0

Contingency / Profit - 13,184 14,072 15,280 15,290 15,290

Other Costs 13,184 14,072 15,290 15,290 15,290

[Total Expenditure | 294,850] 294,245] 301,320] 301,320 301,320]

NET OPERATING SURPLUS / (COST) (31,173) (12,809) 4,485 4,485 4,485

[excluding fife-cycle costs { (21.423)| {3.059)] 14,235] 14,235 14,235]
YEARS

[USAGE 1 2 3 4 5

Dry side [ 181,955| 191,053 200,605 200,6051 200,605}

[Total Visits I 181,955] 191,053} 200,605 200,6051 200,605]
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FINANCIAL AND USAGE SUMMARY

Projected Growth in Usage:
Dry side
Rentals
Outdoor Facilities

Health and Fitness

Wet side
Secondary
Other Memberships
Miscellaneous

FINANCIAL SUMMARY

Income:
Room Hire
Rentals
Secondary
Donations
Grants/Fundraising

Total Income

Expenditure:
STAFFING COSTS
Salaries and Wages

PREMISES
Utilities
Repairs and Maintenance
Grounds Maintenance
Cleaning
National Non-Domestic Rates
Life-Cycle Costs
Rent
Service Charge
ADVERTISING AND MARKETING

ADMINISTRATION
Insurances
Printing, Postage and Stationery
Telephones
Other Administration
OTHER SUPPLIES AND SUNDRY ITEMS
COSTS OF SALES - Secondary Income
OTHER COSTS
Central Costs
Contingency
Total Expenditure

NET OPERATING SURPLUS / (COST)

NET OPERATING SURPLUS / (COST)
excluding life-cycle costs

USAGE SUMMARY

Number of Visits per annum:
Dry side

Total Visits

YEAR 1 YEAR 2 YEAR 3 YEAR 4 YEAR §
5.0% 5.0% 0.0% 0.0%
5.0% 10.0% 0.0% 0.0%
5.0% 20.0% 10.0% 0.0%
not applicable
5.0% 10.0% 0.0% 0.0%
5.0% 10.0% 0.0% 0.0%
5.0% 10.0% 0.0% 0.0%
5.0% 10.0% 0.0% 0.0%
YEAR1 (£) | YEAR2 (£) | YEAR3 (£) | YEAR4 (£} YEARS (£)
216,104 226,909 238,255 238,255 238,255
0 0 0 0 0
47,572 54,526 67,550 67,550 67,550
263,676 281,436 305,805 305,805 305,805
YEAR1 (£) | YEAR2 () | YEAR3 (£) | YEAR4 (£) | YEARS (8)
177,500 177,500 177,500 177,500 177,500
14,300 14,300 14,300 14,300 14,300
8,450 8,450 8,450 8,450 8,450
6,500 6,500 6,500 6,500 6,500
7,500 7,500 7,500 7,500 7,500
9,750 9,750 9,750 9,750 9,750
12,910 8,443 9,174 9,174 9,174
4,875 4,875 4,875 4,875 4,875
2% 3,560 3,550 3,550 3,550 3,550
2% 3,550 3,550 3,550 3,550 3,550
3% 5325 5,325 5,325 5,325 5325
13,184 14,072 15,290 15,290 15,290
14,272 16,358 20,265 20,265 20,265
0% - = . . .
5% 13,184 14,072 15,290 15,290 15,290
294,850 294,245 301,320 301,320 301,320
-31,173 -12,809 4,485 4,485 4,485
21,423 -3,059 14,235 14,235 14,235
YEAR1 (€) | YEAR2 (£) | YEAR3 (£) | YEAR4 (£) YEAR S (£)
181,955 191,053 200,605 200,605 200,605
181,955 191,053 200,605 200,605 200,605

180608 - Appendix B - Full Operation
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L.E.O.H. Community Building

In order to comprehensively understand the income forecasts it has been necessary to explore the
opening hours, occupancy rates, visitor and function numbers and hourly rates used in the calculations.

These are tabulated below to aid Councillors in their understanding.

The following opening hours have been used to calculate the projected income levels.
(P = Peak Hours, O = Off Peak Hours)

10.00 11.00 12.00 13.00 14.00 15.00 16.00 1700 18.00 19.00 20.00 21.00 22.00

Start 3.00
End 10.00 11.00 12.00 13.00 14.00 15.00 16.00 17.00 18.00 18.00 20.00 21.00 22.00 23.00
Mon (o] (o] (o} T ey D,
Tue (o] (o]
Wwed (o} (o}
Thu (o] (o]
Fri (o) [o] ¢ Vol 2 2 o
5" Closed Closed Closed Closed Closed)|

Sat ;
Sun # ‘ ¥

5° 1 Closed Closed Closed Closed Closed

peak Off Total
Hours if closes at 22.00 Mon-Fri 43 40 83
Hours if closes at 23.00 Mon-Fri 43 40 88|

The following occupancy rates have been used to calculate the projected income levels across Years 1 to
5.

KEY HOLDER OPERATION YEAR1 YEAR2 YEAR 3-5
HALL Hours Per Wk % Usage Level % Usage Level % Usage Level
INCOME Peak |OffPeak| pPeak |OffPeak| Peak |OffPeak| Peak | Off Peak
Main Hall 438 35 50% 35% 53% 37% 55% 39%
Small Hall 43 35 40% 15% 42% 16% 44% 17%
Activity Room 1 48 35 20% 15% 21% 16% 22% 17%
Activity Room 2 43 35 20% 15% 21% 16% 22% 17%
FULLY STAFFED YEAR1 YEAR 2 YEAR 3-5
HALL Hours Per Wk % Usage Level % Usage Level % Usage Level
INCOME Peak |OffPeak] Peak |OffPeak| Peak |OffPeak| Peak Off Peak
Main Hall 48 35 75% 40% 79% 42% 83% 44%
Small Hall 43 35 60% 25% 63% 26% 66% 28%
Activity Room 1 48 35 50% 25% 53% 26% 55% 28%
Activity Room 2 48 35 50% 25% 53% 26% 55% 28%

The following (gross) rates per hour have been used to calculate the projected income levels across Years
1to5.



FACILITY Safess
Price/Hr
Main Hall £55.00
small Hall £30.00
Activity Rooms £20.00

The following visitor numbers have been used to calculate the projected secondary income levels.

