QOur Ref: MD

To: All Members of the Parish Council

Dear Councillor

Rolleston on Dove
Parish Council

Clerk: Mrs Mary Danby
32 Hillcrest Rise
BURNTWOOD

W87 45H

Mobile: 07400 280561 (Office hours)
Email: rollestonpc@outlook.com
htips:/rollastonondovepc.co.uk

04 March 2019

You are hereby summoned to attend a Meeting of the Parish Council to be held in the Old Grammar School Room,
adjacent to St Mary’s Church, Church Road, Rolleston on Dove DE13 9BE on Monday 11 March 2019 commencing
at 7.30pm at which the business set out below will be transacted.

Yours sincerely

MDanby

Mary Danby
Clerk

PUBLIC FORUM

A maximum of 15 minutes will be allocated prior to the commencement of the meeting when members of the
public may put questions/comments on any matter in refation to which the Parish Council has powers or duties

which affect the area.

1, To receive apologies
2. Declarations of Interests and Dispensations
3. Planning matters

3.1 Planning applications considered by emal

| Planning Application No. Address Proposal
Alderbrook Lodge, Reduce height of Conifer hedge to 6 metres and crown
P/2019/00167 Burnside reduction to 1 Cedar tree by 25%
Comments submitted to ESBC:

=  Nocomment

Garden land opposite

P£2019/00171 Brookiyn Cottage, Felling of 1 Plum tree and 1 Apple tree
Moseley Mews

Comments submitted to ESBC:

®  The felling of the fruit trees is not justified
=  Request that a tree survey is undertaken
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3.2 Planning applications for consideration at the meeting

Land adjacent to Qutline application for up to 18 dwellings including 10
P/2019/00131 97 Station Road affordable dwellings and details of access
{Enclosure No. 1A}
P/2019/00154 19 Station Road Erection of a single storey rear extension (Revised
Scheme)
{Entlosure No. 1B}

3.3 Planning decisions
The following planning decisions have been notified:

Planning Application No. Address Proposal
Land to the rear of . N . .
P/2018/01128 82 and 84 Beacon putlme application for the erection of a dwelling
Road including details of means of access
Permitted il ]
p/2018/01325 290 Station Road Conversion and fotmatlon of pitch roc_:f to existing coach
hause to form ancillary accommodation
Permitted
. Crown lifting of Oak tree on road side to give clearance
P/2018/01510 56 Knowles Hill of 4.75 metres (TPO No 1)
Granted
Tharnley Hollows, Reduction in height of conifer tree to height of 4.5
P/2018/01559 2 Church Road metres
Permitted
Demolition of existing garage to facilitate the erection
of a detached building to form a one bedroom carers
P/2017/01581 6 Alderbrook Close accommeodation including extension of existing car port
to form link
Permitted
P/2019/00018 [ 20 Alderbrook Close | Erection of a single storey rear extension
Permitted B
P/2019/00109 | 4 Church Road [ Crown reduction by 30% of 2 Silver Birch trees
LPA has no objection and dees not propose to make a TPO

4, To consider the Minutes of the Council meeting held on 11 February 2019 (Enclosure No. 2)
S. To consider matters arising from the previous meeting

6. To receive a report from the County Councillor

7. To receive a report from the Borough Councillor

8. To receive reports from Parish Councillors

9. To consider financial matters
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9.1 Schedule of payments
Payee Description Payment Method Gr:ss V:T
DD
F L i i . .
reeola Lid Village website (taken 08/02/19) 13.10 2.18
3 No. Benches (Elizabeth Avenue play area)
| KedelLi 22 No. Posts (Shotwood Close POS) BACS 213084 | 355.14
PEAC (UK) Ltd Photocopier: Lease Rental {Qtriy} DD 21074 | 35.12
P Gould Mowing Contract BACS 1,169.00 -
A Starbuck Contribution to Flood defence barrier Chg. No. 860.00 -
1&1 {ONOS Village Website (Hosting) DD 20.24 3.37
Skip hire for Clean-up Day on 16! March
Willshee’s Skip Hire (Pre-payment required to confirm order- | BACS 23000 | 38.33
authorised by Clirs Wyatt and § McManus)
Penalty fee re late registration of Transfer
HMRC of Title on Shotwoosi Close P(?S (payment BACS 566,00 )
made prior to meeting to avoid further
default charges being applied)
Clerk Salary BACS 650.62 -
Clerk Expenses BACS 207.34 | 13.08
HMRC NI/PAYE: Month 12 BACS 200.12 -
The Community
Foundation for Best Kept Village Competition Entry fee Chyg. No. 002871 25.00 0.00
Staffordshire
iD Mobile Clerk’s mobile DD 28.06 4.68
TOTALS | 6,045.06 | 451.90
9.2 Bank reconciliation
Bank Accounts
Treasurer Instant Income | Expenditure Total
Access
£ £ £ £
£
Bank
01/04/18 14,884.88 | 45,860.15 60,745.03
- Statement -
. PLUS 8472524
Movementin | Income
funds to date | LESS 60,202.14
Expenditure
76,268.13 | Difference =
Bank £83.96
28/02/19 =g 23,272.97 | 53,079.12 76,352.09 | (unpresented
Statement
cheque)
| Totals agree with Clerk’s Accounts records
Free Reserves
As at 01 April 2018: £3,563.84
As at 28 February 2019:  £3,419.32
10. 2018/18 Budget as at 28 February 2019 (Enclosure No. 3)
11. Best Kept Village
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12
121

12.2

13.1

i3.2

13.3
134

14.

15.

Correspondence

Staffordshire County Council

Road Traffic {Temporary Restrictions) Act 1991

Diversion of Vehicular Traffic — Beacon Road (Enclosure No. 4)

Meadow View Open Space
A resident of Meadow View has contacted the council with the following concern:

Henry Boot designated a children’s play area at Meadow View in 1982/83. This has become a dog exercise
area and dog toilet. Dogs are not kept on leads and the resident can see that there is a possibility that a
dog will attack a child. There is a notice on the gate saying that dogs must be kept on leads which is widely
flouted, and the resident sees this as a relevant safety and environmental issue which needs addressing.

Storage of council records
Discuss how the council should store its records — both current and historice.