Number of Visits p.a. YR1 YR2 YR3-5
KEY HOLDER OPERATION 125,530 | 131,807 | 138,397
FULLY STAFFED 181,955 | 181,053 | 200,605
Number of Functions p.a. YR1 YR2 YR3-5
KEY HOLDER OPERATION 5 10 20
FULLY STAFFED 5 10 20

Observations and Questions

1.

10.

11.

Income: Opening Hours — Is the closing time 10PM or 11PM during the week? Calculation are
based on closing at 10PM although in the spreadsheet the closing time is down at 11PM Based on
Closing at 10pm to public but will be set down times

Income: Section 3.6 on utilisation rates in the report refers to market benchmarks. Could we see
these as the income forecasts underpin the success or failure of the project? These are general
benchmarks brought from a variety of sources — many confidential so we can’t share the
benchmarks.

Income: VAT rate is incorrect on net income calculations. 17.5% has been used not 20%. This
reduces the projected income by £3k (option 1) and £5k (option 2) by Year 5. Apologies — changes
made in appendices and report

Income: Each visitor spends 30p per visit on average. Each function generates £500. Are
Councillors comfortable with this? This is what would be expected and is an average

Income: Re the benchmarking on pricing, can we have sight of this information? This is within the
report as highlights the prices charged elsewhere

Income: Possible double counting on secondary income growth. Increase is due to projected
increase in numbers and then increased again by 5% (Yr2) and 10% (Yr3) This is correct — allows
for increase in spend as the café becomes established

Income: The net income has been correctly used as we would need to register for VAT with our
enhanced levels of income. However, there is possible/probable fall in income at Jubilee and
Napier Hall for 2 reasons: i) Unless we increased prices by 20% (VAT rate) income to the Parish
Council would fall, i) due to direct competition from the new hall.

Staffing Costs: Receptionist at £15k per annum is very close to minimum wage This is what we

would expect market to pay
Staffing Costs: No inflationary increase across the 5 years All income and expenditure costs have

been based on prices as now with no inflation
Staffing Costs: Pension % at 20%, slightly above what we pay now (LGPS) We can reduce if

required — but would suggest leaving as is
Staffing Costs: Allowance for holidays at 3% is too low, should be nearer 10% if you wish for full

cover. Overall there won’t be a need for full cover as the casuals cover some of this and also not

necessarily all covered



12.

13.

14.

15.

16.

17.
18.

19.
20.
21.

22.
23.

Staffing Costs: Website. Would we need additional staffing hours to maintain an enhanced
website to advertise the events at the Community Building? Included within marketing costs
Staffing Costs: Additional admin/finance time in the office to take additional bookings, additional
contracts to arrange, process more invoices etc. The admin increase may be covered by additional
contract being considered. We have not factored any costs for support but these costs would
normally be picked up by centre manager

Staffing Costs: Possible increase in salary of RFO and Chief Officer as the expenditure budget
would increase from c£460k to either c£650k (Option 1) or c£760k (Option 2) Not factored in —
for PC to consider

Non Staff: No inflation on majority of lines of expenditure. Although there has been no increase in
the hall rates. Are we assuming that any increases in the rates cover increasing inflationary
expenditure? Yes — this is the normal position. Would the market be able to withstand inflationary
increases whilst retaining the occupancy levels? Yes would expect prices to rise by RPI each year
Non Staff: Cleaning. The budget of £4,225 seems very low. We spend in excess of this per annum
on cleaning costs at Jubilee (PHS, Windows, caretaker hours) Cleaning would also be undertaken
by other staff such as reception and duty manager to supplement this

Non Staff: Audit Costs will increase as turnover increased. Covered under support costs and admin
Non Staff: IT Costs, one off purchases of kit for new staff, ongoing support (Microsoft) Factored
into initial capital and admin costs

Non Staff: Payroll costs will increase as based on number of staff on payroll Support costs

Non Staff: PPL, PRS costs. Would we need to pay for new hall? Covered under admin costs

Non Staff: Grounds maintenance? Grass Cutting contract increase? Additional Countryside hours?
This would be linked to the playing fields — not factored into this assessment

Non Staff: Additional security, CCTV etc? Admin and capital costs
Non Staff: There is a contingency of 5% that could cover some of these highlighted increases.

Simon Ritson, Responsible Finance Officer
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Amended by FC: 23/10/2017

HORNDEAN PARISH COUNCIL

STANDING ORDERS

1 Meetings

Mandatory for full Council meetings ©
Mandatory for committee meetings &

Mandatory for sub-committee meetings

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 chargeorata

reasonable cost.

When calculating the 3 clear days for notice of a meeting to councillors and the public,
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 shali not count.

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.

Subject to standing order 1(c) above, members of the public are permitted to make
representations, answer questions and give evidence in respect of any item of business

included in the agenda.

The period of time which is designated for public participation in accordance with standing

Adopted FC: 13/02/2017
Adopted FC: 23/10/2017
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order 1(d) (page 1] shall not exceed 20 minutes.

Subject to standing order 1(e) (page 1), each member of the public is entitled to speak once
only in respect of business itemised on the agenda and shall not speak for more than 3

minutes.

At Planning and Public Services committee meetings public questions will be permitted for
each application as it arises, subject to there being a limit of 3 minutes for any member of

the public

In accordance with standing order 1(d) above, a question asked by a member of the public

during a public participation session at a- meeting shall not require a response or debate.

In accordance with standing order 1(g) above, the Chairman may direct that a response to
a question posed by a member of the public be referred to a Councillor for a oral response

or to an employee for a written or oral response.

A record of a public participation session at a meeting shall be included in the minutes of

that meeting.

A person shall raise their hand when requesting to speak.
Any person speaking at a meeting shall address his comments to the Chairman.

Only one person is permitted to speak at a time. If more than one person wishes to speak,

the Chairman shall direct the order of speaking.

Subject to standing order 1(n), 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 means for
enabling persons not present to see or hear the meeting as it takes place or later or
to report or provide oral or written commentary about the meeting so that the report
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or commentary is available as the meeting takes place or later to persons not present.

A person present at a meeting may not provide an oral report or oral commentary

about a meeting as it takes place without permission.

Photographing, filming and making audio recordings of the proceedings of a meeting
is permitted under The Openness of Local Government Bodies Regulations 2014

1. To facilitate accuracy and ease of maintenance all Council meetings may be recorded
by means of digital recording media in addition to the written minutes taken by the

Clerk/other officer. These recordings to be kept and maintained in perpetuity for

reference and historical value.

In accordance with standing order 1(c) (page 1), the press shall be provided
reasonable facilities for the taking of their report of all or part of a meeting at which

they are entitled to be present.