Proposal for the purchase of a lockable fire resistant filing 4 drawer filing cabinet for the Clerk to use to
hold the current relevant information that we are required to retain that has easy access plus the Land
Reglstry information and transfers details. {Enclosure No. 5)

Proposal for the purchase of a standard lockable 4 drawer filing cabinet for the Clerk to use to for hold
the remainder of the council’s records. {(Enclosure No. 5}

Stationery would be required for 13.2 (50 No. transfer files - £59.98 plus VAT } and 13.3 (1 No. pack lateral
suspension files - £20.99 plus VAT and 2 pks. transfer files - £31.98 plus VAT}

Craythorne Playing Field — Football Pitch Hire Enquiry

Hation United JFC are looking to start up an under 18s football team for the 2019/20 season. They are
looking to use the Craythorne pitch for Sunday morings or afternoons (depending on the time of fixtures}
for the season and they ask whether this would be possible and what the fee would be for a full season’s
hire.

Invitation to re-join the Staffordshire Parish Councils’ Association {SPCA}
The Clerk attended a drop-in session organised jointly by the National Association of Local Councils’ and
the SPCA.

NALC is an umbrella organisation which the SPCA within. The benefits of re-joining were set out as:

NALC operates at a national level to represent local councils and it provides a number of services:

s Campaigning - lobby for the issues that are important to local councils and communicate those views
to government and a range of influential organisations, in the private, charity and public sector.

=  Legal, accounts and audit advice —written, telephone and digital advice from NALC's well-experienced
solicitars.

=  Publications —a quarterly magazine, LCR, fortnightly DfS, guides on being a good councillor, employer,
finance and transparency, neighbourhood planning and a range of toolkits.

= Conferences, events and training — NALC's national events and training sessions are opportunities to
bring our diverse membership together to learn about new or topical initiatives and share ideas.

®  Publicity — raise the profile of lacal councils and the sector beyond a regional level.
Media — guidance on how to deal with a media crisis, how to deal with reporters and media outlets
and writing a media policy.

s Standards, awards and recognition — oppartunities all year round for focal councils to take up the
chance to celebrate and be recognised for achievements through the Local Councit Award Scheme,
Council Spotlight and Star Council Awards,
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16.

17.

18.

19,

SPCA works in harness with the National Association, membership of which is covered in the subscription
payable to SPCA, they provide a vital support system for modern Parish or Town councils. Thelr services
include:

* Heiping you to save time and money by streamlining your council's “business” using model
documents — many provided free on email — which can be adapted easily to meet your council’s
needs.

® Provision of legal/financial advice, information on insurances, health and safety, risk assessments,
employment issues (including clerks’ salaries) recruitment and job adverts, including a growing
reference library.

* Issuing a weekly email “Bulletin” to all Clerks/Councillors which helps to keep councils in touch with
the latest legal and policy developments.

®* Training for Councillors and Clerks and ad hoc learning/networking events.

A once only heavily discounted six month trial membership rate is being offered of £98 (50% off the pro
rata six month membership fee).

If the council resolves to take up the offer of the six month trial the period would commence the day after
that decision and end six months from that date. The council would need to decide before the end of the
trial if it wishes to remain a member at the standard membership rate {pro rata for the remainder of the
financial year).

Does the council wish to take advantage of the six month trial membership as at set out above?

Governance — Policies (1 Tranch} (Enclosures 6A — 60)
To agree and adopt the following policies for immediate implementation:

Code of Conduct
Standing Orders
Financial Regulations
Statement of Internal Control and Annual Review of Effectiveness of Internal Control
*Data Protection policies:
Councillor Privacy Notice
Data Security Breach Reporting Form
Document Retention and Disposal Policy
Data Audit
Email Contact Privacy Notice
Information & Data Protection Policy
Privacy Impact Assessment Form
Publicatien Scheme
Social Media Policy
Subject Access Request Form
The Management of Transferable Data Policy

Action Points (Enclosure No. 7)

Exclusion of the press and public

Chalr 1o move;

That under the Public Bodies {Admissions to Meetings) Act 1960 (Section 2) {and as expended by Section
100 of the Local Government Act 1972), the press and public be excluded from the meeting for the

following items of business on the grounds that they involve the likely disclosure of exempt information.

Staffing Matters (Enclosure No. 8 — Councillors only)
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P/2019/00154
Received 05/02/2019

90263 — DESIGN, ACCESS & HERITAGE STATEMENT

PROPOSED SINGLE STOREY REAR EXT ENSION AT 19 STATION
ROAD ROLLESTON-ON-DOVE BURTON-ON-TRENT DE13 9AA

11/07/2018

This statement is to be read in conjunction with the drawings 50263-2018-GW-01 02 &
03 submitted alongside this document from planning approval.

This statement has been prepared in response to the buildings location within the
Relleston on Dove Conservation Area. The existing property is a relatively modern
bungalow with muitiple extensions to either side and to the front and rear including an
addition of a conservatory.

The property is to the north of Station Road and backs onto the Rolleston Brook and
Brook Side which is screened by the shrubbery against the brook embankment. The
hearest listed building to the property is 7-8 Brookside which is located 68m away and
will have no impact on those properties.

The proposed alterations to 19 Station road include a modest rear extension to the
existing kitchen. This is 6.78m wide and extends out 1.87m replacing an existing lean-to,

The development is of no determent to the existing houses amenities including parking.

Overall there will be an extremely low impact on the conservation area.






ROLLESTON ON DOVE PARISH COUNCIL
11 FEBRUARY 2019

MINUTES OF A MEETING OF ROLLESTON ON DOVE PARISH COUNCIL
HELD AT THE OLD GRAMMAR SCHOOL ROOM, CHURCH ROAD, ROLLESTON ON DOVE
ON MONDAY 14 JANUARY 2019 COMMENCING AT 7.30 PM

PRESENT .
Councillor Wyatt (in the Chair)

Councillors Gooding, E McManus, $ McManus, Robson, Stephenson, Stewart, B Toon and J Toon
Youth Rep: ] Fowkes

In attendance
6 Members of the Public
Mary Danby, Clerk

PUBLIC FORUM

a}

b}

3.

31

Mr Baker said that TREATS had entered the Station renovation programme into the “It’s Your
Neighbourhood Scheme” which would be judged in June.

Mr Baker referred ta the Russian Vine on the Jinnie Traf and said that it had killed two trees. The Chair
said that the contractor had been instructed to remove the Russian Vine and that this wark will
commence in the next two weeks. The Chair also said that the contractor will be either repairing or
replacing the fence in 4-6 weeks’ time.

Mr Baker reported that TREATS would be happy to provide manpower for the BKV Village Clean-up
days.

Mr Martin asked if the estate agent “For Sale” and “To Let” boards could be removed from the entrance
to Shotwood Close. The Clerk said that she had previously been approached by another resident and
the boards had been reported to ESBC who said they would investigate this. The Chair asked that the
Clerk email the local estate agents asking them not to erect their signs on public spaces in the village.