Subject to standing orders which indicate otherwise, anything authorised or required
to be done by, to or before the Chavirman_ may in his absence be done by, to or before

the Vice-Chairman (if any).

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

present at the meeting shall preside at the meeting.

Subject to model standing order 1 (y) (page 4), all questions at a meeting shall be

decided by a majority of the Councillors present and voting thereon.
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e i The Chairman 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 also standing orders 2 (i) page 5 and (j) page 6.)

® u Unless standing orders provide otherwise, voting on any 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. In respect of the election of the Chairman and Vice Chairman voting by

paper ballot shall be accepted.

@ v 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.

)

© w The minutes of a meeting shall record the names of councillors present and absent.

If prior to a meeting; a Councillor has submitted reasons for his absence at the meeting
which is theri approved by a resolution, such resolution shall be recorded in the minutes of

the meeting at which the approval was given.

© vy The code of conduct adopted by the Council shall apply to councillors in respect of

® the entire meeting.

An interest arising from the code of conduct adopted by the Council, the existence
and nature of which is required to be disclosed by a Councillor at a meeting shall be

recorded in the minutes. (See also standing orders 7 page 13 and 8 page 14)

© a2 No business may be transacted at a meeting unless at least one third of the whole
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20

bb

cC

number of members of the Council are present and in no case shall the quorum of a

meeting be less than 3.

If a meeting is or becomes inquorate no business shall be transacted and the meeting
shall be adjourned. Any outstanding business of a meeting so adjourned shall be transacted

at a following meeting.

Meetings shall not exceed a period of 3 hours.
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2

Ordinary Council meetings

See also standing order 1 page 1

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

In a year which is not an election year, the annua;jmeéting of a Council shail be held

on such day in May as the Council may direct.

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

(England) In addition to the annuﬂa&'m;eeting of the Council, at least three other
ordinary meetings shall be held in each year on such dates and times as the Council

directs.

Not Applicable (reference to Wales)

The Vlce-Chairman‘ ef the Council, if any, unless he resigns or becomes disqualified,
shall holel office Uﬂm immediately after the election of the Chairman of the Council

at the next annual meetmg of the Council.

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

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

Council has been elected. He may exercise an original vote in respect of the election
of the new Chairman of the Council and must give a casting vote in the case of an

equality of votes.

Following the election of the Chairman of the Council and Vice-Chairman (if any) of the

Council at the annual meeting of the Council, the order of business shall be as follows.

iii.

S,

Xi.

xii.

xiii.

Xiv.

In an election year, delivery by councillors of their declarations of acceptance of
office.

Confirmation of the accuracy of the minutes of the last meeting of the Council and to
receive and note minutes of and/or to determine recommendations made by

committees.
Review of delegation arrangements fo committees, sub-committees, employees and

other local authorities.
Review of the terms of references for comm&tiees

Receipt of nominations tc eXIs‘tmg commlttees
Appomtment of any new commlttees cenﬂrmatton of the terms of reference, the

number of members (includir ng, ;f appropnate substitute councillors) and receipt of

nommatlons to them
Review and adoption of appropnate standing orders and financial regulations.

Rewew of” ar' ngements mcludmg any charters, with other local authorities and

rev:ew of contnbtattons made to expenditure incurred by other local authorities.
Rewew of representation on or work with external bodies and arrangements for
reporting back.

(England) In éyear of elections, if a Council's period of eligibility to exercise the
pQWer of well being expired the day before the annual meeting, to review and make
arramgements}?tp reaffirm eligibility.

Review 0f*in$1entory of land and assets including buildings and office equipment.
Review and confirmation of arrangements for insurance cover in respect of all
insured risks.

Review of the Council’s andfor employees’ memberships of other bodies.
Establishing or reviewing the Council's complaints procedure.
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XV.

xvi.

XVil.

Establishing or reviewing the Council's procedures for handling requests made
under the Freedom of Information Act 2000 and the Data Protection Act 1988.
Establishing or reviewing the Council’s policy for dealing with the press/media
Setting the dates, times and place of ordinary meetings of the full Counci for the

year ahead.

The above reviews to be undertaken at the Annual Meeting of the Council due to time constraints, may

need to be deferred to an alternative meeting of the Council.

3 Proper Officer

The Council’'s Proper Officer shall be either (i) the clerk or such other employee as may be
nominated by the Council from time to time or (ii) Such other employee appointed by the

Council to undertake the rote of the Proper Offlcer dunng the Proper Officer’s absence. The
Proper Officer and the empioyee appomted to acf~ as such during the Proper Officer’s
absence shall fulf il the duties asslgned to the Proper Officer in standing orders.

b The Councﬁ’s Proper Ofﬁcer shall da the

vi.

following.
counclllorshy delivery or post or email at their residences

Slgn and serve
a summons caﬁf fmmg the time, date, venue and the agenda of a meeting of

| a meeti ing of a committee and sub-committee at least 3 clear

dayé' efore the meetmg
Give pubﬁc notlce of the time, date, venue and agenda at least 3 clear days

- beforea meetmg of the councui or a meeting of a committee or a sub- committee
(prowded thatthe public notice with agenda of an extraordinary meeting of the

Couf:cll conVened by councillors is signed by them).

Subject fo standmg orders 4(a) page 8—(e) page 9, include in the agenda all motions
in the order received unless a councillor has given written notice at least 3 days
before the meeting confirming his withdrawal of it.

Convene a meeting of full Council for the election of a new Chairman of the
Council, occasioned by a casual vacancy in his office, in accordance with
standing order [3(b)i] OR [3(b)ii] above.

Make available for inspection the minutes of meetings.

Receive and retain copies of byelaws made by other local authorities.
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vii.

viii.

xi.
xil.
xiil.

Xiv.

XVi.

Xvil.

Receive and retain declarations of acceptance of office from councillors.
Retain a copy of every councillor's register of interests and any changes fo it and

keep copies of the same available for inspection.

Keep proper records required before and after meetings;

Process all requests made under the Freedom of Information Act 2000 and Data
Protection Act 1998, in accordance with and subject to the Council’s procedures
relating to the same.

Receive and send general correspondence and notices on behalf of the Council
except where there is a resolution fo the contrary.

Manage the organisation, storage of and access to information held by the Council
in paper and electronic form.