APOLOGIES FOR ABSENCE
None, ail Councillors were present at the meeting.

DECLARATIONS OF INTEREST AND DISPENSATIONS
Councillor Wyatt declared a declarable non-pecuniary interest in Agenda item No. 3.2, Planning
Application No. P/2018/01584 as the applicant is known to him.

Councitlor McManus deciared a deelarable non-pacuniary interast in Agenda Item No. 9.1
(Reimbursement re Village Website charges).

PLANNING
Planning Applications

3.1.1 P/2018/01506 - Land opposite Norwood Cottage, Hall Grounds

Reserved Matters relating to P/2016/00781 for the erection of a dwelling including details of
access, appearance, landscaping, layout and scale

Comments:

& The hand drawn plan and map are of poor quality

= A plot picture with OS map has not been provided

= Loss of parking provision

= The proposal is infill and an over-development of the site

* The proposal is for a larger praperty than shown in the original outline planning application
= Loss of green space allocation in a Conservation area
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3.1.2

3.1.3

3.14

3.15

3.16

3.2

ROLLESTON ON DOVE PARISH COUNCIL
11 FEBRUARY 2019

P/2018/01581 ~ 6 Alderbook Close
Demolition of existing garage to facilitate the erection of a detached bullding to form a one
bedroom carers accommaodation including extension of existing car port to form link (Revised}

Previous objection reiterated:

a) The proposal is an overdevelopment of the site which would adversely impact on neighbouring
properties

b} The proposed building would be a significant increase over the footprint of the existing garage

¢} The proposed development is back land development, i.e. garden indill

P/2018/01584 - 14 Station Road
Demolition of existing conservatory to facilitate the erection of a single storey rear extension,
flrst floor side extension and loft conversion (Revised Scheme to include a balcony)

No comment.

P/2015/00018 — 20 Alderbook Close
Erection of a single storey extension

No comment

P/2019/00091 - 3 Oaktrees Close
Erection of a temporary single storey wetroom pod to the rear of the property for use by
disabled resident

No objection on the condition that the temporary wetroom pod is removed when It is no longer
required.

P/2019/00109 — 4 Church Road
Crown reduction by 30% of 2 Sllver Birch Trees

Comments;

= The photograph does not clearly identify the tree

= No survey has been made

= [|nsufficient information to enable a decision to be made

Planning Decisions
RESOLVED That the planning decisions set out in the agenda be noted.

MINUTES
RESOLVED That the Minutes of the Relleston on Dove Parish Council meeting held on 14
January 2019 be approved and signed as a true record.

MATTERS ARISING

Page 13 - Rob Earle, SCC Flood Risk Management Team

Following the meeting, Mr Earle said that nothing had changed in the scheme since his colleague
had attended the public meeting in 2016 so they do not have any new information to share at a
public meeting. He said that there are two remaining elements of work that have approval from
the Environment Agency — Property-Level Resilience [PLR} and the drainage improvements on
Craythorne Road.

PLR comprises a suite of measures that are fitted to individual properties and are a private matter
between the contractor and relevant residents — as such, there should be no road closures or wider
disruption from this element.
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8.2

8.3

84

85

ROLLESTON ON DOVE PARISH COUNCIL
11 FEBRUARY 2019

The activities on Craythorne Road are Amey’s and the private developer’s responsibility and form
part of the works associated with the new development going in. It was thought that only one side
of the road will be closed at a time while they lay new pipe. Amey has standard procedures
regarding giving advance warning and generally submits notices to https://roadworks.are/ which
members of the public can view,

There is a third element of work which has not yet been approved, which involves upgrading
pipework down a large stretch of Beacon Road — if it goes ahead, this has the risk of causing
considerable disruption and if approved Mr Earle will work with Amey to provide adequate notice
and minlmise any disturbance.

Page 14 - Village Green application

The Chair reported that there had been some confusion following the previous meeting as
members of the public had gone away from the meeting thinking that the council would provide
a statement of support whereas this could not be done as a body corporate, and individual
councillors had been asked to provide the statements. Two councillors had provided Witness
Statements and the council had provided a letter of support.

Page 14 — Inconsiderate parking

It was agreed that an article be put onto the Facebook page asking peogle to park considerately in
the village. It was also agreed that a letter be sent to the Rolleston Chub Secretary asking for
members to park considerately when the Club car park is full.

Page 15 - Village Map
The Chair reported that the landord of The Spread Eagle was arranging for the map to be put into
a new frame and once this was completed it would be reinstalled onto the wail of the pub.

Page 18 - Shotwood Close Public Open Space

The Clerk reported that the Transfer of Title to the council had been completed, however the legal
fees had doubled due to ESBC not having inserted the “T” marks on the deed plan. As a result of
this amission ESBC were to be asked to reimburse the council for 50% of the legal fees,

COUNTY COUNCILLOR’S REPORT
Counetflor White was not present at the meéeting, a report was therefore not given.

BOROUGH COUNCILLOR’S REPORT
Councitior B Toon reported that ESBC had agreed a small increase on the 2019/20 Council Tax, c6p
per household. She also reported that the Brook Hollows works should be completed during 2019.

PARISH COUNCILLORS’ REPORTS
Councillor J Toon reported that complaints about roads maintenance were being referred to
Staffordshire Highways.

Councillor Sanderson reported that work has been done on the drain at the entrance to the
Station.

Councillor § McManus said that the Jinnie Trail was looking very good, thanks to the volunteers,
He also reported that the village green application had seen more visits to the website than ever
before.

Councillor Stewart reported that the South Hill sign had been repaired.

Councillor E McManus reported that the Facebook page had seen an increase in membership
requests aver the past few weeks.
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ROLLESTON ON DOVE PARISH COUNCIL
11 FEBRUARY 2019

8.6 Jacob Fowkes reported that the tractor should be installed soon; that the burnt bench weuld be
repaired in the next few days; that the wooden entry sign to Brook hollows was broken — the Clerk
was asked to report the sign to ESBC,

8.7 Councillor Robson asked if the contractor’s report on the condition of the grass at Elizabeth Avenue
had been received, the Clerk confirmed that it has not been received. The Chair said that a date
for meetings with the contractors was to be arranged and this issue will be raised at that time.
Councillor Robson also queried who was responsible for the Burnside railings and bridges as
Staffordshire Highways had agreed to repair/repl:_;\ce the damaged peost. The Clerk advised that
information had been given to the County Councillor who said he would follow this up with
Staffordshire Highways with a view to clarifying who was responsible for the railings and bridges.

8.8 Councillor Wyatt reported that a post on the way to Tutbury was down at a 45°angle and the Clerk
was asked to report this to Stafferdshire Highways with a request that the post be sited further
away from the road. He also reported that the grit bins were all full and at a further one had been
requested for the junction of Beacon Drive/Elizabeth Avenue and that a post on the verge opposite
the Co-op had been knocked — the Clerk was requested to ask the contractor to reinstall the post
in its correct position.

9. FINANCE

9.1 Schedule of payments

Payment Gross VAT

Payee Description Method £ ¢
Barnett Tree Services a‘:jzgaw clearggge TUEEgRRI BACS 450.00 0.00
Fenland Leisure Replacement parts for cabla zipwire
Products Ltd and swing RACS 44640 74.40

Reimbursement re Village Website | Thg. No.
5 McManus — 002869 83.96 13.99
P Gouid Mowing contract BACS 827.00 0.00
Clerk Salary BACS 650.42 0.00
Clerk Mileage claim / Expenses BACS 125.79 15.98 |
HMRC NI/ PAYE BACS 200.32 0.00

| Miss A Muller Contribution to Flood door BACS 1,000.00 0.00

P Forman Contribution to fiood door BACS 1,000.00 0.00
Mirs R Skinner Contribution to flood door BACS 1,000.00 0.00
J Deacon ggzg"“mema' Officer: February BACS 87301 | 14550
J Deacon RoSPA Works: Tafflands BACS 126.72 21.12
| Deacon  RoSPA Works: Elizabeth Avenue BACS 162.00 27.00

Shotwood PQS — Registration of Chg. No.
Roseblade & Co Title: Legal Fees o 002870 242.00 36.00
Midshire Business DD

Phot iar: C 110.10 i8.35
Systerns Ltd ocopier: Copy charges {pd 25/01/19) 0
iD Mobile Ltd Clerk’s mobile DD 28.06 4,68

TOTALS £7,325.78 | £357.02
RESOLVED That the above payments be approved.
9.2 Bank Reconciliation

The Bank Reconciliation was noted.
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10.

i1.

12,

121

12,2

123

124

ROLLESTON ON DOVE PARISH COUNCIL
11 FEBRUARY 2019

2018/19 BUDGET AS AT 31 JANAURY 2019
RESOLVED That the report be received and noted.

BEST KEPT VILLAGE

Councillor Wyatt reported on a meeting of the Best Kept Village Sub-Committee held prior to the
council meeting. Councillors S McManus and Stewart had made presentations to local groups
raising the profile of the BKV competition. It was noted that the clean-up days would include
clearing broken branches from Tafflands and that a skip needed to be ordered in good time before
each clean-up date.

Councillor Wyatt also reported that the BKV Sub-Committee were looking to replace the post-
mounted bins throughout the village alongside some of the larger bins in the playing fields.
Councillor B Toon asked that the Clerk check with the County Council before an order was placed
as she believed that the post-mounted bins belonged to SCC and that SCC emptied them, as they
did with some of the larger bins on the playing fields.

CORRESPONDENCE

Staffordshire County Council

Details were received of a Road Traffic Diversion on Beacon Road which would be in effect from
04 — 08 March 2019.

AGREED That the information be noted.

Rolleston 11* Transport Festival

The Festival Organising Committes had written seeking permission to use The Croft for showing
vehicles and erection of gazebos and the Elizabeth Avenue playing field for visitor parking at this
year's Transport Festival on bank Holiday Monday 27 May.

AGREED That permission be granted as set out above.

Footpaths [/ Stiles

The Chair had received corraspondence from Mr Chinn asking if the parish council could set-up a
voluntary group which could, with the lendowners’ permission, help with the repair of footpaths.
Mr Chinn also suggested that contact be made with the Burton Conservation Volunteers who
undertake such works,

The Clerk had approached the County Council’s Rights of Way {RoW) team for assistance as she
has had difficulty in identifying landowners so that letters can be tent asking them to
maintain/repair footpaths and stiles on their land. The RoW team advised that they are unable to
give landowners’ details, but they said that if they can be told which paths are affected,
whereabouts on the route, some details of the issues and photos they can add the details to their
system, and they will contact the landowners.

The Burton Conservation Volunteers (BCV) had responded saying that they normally charge £250
per day and they would survey the paths identified as needing work free of charge and they would
then give a costing, depending on the number of days work required. They added that the
accessibility of stiles can affect the number to be repaired/replaced in a day.

AGREED That the Burton Conservation Volunteers be asked to survey and report on the
Marston Lane foatpath and stiles free of charge,

Jet Beacon Drive/Elizabeth Avenue: Grit bin request

Councillor Robson had been approached by a Beacon Drive resident reporting that she had seen
several people fall over on the pavement at the junction of Beacon Drive/Elizabeth Avanue and
she felt that a grit bin should be provided in that area.
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The Clerk had contacted the County Councillor asking him to progress the installation of a grit bin
at the above location.

AGREED That the information be received and noted.

The Civic Society

1. The Civic Trust advised that it had now arranged for the distribution of the Rollestenian to the
delivery team to be handled by The Civic Trust and they thanked the PC and the previous
Parish Clerks for their help and assistance aver the past few years.

2. The Civic Trust asked if the PC wished to continue to sponsor The Rolleston on Dove Village
Directory which had been issued with The Rollestonian on an annual basis but has not been
updated for some time and it is now clearly out of date. The guestion was asked because the
council may have decided to include the information on the village web site rather than issue
hard copy which costs about £200 to print and issue.

AGREED  That the council look at updating the Directory and then consider if it is a viable
option for it to be printed on the council's photocopier.

ACTION POINTS
AGREED That the information be noted.

EXCLUSION OF THE PRESS AND PUBLIC

RESOLVED That under the Public Bodies (Admissions to Meetings) Act 1960 {Section 2) (and
as expended by Section 100 of the Local Government Act 1972), the press and public be excluded
from the meeting for the following items of business on the grounds that they involve the likely
disclosure of exempt information.

RIALTAS SUITE ALPHA FINANCIAL MANAGEMENT SOFNWARE

RESOLVED That the council move from its accounts from Excel to the Rialtas Suite Alpha
Financial Management Software from 01 April 2019 at an initial cost of £367 plus VAT with an
ongoing cast of £119 plus VAT per annum from €1 April 2020 for support and maintenance.

GOVERNANCE
RESOLVED THAT:

a} The policies portfolio be divided into two tranches, the first tranche will be considered for
approval and adoption at the March meeting of the council; the second tranche to be
considered for approval and adeption at the council’s Aprit meeting.

b) The council be registered with the Information Commissioner with immediate effect and that
the £40 annual Data Protection fee be agreed.