Arrange for legal deeds to be;SéaIed using the Council's common seal] OR [to be
signed by 2 councillors and withéésed (See also standing orders 14(a) and (b)
Arrange for the prompt authonsaﬂon appfova! and instruction regardmg any
payments to be made by the Council in accordance with the Council’s financial
regulations. , -

Record every planning apphcatton niotified to the. Councnl and the Council’s response
to the. loca lanning authonty ina boof ysuch purptase

Re‘fe“’\’fa planning apphcatlon recewyedi by the Council to the Chairman or in his
abéence Vice Chafrman (if any} of the Planning Committee within 2 working days of
receipt to facmtate an extraordinary meeting if the nature of a planning application

. requnres consxdetatlon before the next ordinary meeting of the Planning Committee.
Retam custody of the seal of fhe Council (if any) which shall not be used without a

resolution fo that effect
Action or undertake actmty or responsibilities instructed by resolution or contained

“in standing orders

4 Motions requiring written notice

a

In accordance with standing order 3(b)(iii) page 7, no motion may be moved at a meeting
unless it is included in the agenda and the mover has given written notice of its wording fo

the Council's Proper Officer at least 8 clear days before the next meeting.
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The Proper Officer may, before including a motion in the agenda received in accordance
with standing order 4(a) above, correct obvious grammatical or typographical errors in the

wording of the motion.

If the Proper Officer considers the wording of a motion received in accordance with standing
order 4(a) above is not clear in meaning, the motion shall be rejected until the mover of the
motion resubmits it in writing to the Proper Officer in clear and certain language at least 6

clear days before the meeting.

If the wording or nature of a proposed motion’is considered unlawful or improper, the Proper
Officer shall consult with the Chairman Qfﬁtﬁe-forthcoming meeting or, as the case may be,
the Councillors who have convened‘t«ﬁ;é*?neeting, to consider whether the motion shall be

included or rejected in the agenda.

Having consulted the Ch?ai“'r:{{x‘ank or councillor's_pﬁrs;uant to standing order 4(d) above, the
decision of the Proper Officer as to whether or not fo include the motion in the agenda shall

be final.
Notice of;e’ffry M6ffén,f!{eceived in fathrdadée with the Council's standing orders shall be
numbered’fi{igf{ the ordeffiféceived and‘;;hél! be entered in a book, which shall be open to

inspection by all ounciflors.

- Every méﬁéﬂrejectéd}in accordénce' with the Council's standing orders shall be duly
- recorded withéinqte by the Proper Officer giving reasons for its rejection in a book for that

‘ *pqrpose, which sh;aﬂgbe open to inspection by all councillors.

Every motion and reéQlUtion shall relate to the Council's statutory functions, powers and

lawful obiigaﬁons ;koffs“h’all relate to an issue which specifically affects the Council’s area or

its residents.

5 Motions not requiring written notice

a

Motions in respect of the following matters may be moved without written notice.

i To appoint a person to preside at a meeting.
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vi.
vii.
viii.

xi.

Xii.
Xiii.
Xiv.

XVi.

xviii.

xix.

XXii,

xxiii.
XXiV.

XXV.

XXV,

To approve the absences of councillors.

To approve the accuracy of the minutes of the previous meeting.

To correct an inaccuracy in the minutes of the previous meeting.

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

To alter the order of business on the agenda for reasons of urgency or expedience.
To proceed to the next business on the agenda.

To close or adjourn debate.

To refer by formal delegation a matter to a committee or to a sub-committee or an

employee.
To appoint a commitiee or sub-committee or any councillors (including

substitutes)thereto.

To receive nominations to a camm{ttee or sub~comm;ttee

To dissolve a committee or sub-committee.

To note the minutes of a meeting df a committee or sub-committee:

To consider a report and/or recommlendaﬁéns made by a committee or a sub-

committee or an employee‘
To consider a report andior recommendatlons made by an employee, professional

advisor, exﬁert or consultarit.
To auihonse iega! deeds [to be seaied by the Council’s common seal] OR [signed

by two councmors{ and w:tnessed
(See staﬂdmg on:iers 1 4(a) and (b} below )

i, ‘To authonset '\e»payment of monies up to £1,000.

To amend a motion relevant to the original or substantive motion under consideration

which shaifnot have the effect of nullifying it.

To extend the time limit. for speeches.

To exclude thg‘jpress and public for all or part of a meeting.

To silence or e‘iciude from the meeting a Councillor or a member of the public for

dlsorderly conduct
To give the consent of the Council if such consent is required by standing orders.

To suspend any standing order except those which are mandatory by law.

To adjourn the meeting.
To appoint representatives to outside bodies and to make arrangements for those

representatives to report back the activities of outside bodies.

To answer questions from councillors.
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If a motion falls within the terms of reference of a committee or sub-committee or within the
delegated powers conferred on an employee, a referral of the same may be made to such
committee or sub-committee or employee provided that the Chairman may direct for it to
be dealt with at the present meeting for reasons of urgency or expedience.

6 Rules of debate

Motions included in an agenda shall be considered in the order that they appear on the

a
agenda unless the order is changed at the Chairman’s direction for reasons of expedience.

b Subject to standing orders 4(a) page 8-(e) page 9, a motion shall not be considered unless
it has been proposed and seconded.

c Subject to standing orderf3{§§f;)z(iij) page7a mdfidr{i jl’inkcluded in an agenda not moved by the

councillor who tabled it, may}ije treatejd‘as withdrawrj;

d A motion to € d ‘an original or substantwe met:cm shall not be considered unless proper
notice has een gnve‘n‘after the ortgina }or substantgve motion has been seconded and
notice of such amendment shall, if requlred by the Chairman, be reduced to writing and
handed to the Chaxrman who shall determine the order in which they are considered.

A Councillé‘riﬂi’ay movejamendmentsftd his own motion. If a motion has already been

. seconded, an arﬁéndmenttb it.shall be with the consent of the seconder.

f Any amiendment to a‘hiotion shall be either:
i to leave out words

ii. to add wmds,
iii. to leave out words and add other words.

A proposed or carried amendment to a motion shall not have the effect of rescinding the

original or substantive motion under consideration.

Only one amendment shall be moved and debated at a time, the order of which shall be
directed by the Chairman. No further amendment to a motion shall be moved until the
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previous amendment has been disposed of.

Subject to Standing Order 6(h) above, one or more amendments may be discussed
together if the Chairman considers this expedient but shall be voted upon separately.

Pursuant to standing order 6(h) page 11, the number of amendments to an original or

substantive motion, which may be moved by a councillor, is limited to one.

If an amendment is not carried, other amendmenfsfsyhau be moved in the order directed by

the Chairman.