PAYROLL

RESOLVED That the council engage Ladywell Accountancy Services to operate the payroll on
behalf of the council with immediate effect at 2 cost of £75 per annum.

The meeting closed at 9.20pm
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ROLLESTON ON DOVE PARISH COUNCIL
2018/19 BUDGET AS AT 28 FEBRUARY 2019 AND 2015/20 BUDGET

2018119 2019/20
Budget Projected Actual Budget
{Excl VAT) | (Excl VAT) | Asat28/02/19 {Excl VAT)
(ExcI VAT) |
£ 3 E £
INCOME
Precept 52,216 52,216.16 52,216.16 60,049
Council Tax Suppart Grant 1,230 1,830.00 1,830.00 1,665
Bank Account: Interest - 24.50 2258 | 15
VAT Reclaim - 5,136.11 5,136.11 -
Grants . 7.136.39 7,196.39 -
Sundry income - 18,324.00 18,324.00 B
Total income 54,046 | 84,7276 84,725.24 61738
| OPERATIONAL EXPENDITURE
Daonations / Subscriptions 375 367,00 367.00 475
Salary / Expenses 8,100 10,000.00 8,695.71 12,000
Other Admin 2,636 Z2,636.00 2,486.46 2,636
Governance 3,088 3,399.92 3,645.92 | 3,200
Mowing 15,524 15,524.00 13,405.00 | 15,524
Bin Emptying 2,548 2,548.00 2,548.00 2,548
Environmental Contract 11,686 | 11,686.00 8,154.97 11,686
Play Areas 5,450 5,450.00 4,644,77 5,000
Wabsite 240 164.63 24552 | 100
Plants / Trees 1,788 3,325.02 2,775.03 1,788
Capital* 300 3,218.61 522.50 BOO
Contingency - - = 5,000
Total Operational Expenditure 52,275 57,359,19 47,891.88 50,757
TOTAL EXPENDITURE 52,275 | 57,359.19 47,891,88 60,757
TOTAL INCOME| 54,046 | 84,727.16 84,725.24 61,729
s NET INCOME OVER EXPENDITURE 1,771 |  27,367.87| 36,833.36 372
*Includes noticeboard £774.12 {50% of cost} (shortfall met by County ClIr grant)
Current Capital Prajects £ £ £ £
Best Kept Village Works 10,000 - - 10,000
EA Funding 30,000 11,668.00 4,667.60 18,332
Tractor Project 1,000 E50.00 850.00 -
Shotwood Close POS 1,000 388.00 - 1,000
Craythorne Transfer - 40.00 - -
Brock Hollows 10,000 - - 10,000
Groungworks 5,708 9,708.00 9,708.00 -
Free Reserves 3,564 14452 144.52 3,564
Total Current Capital Project Expenditure 65,272 | 23,298.52 15,370.12 42,896
Potential Capital Projects £
Craythorne fence and car park 5,000
Elizabeth Avenue safer surfacing TBC
Tree maintenance {Jinny, Tafflands} 7 days TBC
Jubiles Orchard tree removal 250
Bus shehter - Knowles Hill 5,000
Notice beard - Knowles Hill 1,500
Bank Accounts as at 28 February 2019 £
Treasurer's Account 23,273
fnstant Access Account 53,079
Sub-total 76,352
PLUS projected income to YE {l.e. difference between actual to date and projected) P
LESS projected operational expenditure to YE [i.e. difference between actual to date and projected) 9,467
LESS projected capital expenditure to YE (i.e. difference betweean actual to date and projected) 7,928
Projected YE Bank Accounts 58,954
RECOMMENDATION AT YEAR END £
Create Earmarked Reserves for the Current Capital Projects 42,396
Remaining funds = General Reserve: decision tc be made an haw much can be allocated to potentizl 16,063
Capital Projects and maintain a healthy Reserve '
58,959
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STAFFORDSHIRE COUNTY COUNCIL

ROAD TRAFFIC REGULATION ACT 1984 (AS AMENDED)
ROAD TRAFFIC (TEMPORARY RESTRICTIONS) ACT 1991

DIVERSION OF VEHICULAR TRAFFIC
BEACON ROAD, ROLLESTON ON DOVE

NOTICE is hereby given that the Staffordshire Caunty Councilon 16 April 2018 made an Order the effect of which will
be to prohibit any vehicle from proceeding in that length of Beacon Road in Rolleston on Dove outside property number
S9A unless the vehicle is being used in connection with the works. Pedestrian access will be avaiable.

An alternative route for traffic is available via Beacon Road, Knowles Hil, Burnside, Station Road, Chapet Lane and vice
versa. For more information, visit: : 2tm= .

The order will come into operation on 22 April 2019 and the sald works will COmMmMEnce on or as near as
practicable to that date. It [s anticipated that the works will be completed by 26 April 2019.

The Order will remain in force for a period of 18 months, or until the gas service works, which it i preposed to carry
out on or near the road have been completed, whichever Is the earlier.

Date: 17 April 2019

John Tradewell, Director of Corporate Services,

No. 2 Staffordshire Place, Tipping Street, Stafford. ST16 2DH

Ref: 4145924

Enquiries: Customer Contact Centre Tel: 0300 111 8000
http; o

ENCLOSURE NO . 4






ROLLESTON ON DOVE PARISH COUNCIL
11 MARCH 2019

AGENDA ITEM NO. 13
STORAGE OF COUNCIL RECORDS

Pre-owned fire resistant filing cabinets
Quotations for pre-owned fire resistant filing cabinets:

a) FireKing 4 drawer 60 minute fire proof filing cabinet (with key)
Furniture Industry Research Association (FIRA) certified
Anti-tilt locking mechanism
100% drawer extension
Foolscap
Ground floor only — cabinet weigh around 300kg
£330.00 plus VAT and delivery

b} Phoenix 2224 4 drawer 90 minute fire proof cabinet (with key)
Description as above
£350.00 plus VAT and delivery

) Phoenix F52254 4 drawer 90 minute fire proof filing cabinet (with key)
Newer version of (b) above and same description
£400.00 plus VAT and delivery (the same cabinet was quoted at £420.00 plus VAT and delivery by
another supplier)

Pre-owned standard filing cabinets
Quotations for pre-owned standard filing cabinets:

a} Silverline 4 drawer filing cabinet {(with key)
£50.00 plus VAT and delivery

b) Triumph Trillogy 4 drawer filing cabinet (with key)
£70.00 plus VAT and delivery

¢} SLV range 4 drawer filing cabinet (with key)
£84.00 plus VAT (free delivery)
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ROLLESTON ON DOVE PARISH COUNCIL
CODE OF CONDUCT
ADOPTED »xxxxx 2019

ROLLESTON ON DOVE PARISH COUNCIL
CODE OF CONDUCT
Adopted xxxxx 2019

1. INTRODUCTION

Pursuant to section 27 of the Localism Act 2011, Rolleston on Dove Parish Council {'the
Council’) has adopted this Code of Conduct to promote and maintain high standards of
behaviour by its members and co-opted members whenever they conduct the business of the
Council, including the business of the office to which they were elected or appointed, or when
they claim to act or give the impression of acting as a representative of the Council.