If an amendment is carried, the original motion, as amended, shall take the place of the
original motion and shall become .the substantive motion upon which any further

amendment may be moved.

The mover of a motion or tf;e mover of an amendment shall have a right of reply, not

exceeding 3 minutes.

Where asenes of ké:ﬁeﬁdments toan oﬁgiﬁaf motion are carried, the mover of the original
motion sﬁéﬂ}have a rigﬁt~~of reply in réS{iect of the substantive motion at the very end of

debate and immediately before it is put fo the vote.

Subject to standing orders 6(m) and (n) above, a councillor may not speak further in respect
of any one mOticn;except‘iQ speak once on an amendment moved by another councillor or
fo make a point of,?arder or to give a personal explanation.

During the debate of & 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 & point of order shall identify the standing order which he considers has

been breached or specify the irregularity in the meeting he is concerned by.
A point of order shall be decided by the Chairman and his decision shall be final.

With the consent of the seconder and/or of the meeting, a motion or amendment may be

withdrawn by the proposer. A councillor shall not speak upon the said motion or
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amendment unless permission for the withdrawal of the motion or amendment has been

refused.

Subject to standing order 6(0) above, when a councillor's motion is under debate no other

motion shall be moved except:

i. to amend the motion;

ii. to proceed to the next business;
ii. toadjourn the debate,

iv.  to put the motion to a vote;
to ask a person to be silent or for him to Ieave the meeting,

to refer a motion to a committee or sub-committee for consideration;

V.
vi.
vii.  to exclude the public and press;
viii. to adjourn the meeting;

ix. tosuspendany standing order, except those which are mandatory.

In respect of standing order 6(5)(w) page 12, the Chalrman shall first be satisfied that the
motion has been sufficiently debated before it is seconded and put to the vote. The
Chairman shall cali upon the maver of the motion under debate to exercise or waive his
right of re and sf(aﬂ put the mot{en 1o | fhe vote aﬁer that right has been exercised or
waived. The adjoumment of a debate: orof the meeting shall not prejudice the mover's right

of reply at the fesumptmn
No member shall at a meetmg perslstentiy disregard the ruling of the chairman, wilfully

obstruct busmess, orbehave xrregufar!y, offensively, improperly or in such a manner as to
- scandalise the Ccuncil or bring it into contempt or ridicule.

i‘f in the opinion of‘fhe Chairfhé’n a member has broken the provisions of paragraph U of
this Order the Cha&rman shall express that opinion to the Council and thereafter any
member may move that‘the member named be no longer heard or that the member named
do leave the meetmg, and the motion, if seconded, shall be put forthwith and without
discussion. If 2 member reasonably believes another member is in breach of the code of
conduct, that member may report the breach to the monitoring officer at East Hampshire
District Council.

If either of the motions mentioned in paragraph V is disobeyed, the Chairman may suspend

the meeting or take further steps as may reasonably be necessary to enforce them.
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7 Code of conduct (England)

All councillors shall observe the code of conduct adopted by the Council.

a.

b. All councillors shall undertake training in the code of conduct within 6 months of the
delivery of their declaration of acceptance of office.

& 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.

d. A dispensation may be granted in accordance with standing order 7(c) if having

regard to all relevant circumstances any of the following apply:

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 ttie transaction of the business;

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

or
iii. it is otherwise appropriate to grant a dispensation.

8 Questions

A councillor may seek an answer to a question concerning any business of the Council

a
provided 3 clear days notice of the question has been given to the Proper Officer.
b Questions not related to items of business on the agenda for a meeting shall only be asked
during the part of the meeting set aside for such questions.
c Every question shall be put and answered without discussion.
9 Minutes
a If a copy of the draft minutes of a preceding meeting has been circulated to councillors
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no later than the day of service of the summons to aitend the scheduled meeting they

shall be taken as read.

No discussion of the draft minutes of a preceding meeting shall take place except in relation
to their accuracy. A motion to correct an inaccuracy in the minutes shall be raised in

accordance with standing order 5(a)(iv).

Minutes, including any amendment to correct their accuracy, shall be confirmed by
resolution and shall be signed by the Chairman ofthe meeting and stand as an accurate

record of the meeting to which the minutes relate.

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: k

“The Chairman of this meatmg does not beheve fhat the minutes of the meeting ofthe ( )

held on [date] in respect of (. )were a correct reoord but his view was not upheld by the

majority of the ( ) and the mmutes are conﬁrmed as an accurate record of the

proceedingus(;?g i

Upon a resoiutlon whlch conf irms the accuracy of the minutes of a meeting, any previous

draft mmutes or recordmgs of the meetmg sha!l be destroyed.

10lsorde conduct

No person shall obstruct the transaction of business at a meeting or behave offensively or

a <
improperly.

b If, in the opinion of the Chairman, there has been a breach of standing order 10(a) above,
the Chairman shall express that opinion and thereafter any councillor (including the
Chairman) may move that the person be silenced or excluded from the meeting, and the
motion, if seconded, shall be put forthwith and without discussion.

c If a resolution made in accordance with standing order 10(b) above, is disobeyed, the
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Chairman may take such further steps as may reasonably be necessary to enforceit and/or

he may adjourn the meeting.

11 Rescission of previous resolutions

A resolution (whether affirmative or negative) of the Couricil shall not be reversed within 6

a
months except either by a special motion, the writtgq{notice whereof bears the names of at
least 3 councillors of the Council, or by a motion moved in pursuance of the report or
recommendation of a committee.

b When a special motion or any other motion moved pursuant to standing order 1 1(a) above

has been disposed of, no similar motion may be moved within a further 6 months.

12 Voting on appemt ents

Where mqteithan 2 persons have b,‘e:én,npmi‘hated for a position to be filled by the Council,

a
a vote wili'ﬁéﬁtaken and*tiércided by a majority of members present and voting. Anytie may

be settled by the Chairman's casting vote.

13 Expend Ure ;

Any expenditure ffé;jgurred by the Council shall be in accordance with the Council’s
financial regulations.

b The Council’s financial regulations shall be reviewed once a year.

The Council’s financial regulations may make provision for the authorisation of
the payment of money in exercise of any of the Council’s functions to be

delegated to a committee, sub-committee or to an employee.
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14 Execution and sealing of legal deeds

See also standing order 5(a)(xvi) page 9 and 10.

A legal deed shall not be executed on behalf of the Council unless the same has been

authorised by a resolution.

In accordance with a resolution made undep:,seaénding order 14(a) above, the
Council’s common seal shall alone be used for sealing a deed required by law. it
shall be applied by the Proper Officer in the ﬁfésen&fe of two members of the Council

who shall sign the deed as witnesses.

15 Committees

See also standing order 1 page 1 s
The Council may, at its annual m "‘etmg, appemt standmg commlttees and may at any other

a

iv.

vi.

vii.

- shall appomt‘*j !

such other committees as may be necgssary, and:

shaﬁ determme the;r terms of reference
may perrmt comm_ees to determme the dates of their meetings;
and determme the term of office of councillor or non-councillor

membefs of such a commiﬁee {unless the appointment of non- -councillors is
prohlblte_d\by law) s,ora_sg to hold office no later than the next annual meeting;
an ordinary member of & committee who has been replaced at a meeting by a

E ~‘substltute member (in accordance with standing order 15(a)(iv) above) shall not be
per‘mltted to partmpate in debate or vote on business at that meeting and may only

speak during any public participation session during the meeting;

may in accordance with standing orders, dissolve a committee at any time.

may in accordance with standing orders, dissolve a committee at any time.

The Chairman and Vice Chairman to have ex officio rights to attend all Committee
meetings of the Council, but without voting rights if not a full committee member.

Rules for forming working parties
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it

16

iii.

vi

A working party may be formed by Council or by a committee or Sub-committee in

accordance with the following:
At the time it is set up, the following terms and conditions shall be agreed by the appointing

body:

The purpose and the nature of the output and reports required.

The time needed to produce a final report and the dates and details for any interim
reports. ‘

The size of the working party. This will vary. dependmg on the nature of the task, but
will be a minimum of three and a maximum of six members. At the discretion of the
appointing body, an officer may be mvited to join the workmg party.

The appointing body will ask for Pansh Councillors to volunteer to serve on a Working

Party

In order to promote the most speedy adoptlon of any Working party outcome, the

appointing body may recommend that the Wgrkmg Party report should go directly to

Council for consideratioﬁéaﬁd‘_‘cieeifsions. :

Rules for Operating Working parties:

Worktng pames ~~should be estabhshed to deal with specific tasks and should be

dussolved once the task has been completed

Working parftes wm chese from thexr number, a Councillor to act as Chairman and

‘ spokesman Thrs person will ensure these rules are followed.

All Workmg Partles may request support from officers in respect of any Council records

. thatit may need and to ask Officers to carry out a reasonable amount of work, such as
5 obtaining quotatiqns or seekmg professional advice, which it may need in order fo carry

out its function.

Working parties wﬁl establish their own timetable of meetings but must take appropriate

accountof Ofﬂcers working hours.

A Working Party may not incur any costs that would accrue to the Council.

A Working Party will take note of their work and keep any records that are necessary.

Sub-committees

See also standing order 1 page 1
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Each committee may appoint a sub-committee whose terms of reference and members shall

be determined by resolution of the committee.

17 Extraordinary meetings

See also standing order 1 page 1

The Chairman of the Council may cmene an extraordinary meeting of the Council

at any time.

If the Chairman of the Council does not or refuses to call an extraordinary meeting

of the Council within 7 da' s of ¢
those two councillors ma' nveae an extraardinary meeting of the Council. The

statutory public notice gwmgthe tlme, Venue and agenda for such a meeting must

be slgned by

o counclllm!s.

c The Cha!rman ofa commﬁtee (ora su\ﬂ“‘ mmittee) may convene an extraordinary meeting

of the committee or sub-commlttee at any tlme

; If the Chairman of a commnttee (or a sub-committee) does not or refuses to call an
3 kextraordmary meetmg within: 10 days of having been requested by to do so by 4 councillors,
‘those 4 councmors may convene an extraordinary meeting of a committee (or a sub-
committee) The statutory public notice giving the time, venue and agenda for such a

meeting mast be s:gged by 4 councillors.

18 Advisory‘ committees

See also standing order 1 page 1

a The Council may appoint advisory committees comprised of a number of councillors and

non-councillors.
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b Advisory committees and any sub-committees may consist wholly of persons who are non-

councillors.

19 Accounts and Financial Statement

All payments by the Council shall be authorised, approved and paid in accordance with the
Council's financial regulations, which shall be reviewed et’ least annually.

b The Responsible Financial Officer shall supply to eech'councillor as soon as practicable
after 31 March, 30 June, 30 September and 31 Decemﬁer in each year a statement
summarising the Council’s receipts and,iféayments for the each quarter and the balances
held at the end of a quarter. This sté{ement should include a comparison with the budget
for the financial year. A Financial Statement prepared on the approprrate accounting basis
(receipts and payments, or income and expendrture) for a year to 31 March shall be

presented to each councrﬂor befare the end of the followmg month of May. The Statement
hich tS subject to external audit), including the annual

of Accounts of the Council
governance statement, shall be p esented ;tc;: Council for formal approval before 30 June.

20 Estim\ es/precepts

;a;{f The Comwri shall approve wntten estrmates for the coming financial year at its

meetrng before the end of January

Aﬁyicommittee desifiﬁg to incurexpenditure shall give the Proper Officer a written estimate

b
of the~e>§penditure recemmended for the coming year no later than December.

21 Canvassing of and recommendations by
councillors

Canvassing councillors or the members of a committee or sub-committee, directly or
indirectly, for appointment to or by the Council shall disqualify the candidate from such an
appointment. The Proper Officer shall disclose the requirements of this standing order to

a
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every candidate.

A councillor or a member of a committee or sub-committee shall not solicit a person for

b
appointment to or by the Council or recommend a person for such appointment or for
promotion; but, nevertheless, any such person may give a written testimonial of a
candidate’s ability, experience or character for submission to the Council with an
application for appointment.

c This standing order shall apply to tenders as:iff\ﬁthe person making the tender were a

candidate for an appointment.

22 Inspection of docu;ments

Subject to standing orders to the contrary or m respect of matters which are confidential, a councilior
may, inspect any document in the possessxon Qf the Council or a committee or a sub-committee, and
request a copy. The minutes of meetings of the C@uncxl :ts commxttees or sub-committees shall be

available for vnspectlon_k;y‘cg"'“ lors.

a kt , \ Unless authbrisf_'eq by a\gr:elSOlution no indf\?idual councillor shall in the name or on behalf of

kttee or a sub committee:

ii. issue orders, iasﬁructlons or directions.

24 Confiden‘?fiél business

a Councillors shall not disclose information given in confidence or which they believe, or

ought to be aware is of a confidential nature.

b A councillor in breach of the provisions of standing order 24(a) above may be removed
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from a committee or a sub-committee by a resolution of the Council.