Conduct in public life
When acting in your capacity of a member of the Council you must promote and suppart high
standards of conduct. In particular you shall have regard to the following principles:

Selffessness
You should act solely in terms of the public interest, and should not seek to gain financial or
other material benefits for yourself, your family or your friends.

Integrity
You should not place yourself under any financial or other cbligation to outside individuals or
organisations that might seek to influence you in the performance of your official duties.

Objectivity
In carrying out public business, including making public appeintments, awarding contracts or
recommending individuals for rewards and benefits, you should make choices on merit.

Accountability
You are accountable for your decisions and actions to the public and must submit yourself to
whatever scrutiny is appropriate to your office.

Dgenness

You should be as open as possibiy about all the decisions and actions that you take, You should
give reasons for your decisions and testrict information only when the wider public interest
clearly demands.

Honesty
You have a duty to declare any private interests relating to your public duties and to take steps
to resolve any conflicts arising in a way that protects the public interest.

Leadership
You should promote and support these principles by leadership and axample.

2. DEFINITIONS

For the purposes of this Code, a ‘co-opted member’ is a person who is not a member of the
Council but whao is either a member of any committee or sub-committee of the Council, or a
member of, and represents the Council on any joint committee or joint sub- committee of the
Council, and who is entitfed to vote on any question that falls to be decided at any meeting of
that committee or sub-committee,
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ROLLESTON ON DOVE PARISH COUNCIL
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ADOPTED xoxx 2019

For the purposes of this Code, a ‘meeting’ is a meeting of the Council, any of its committees,
sub-committees, joint committees or joint sub-committees.

For the purposes of this Code, and unless otherwise expressed, a reference to a member of
the Council includes a co-opted member of the Council.

3. MEMBER OBLIGATIONS

When a member of the Council acts, claims to act or gives the impression of acting as a
representative of the Council, he/she has the following obiigations.

(i)

(i)

(iii}

(iv)
v)

He/she shall behave in such a way that a reasonable person would regard as
respectful.

He/she shall not act in a way which a reasonable person would regard as bullying or
intimidatary.

He/she shall not seek to improperly confer an advantage or disadvantage on any
person.

He/she shall use the resources of the Council in accordance with its requirements.

He/she shall not disclose information which is confidential or where disclosure is
prohibited by law.

Registration of interests

{vi)

(vii)

{viii}

{ix}

Within 28 days of this Code being adapted by the Council, or the member’s election or
the co-opted member's appointment (where that is later), he/she shall register with
the Monitoring Officer of East Staffordshire Barough Council the interests which fall
within the categories set out in Appendices A and B.

Upon the re-election of a member or the re-appointment of a co-opted member,
he/she shall within 28 days re-register with the Monitoring Officer any interests in
Appendices A and B.

A member shall reglster with the Monitoring Officer any change to interests or new
interests in Appendices A and B within 28 days of becoming aware of it.

A member need only declare the existence but not the details of any interest which the
Monitoring Officer agrees is a ‘sensitive interest’.! A sensitive interest is one which, if
disclosed on a public register, could lead the member or a person connected with the
member to be subject to violence or intimidation.

Declaration of interests at meetings

(x)

(x1)

Page2 of 6

Where a matter arises at a meeting which relates to an interest in Appendix A the
member shall not participate in a discussion or vote on the matter. He/she only has
to declare what his/her interest is if it is not already entered in the member’s register
of interests or if hefshe has not notified the Monitoring Officer of it.

Where a matter arises at a meeting which relates to an interest in Appendix A which
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is a sensitive interest, the member shall not participate in a discussion or vote on the
matter. If it is a sensitive interest which has not already been disclosed to the
Monitoring Officer, the member shall disclose he/she has an interest but not the
nature of it.

{xii) Where a matter arises at a meeting which relates to an interest in Appendix B, the
member shall not vote on the matter. He/she may speak on the matter only if
members of the public are also allowed to speak at the meeting.

{dii}  Amemberonly hasto declare his/her interest in Appendix B if it is not already entered
in his/her register of interests or hefshe has not notified the Monitoring Officer of it
or if he/she speaks on the matter. If he/she holds an interest in Appendix B which is a
sensitive interast not already disclosed to the Monitoring Officer, he/she shall declare
the interest but not the nature of the interest,

{xiv)  Where a matter arises at a meeting which relates to a financial interest of a friend,
relative or close associate {other than an interest of 5 person in Appendix A}, the
member shall disclose the nature of the interest and not vote on the matter. He/she
may speak on the matter only If members of the public are also allowed to speak at
the meeting. I it is a ‘sensitive interest’ the member shall declare the interest but hot
the nature of the interest.

Dispensations

(xv}  On a written request made to the Council’s proper officer, the Council may grant a
member a dispensation to participate in a discussion and vote on a matter at a
meeting even if hefshe has an interest in Appendices A and B if the Council considers
that:

{a) without the dispensation the number of members otherwise prohibited from
taking part in the meeting would impede the transaction of the business;

{b} or it Is in the interests of the inhabitants in the Council’s area to allow the
member to taka part,

(c) or itis otherwise appropriate te grant a dispensation.

NOTE:

UIf the interest is a sensitive interest you should disclose merely the fact that you have such a
disclosable pecuniary interest, rather than the interast. A sensitive interest is one which the member
and the monitoring officer, who is responsible for the register of members’ interests, consider that
disclosure of its details could lead to the member, or a person conrnected to the member, being subject
to violence or intimidation.

APPENDIX A
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Interests defined by regulations made under section 30{3) of the Localism Act 2011 and described in

the table below.
Subject Description
Employment,
office, trade, Any employment, office, trade, profession or vocation carried on for profit
profession or or gain.
vocation

Sponsorship

Any payment or provision of any other financial benefit (other than from the
Council) made to the member during the 12-month period ending on the
latest date referred to in paragraph 6 above for expenses incurred by
him/her in carrying out his/her duties as a member, or towards his/her
election expenses.