25 Power of well-being (England)

Before exercising the power to promote well-being, a meeting of the full Council shall

a
have passed a resolution to confirm it has satisfied the prescribed statutory criteria
required to qualify as an eligible parish counc:h

b The Council’s period of eligibility begins aﬂ the date that the resolution under
standing order 25 (a) above was madeand expuresﬁen the day before the annual
meeting of the Council that takes pla¢é~ ina year of ordiﬁagy elections.

c After the expiry of its preceding permd of ehglbmty, the Council continues to be an

eligible council solely for the purpose of somp ng any activity undertaken in the
' which was not completed before the

exercise of the power to pramote well-being !
expiry of the Council’s pmcedmg penod of elrg‘mmy referred to in standing order

25(b) above.

26 Matters affecting ¢ U ncil employees

fk'lfa meetmg cons:ders any matter personal to a Council employee, it shall not be considered
until the meetmg has decxded whether or not the press and public shall be excluded

| ;pursuant to standmgﬁ,order 1(:;) page 1.

Subject to the Councif’s policy regarding absences from work, the Council's most senior
employee shall notify the Chairman of the Staff committee, or, in his absence, the Vice-
Chairman of the Staff Committee of any absence occasioned by iliness or urgency and that
person shall repor{ such absence to the Staff Committee] at its next meeting.

The Chairman of the Staff Committee or in his absence, the Vice-Chairman and the
Chairman of the Council, shall upon a resolution conduct a review of the performance
and/or appraisal of the Clerk and shall keep a written record of it. The review and/or
appraisal shall be reported back and shall be subject to approval by resolution by the
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Staff committee.

Subject to the Council’s policy regarding the handling of grievance matters, the Council’s
most senior employee (or other employees) shall contact the Chairman of the Staff
Committee or in his absence, the Vice-Chairman of the Staff Committee in respect of an
informal or formal grievance matter, and this matter shall be reported back and progressed

by resolution of the Staff committee.

Subject to the Council's policy regarding the handling; qf grievance and disciplinary matters,
if an informal or formal grievance matter raised‘by Clerk relates to the Chairman or Vice-
Chairman of the Staff Committee, this shaﬂ be communicated to another member of the
Staff Committee which shall be rept‘;rféd'back and progresséd‘by resolution of the Staff

Committee.

Any persons responsiblefoffiaﬂpr part of the management of Council employees shall keep
written records of all meetihgs refating to their perfdrfhance, and capabilities, grievance and

disciplinary matters.

The Council shall ké@;zwriﬁen recié}:cfs relating to em;:{byees secure. All paper records shall
be secured under lock and electronicffrebbfds shall be password protected.

sié'a‘sdhé;fqr‘ an employee’s absence due to ill health or details of a

h aﬁcié,~;djocumk‘et1}‘;{_
' medical condition shall be made available only to those persons with responsibility for the

. same.

Oniy\pgrsons with line management responsibilities shall have access to employee records

referred to in standing orders 26(g) and (h) above if so justified.

Access and means of access by keys and/or computer passwords to records of
employment referred to in standing orders 26(g) and (h) page 22 shall be provided only to
‘the Clerk to the Council and/or the Chairman of the Council and Chairman of the Staff
Committee. Keys must be returned and computer passwords changed which personnel

change.
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27 Freedom of Information Act 2000

28

All requests for information held by the Council shall be processed in accordance with the
Council's policy in respect of handling requests under the Freedom of Information Act 2000.

Correspondence from, and notices served by, the Information Commissioner shall be
referred by the Proper Officer to the Chairman of the Finances and General Purposes
Committee. The said committee shall have the power to do anything to facilitate compliance
with the Freedom of Information Act 2000 including exercising the powers of the Proper

Officer in respect of Freedom of Information reduests.

In accordance with freedom of information legislation, the Council shail publish
information in accordance with the requirements of the Local Government

(Transparency Requirements) (England) Regulations 2015.

Management of Information

The Council shall have in place and keep under review, technical and organisational
measure§ to keep secure informa_tion (including personal data) which it holds in paper
and electroni_c‘ form. Such arrangements shall include deciding who has access to

personal data and encryption of personal data.

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).

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.
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d Councillors, staff, the Council's contractors and agents shall not disclose confidential information

or personal data without legal justification.

29 Responsibilities under Data Protection

Legislation

a  The Council shall appoint a Data Protection Officer.
The Council shall have policies and proce_dures in place to respond to an individual

b
exercising statutory rights concerning his personal data.

c The council shall have a written poiicy in place for responding to and managing a
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 the information communicated in its privacy

notice(s) is an easily accessible and available form and kept up to date.
30 Relations with the press/imedia

All reduests from the press or other media for an oral or written statement or comment from

a
the Council shall be processed in accordance with the Council’s policy in respect of dealing
with the press and/or other media.

b In accordance with the Council's policy in respect to dealing with the press and/or other

media, councillors shalt not, in their official capacity, provide oral or written statements or

written articlés to the press or other media.

31 Liaison with District and County or Unitary
Councillors

An invitation to attend a meeting of the Council shall be sent, together with the agenda, to

a
the councillor of the District and County or Unitary Council [in Wales: County Borough and
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b

County Council] representing its electoral ward.

Unless the Council otherwise orders, a copy of each letter sent to the District or County
Council shall be sent to the District or County councillor representing its electoral ward.

32 Financial matters

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:
the accounting records and systems of internal control;

the assessment and management of financial risks faced by the Council;

the work of the Internal Auditor and the receipt of regular reports from the Internal

i.
i.
ii.
Auditor, which shall be required at least annually;

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

procuremetit policies (subject to standing order 32(b) below) including the setting of
values. for different procedures where the contract has an estimated value of less

than £25,000.

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 32(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.

Any proposed contract for the supply of goods, materials, services and the execution of

works with an estimated value in excess of £25,000 shall be procured on the basis of a

formal tender as summarised in standing order 32(d) below.

Any formal tender process shall comprise the following steps:

i. a public notice of intention to place a contract to be placed in a local newspaper;

ii. a specification of the goods, materials, services and the execution of works shall be
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drawn up;
iii. tenders are to be sent, in a sealed marked envelope, to the Proper Officer by a stated
date and time;
tenders submitted are to be opened, after the stated closing date and time, by the

iv.
Proper Officer and at least one member of the Council;
V. tenders are then to be assessed and reported to the appropriate meeting of Council
or Committee.
vi.  Use of the Contract Finder website and other light touch rules in the Public Contracts
Regulations 2015.
e Neither the Council, nor any committee, is bound to accept the lowest tender, estimate or
quote.
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 OJEU.