This Includes any payment or financial benefit from a trade union within the
meaning of the Trade Union and Labour Relations (Consolidation) Act 1992,

Any contract made between the member or his/her spouse or civil partner
ot the persen with whom the member is living as if they were spouses/civil
partners (or a firm in which such person is a partner, or an incorporated body
of which such person is a director® or a body that such person has a
beneficial interast in the securities of*} and the Council:

Contracts

(a) under which goods or services are to be provided or works are to be
exacuted; and

(b) which has not been fully discharged.

Any beneficial interest in land which is within the area of the Council.

Land 1Land’ excludes an easement, servitude, interest or right in or over land
which does not give the member or his/her spouse or civil partner or the
persan with whom the member is living as if they were spouses/civil partners
(@lone or jointly with another) a right to occupy or to receive income.

Licences Any licence (alone or jointly with others) to occupy land in the area of the

Council for 8 month or longer.
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Subject | Description I - ]

Any tenancy where {to the member’s knowledge}: ‘

(a) thelandlord is the Council; and ’

Corporate ‘

(b} the tenant is a body that the member, or his/her spouse or civil partner ‘
or the person with whom the member is living as if they were
spouses/civil partners is a partner of or 3 director* of or has a beneficial

i interest in the securities* of. l

Any beneficial interest in securities* of a body where:

{a) that body (to the member’s knowledge) has a place of business or land ‘
in the area of the Councit; and

{b) either:
Securities {i)  the total nominal value of the securities® exceeds £25,000 or one
hundredth of the total issued share capital of that body; or

(i) if the share capital of that body is of more than one class, the total
nominal value of the shares of any one class in which the member,
or his/her spouse or civil partner or the person with whom the
member is living as if they were spouses/civil partners has a
beneficial interest exceeds one hundredth of the total issued share
capital of that class,

*"director’ includes a member of the committee of management of an industrial and provident society.

*securities’ means shares, debenturss, debenture stock, loan stock, bonds, units of a collective
investment scheme within the meaning of the Financial Services and Markets Act 2000 and other
securities of any description, other than money deposited with a building society,
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APPENDIX B
An interest which relates to or is likely to affect:
] any body of which the member is in a position of general contro! or management and to which
he/she is appointed or nominated by the Council;
{ii} any body:
(a) exercising functions of a public nature;
(b) directed to charitable purposes; or
{c) one of whose principal purposes includes the influence of public opinion or policy

{including any political party or trade union)

of which the member of the Council is a member or In a position of general control or
management;

{iii) any gifts or hospitality worth more than an estimated value of £50 which the member has
received by virtue of his or her office.
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INTRODUCTION

These model! standing orders update the National Association of Local Council {NALC) model standing
orders contained in “Local Councils Explained” by Meera Tharmarajah {© 2013 NALC). This publication
contains new model standing orders which reference new legislation introduced after 2013 when the
last model standing orders were published.

HOW TO USE MODEL STANDING ORDERS

local councils. For example, it is not practical for model standing orders to document all obligations
under data protection legislation. The statutory requirements to which a council is subject apply
whether or not they are incorporated in a councit’s standing orders.

council. The financial regulations, as opposed to the standing orders of a council, include most of the
requirements relevant to the council’s Responsible Financial Officer. Model financial regulations are
available to counciis jn membership of NALC.

DRAFTING NOTES

Model standing orders that are in bold type contain legal and statutory requirements. It is
recommended that councils adopt them without changing them or their meaning. Mode! standing

requirements so they may be adopted as drafted or amended to suit a council’s needs. It is NALC's
view that all model standing orders will general ly be suitable for councils.

For convenience, the word “councitlor” is used in model standing orders and, unless the context
suggests otherwise, includes a non-councilior with or without voting rights.

A model standing order that includes brackets like this ‘(Y requires information to be inserted by &

council. A model standing order that includes brackets like this ‘T ) and the term ‘OR’ provides
aiternative options for a council to choose from when determining standing orders.
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RULES OF DEBATE AT MEETINGS

a Motions on the agenda shall be considered in the order that they appear uniess 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 2 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 2
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.

i 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.

! 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 onit.

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 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 excepl:

i. to speak on an amendment moved by another councillor;
. to move or speak on another amendment if the motion has been amended since
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he last spoke;
Hl.  tomakea point of order:
fv.  togive a personal explanation; or
V. to exercise a right of reply.

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

i to amend the motion;

ii, to proceed to the next business;

jii.  toadjourn the debate;

iv.  to put the motion to avate;

v, to ask a person to be no longer heard or to leave the meeting;

vi.  to refer amotion to 2 committee or sub-committee for consideration;

vii. 1o 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,

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 walved his right of reply.

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 five
minutes without the consent of the chairman of the meet ing.

DISORDERLY CONDUCT AT MEETINGS

a

or improperly. if this standing order is igno red, the chairman of the meeting shall request
such person(s} to moderate or improve their conduct,
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MEETINGS GENERALLY

Full Council meetings @
Committee meetings
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 charge or at a reasonable cost.

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

The minimum three clear days’ public notice of a meeting does not include
the day on which the natice was issued or the day of the meeting.

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 ather special reasons. The public’s exclusion from part or alt
of a meeting shall be by a resolution which shall give reasons for the public’s
exclusion.

Mambers of the public may make representations, answer questions and give
evidence at a meeting which they are entitled to attend in respect of the
business on the agenda during the Public Forum or if they are invited t0 do so
by the Chair.

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.

Subject to standing order 3(f), a member of the public shall not speak for more
than 5 minutes.

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.

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

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

Subject to standing order 3{m), 3 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
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tommentary about the meeting so that the report or commentary is availabie
as the meeting takes place or fater to persons not present.

A person present at 3 meeting may not provide an oral report or oral
commentary about a meeting as it takes place without permission,

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

Subject to standing orders which indicate otherwise, anything authorised or
required to be done by, to or before the Chairman of the Council may in his
absence be done by, to or before the Vice-Chairman of the Council {if there is
one).

The Chairman of the Coundil, if present, shall preside at a meeting. If the
Chairmaniis absent from a Mmeeting, the Vice-Chairman of the Council (if there
is one) if present, shall preside. If both the Chairman and the Vice-Chairman
are absent from a meeting, a councillor as chosen by the councillors present
at the meeting shall preside at the meeting,

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

The chairman of 2 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,

Unless standing orders provide otherwise, voting on a question shali be by a
show of hands, At the request of a councifior, the voting on any question shall
be recorded so as o 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.

The minutes of 3 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 counciltors
who are absent;

ili.  intereststhat have been dectared by councillors and non-councillors with
voting rights;

iv.  thegrant of dispensations (if any) to councillors and non-counciliors 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.

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

No business may be transacted at a meeting unless at least one-third of the
whole number of members of the Council are present and in no case shall the
quorum of a meeting be less than three.