33 Allegations of breaches of the code of
conduct

Any breaches of the Code of Conduct will be referred to the Monitoring Officer at East

a
Hampshire District Council.

b 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.

c Where the notification relates to a complaint made by the Proper Officer, the Proper Officer
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shall notify the Chairman of the Staff committee of that fact, who, upon receipt of such
notification, shall nominate a person to assume the duties of the Proper Officer set out in
the remainder of this standing order, who shall continue to act in respect of that matter as

such until the complaint is resolved.

Where a notification relates to a complaint made by an employee (not being the Proper
Officer) the Proper Officer shall ensure that the employee in question does not deal

with any aspect of the complaint.

The subject matter of notifications shall be COnﬁdenti‘ai and, insofar as it is possible to do
so by law, the Council (including the Proper Officer and the Chairman of the Staff
Committee shall take the steps set out below, together with other steps considered

necessary, to maintain confidentiality.
i. Draft the summonses and agendas in such away that the identity and subject matter
of the complaint are not disclosed. -

Ensure that any bac ,“ro l‘y,‘kdspapers contammg the information set out in standing

ii.

respoﬁsibi{ity forttﬁﬁe inv:estigatioh‘:bf the matter.

o V:Standmg Qrder 31(d) page 25 shouid not be taken to prohibit the Council (whether through
- the Proper Offi cer or the Chalrman of the Staff Committee or otherwise) from disclosing
-fmformateon to members and officers of the Council or to other persons where such

dlsciosure is necessary to deal with the complaint or is required by law.

g The Staff émﬁmittee é,hall have the power to:
i seek documentary and other evidence from the person or body with statutory

responsibility for investigation of the matter;

seek and share information relevant to the complaint;

iii. grant the member involved a financial indemnity in respect of legal costs, which shall

be in accordance with the law and subject to approval by a meeting of the full

Council.
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References in standing order 31 to a notification shall be taken to refer to a communication

g
of any kind which relates to a breach or an alleged breach of the code of conduct by a

councillor.

34 Variation, revocation and suspension of
standing orders ~

Any or every part of the standing orders, excg@i?fho“s;e :which are mandatory by law, may

a
be suspended by resolution in relation to any specific item of business.

A motion to add to or vary or revoke. ‘ko“ne or more of the Council's standing orders, not
mandatory by law, shall be proposed by 'aépecial motion, the written notice whereof bears

the names of at least 4 cqufnc;iﬂors.
35 Standing ordé’i‘f%;s toe glven to councillors

The Propei Off cer shaﬁ prov:de a co of the Councﬁ*s standing orders to a councilior

a
upon delivery. of his dectaratlon of acceptance of office.

b  The C‘hairman’s decrswn asto the»app,lieatic)n of standing orders at meetings shall be final.

¢ A councillor's falfure to obsenfe standing orders more than 3 times in one meeting may

resultm them bemg ‘excluded frem the meeting in accordance with standing orders.
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HPC 069/18/19 TO RECEIVE A RECOMMENDATION FROM THE FINANCE AND
GENERAL PURPOSES COMMITTEE ON THE 14 MAY 2018, IN
RESPECT OF THE REVISED STANDING ORDERS

A discussion took place and It was RESOLVED that

The Chief Officer clarify if the points typed in bold within the NALC Model Standing

Orders are mandatory.
The Chief Officer provide Members with further information on dispensation.

Members read through the revised Standing Orders and come to some conclusion
before the next Council meeting.



(@ I%F

Subject: Agenda Item: 19 - Revised Standing Orders

Good Afternoon

| can confirm that the draft revised standing orders presented to you yesterday evening, which
included additions as highlighted/bold text are in fact mandatory and as such will need to be

adopted.

In respect of the query pertaining to the provisions of ‘dispensation’ please note the following:

A member or co-opted member may participate in the discussion of or take part in the voteon a
matter at a meeting, in which he or she has a disclosable pecuniary interest if that person’s council

has granted him or her a dispensation to do so.
The member must put the request in writing to the proper officer.

The council may grant the dispensation only if, after having had regard to all relevant
circumstances, the following apply (as per revised standing orders):

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;

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

e It is otherwise appropriate to grant a dispensation.

I hope this provides some clarification in readiness for the next meeting of the council on the 23 July

2018.

Many thanks
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G 008/18/19 TO RECEIVE AND CONSIDER THE QUOTATIONS IN RESPECT OF THE
POTENTIAL PROJECTS ELIGIBLE FOR SDNP 8106 FUNDING

A report by the Grounds Manager was circulated.

It was RESOLVED to recommend to Council to proceed with the recommendation of the
Grounds Manager and to carry out the following works, using the S106 available contributions

funding.

¢ Environmental Improvements
To replace the interpretation board like for like at Catherington Lith due to it being

damaged (a branch fell on it and created a large hole) at a total cost of £370 +
VAT.

e Transport
- Replacement of 2x stiles on Catherington Down (part of the SDNP). The stiles

would be replaced with kissing gates and enclosures. The Countryside Team
would build them and the materials would be sourced from AVS Fencing at a total

cost of £470 + VAT.
Installation of a series steps (40 in total) at Hazleton Common due to some of the

steps becoming worn at a total cost of £687.60 + VAT.

e Public Open Spaces
Repair the wall at St Giles and remove the Ash tree that is causing the wall to crack

and lift (within SDNP), at a total cost of £1,335 + VAT. As the Public Open Spaces
budget is £1,277.00, HPC would need to fund £58 of the cost.



TN D

G 006/18/19 TO RECEIVE _AND CONSIDER THE CATHERINGTON DOWN MANAGEMENT
PLAN :

The Catherington Down Management Plan was circulated and a short discussion took place.

It was RESOLVED to recommend to Council that the Catherington Down Management Plan
be adopted.

This was proposed by Clir Wren and seconded by Cllr Burridge.
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G 007/18/19 TO RECEIVE AND CONSIDER THE QUOTATIONS IN RESPECT OF THE
MAINTENANCE OF HPC FOOTBALL PITCHES

A report by the Grounds Manager was circulated and a discussion took place.

Clarification was sought regarding whether or not the work would be carried out every year.
The Grounds Manager stated that it was not recommended to shockwave yearly. He said that
the pitches at Jubilee Field were worse than the pitches at Five Heads and said that only a
small amount of the football pitch budget was spent last year.