See standing order 4d{viii} for the quorum of o committee or sub-committee
meeting.

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

4. COMMITTEES AND SUB-COMMITTEES

a Unless the Council determines otherwise, a committee may appoint a sub-committee
whose terms of reference and members shalt 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.

¢ Untess the Council determines otherwise, all the members of an advisory committee
and a sub-committee of the advisory committee may be non-councillors.

d The Council may appoint standing committees or other committees as may be necessary,

and:

vi.

vii.

viii.

ix.

xi.

shall determine their terms of reference;

shall determine the number and time of the ordinary meetings of a standing
committae up until the date of the next annual meeting of the Council;

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

shall, subject to standing orders 4(b} and {c), appoint and determine the terms of
office of members of such a commitiee;

may, subject to standing orders 4(b) and {c), appoint and determine the terms of
office of the substitute members to a2 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 two days before the meeting that they
are unable to attend;

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

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

shall determine the place, notice requirements and guorum for a meeting of a
committee and a sub-committee which, in both cases, shali be no less than three;
shall determine if the public may participate at a meeting of a committee;

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

shall determine if the public may participate at 2 meeting of a sub-committee that

ENCLOSURE NO. 6B



S.

STANDING ORDERS
ADOPTED XXXXX 2019

they are permitted to attend; ang
xXil.  may dissolve a ctommittee 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.

In a year which is not an efection year, the annual meeting of the Council shall be held
on such day in May as the Council decides.

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

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.

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.

The Chairman of the Council, unless he has resigned or becomes disqualified, shall
continue in office and preside at the annual meeting untll his suceessor is elected at the
hext annual meeting of the Council.

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.

In an election year, if the current Chalrman of the Council has nat been re-elected as 3
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 equallity of votes.

In an election year, If the current Chairman of the Council has been re-elected as a
member of the Council, he shall preside at the 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
equallty of votes.

Following the election of the Chairman of the Council and Vice-Chairman (if there is one}
of the Council at the annyal 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;

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

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

iv.  Consideration of the recommendations made by a commitiee;

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

ENCLOSURE NO. 68



6"

STANDING ORDERS
ADOPTED XXXXX 2012

vi. Review of the terms of referance for committees;

vii.  Appointment of members to existing committees;

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

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

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

xi.  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;

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

EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND SUB-COMMITTEES

The Chairman of the Councll may convene an extraordinary meeting of the Council at
any time,

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.

The chairman of a committee may convene an extraordinary meeting of the committee
at any time.

If the chairman of a committee does not call an extraordinary meeting within seven days
of having been requested to do so by two members of the committee, any two members
of the committee may convene an extraordinary meeting of the committee.

PLANNING APPLICATIONS: CONS!DERATION QUTSIDE OF NORMAL MEETING SCHEDULE

If there are planning applications that need to be considered outside of the normal meeting
schedule, the Clerk will electronically send all documents to all Members requesting comments
by a given date. The Clerk will then send comments to the Borough Council on behalf of the
Council. If no comments are received from Councillors then no comments will be submitted to
the Borough Council, i.e. Councillors do not have to respond to the Clerk if they have no
comments to make.

PUBLIC FORUM
See also standing orders 3(e)-3(j).

10

A person being a registered local government elector within the patish of Rolleston on
Dove may at the appointed time during an ordinary meeting of the Parish Council ask a
question about any matter on which the Parish Council has power.

Each question shall be directed to the Chairman of the meeting who may answer orally,
may undertake to provide a written reply within seven days or may decline to answar.

Public Question time shall be limited so that no further question shall be put after 15
minutes from the commencement of the first question.
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d Members of the public will not be permitted to speak during the business part of the
meeting unless invited to do so by the Chair,

PRESENTATION OF PETITIONS

a A person being a registered local government elector within the Parish of Rolleston on
Dove may at the appointed time during an ordinary meeting of the Parish council present
a petition of at least 10 signatures of local government electors living within the parish
about any question on which the Parish Council has power. The petitioner may speak for
two minutes,

b Each petition shall be handed to the Chairman of the meeting who may answer orally,
provide a written reply within seven days, and decline to answer or defer discussion until
the next meeting of the Councit.

c A maximum of five petitions may be presented at any meeting of the Parigh.

PREVIOUS RESOLUTIONS

a A resolution shall not be reversed within six manths except either by a special motion,
which requires written notice by at least three councillors to be given to 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-committee,

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

11

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

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

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.
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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 mation resubmits it, so that it can be understood, in writing, to the Proper Officer
at least four clear days before the meeting.

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

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

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

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

13. MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE

14.

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;

it. to move to a vote;

ii. 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. 10 require a written report;

ix. toappoint 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;

%ii.  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 regquirements);

xvi. to adjourn the meeting; or

wii. to close the meeting.

MANAGEMENT OF INFORMATION

See also standing order 20.

12

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

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

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.

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).

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.

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 respact of { ) were a correct record but
his view was not upheld by the meeting and the minutes are confirmed as an
accurate record of the proceedings.”

If the Counci¥’s gross annual income or expenditure (whichever is higher) does not
exceed £25,000, it 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,

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 ofthe
minutes of a meeting, the draft minutes or recordings of the meeting for which
approved minutes exist shall be destroyed.
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CODE OF CONDUCT AND DISPENSATIONS
See afso standing order 3{u).

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

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.

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.

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,

A decision as to whether to grant a dispensation shall be made by a meeting of the council
or committee for which the dispensation is required and that decision is final.

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;

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

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

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

Subiect to standing orders 13{d) and (f), a dispensation request shall be considered at the
beginning of the meeting of the coundil, or comemittee or sub-committee for which the
dispensation is required.

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 [n the council's area;
or

iit. itis otherwise appropriate to grant a dispensation.

CODE OF CONDUCT COMPLAINTS

a

14

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.
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Where the notification in standing order 14(a) ralates to 3 tomplaint made by the Proper
Officer, the Proper Officer shall notify the Chairman of Council of this fact, and the
Chairman shait 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),

The council may:

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

ii.  seekinformation 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-counciilor
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,

PROPER OFFICER

a

The Proper Officer shall be the clerk or (i) an elected member{s) nominated by the council
to undertake the work of the Proper Officer when the Proper Officer is absent.

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
countillor has consented to service by email), and

= Provide, in a conspleuous place, public notice of the time, place and agenda
{provided that the public notice with agenda of an axtraordinary meeting
of the council convened by councillors is signed by them).

See standing order 3(b) for the meaning of clear days for g meeting of a full councii

and standing order 3fc) for the meaning of clear days for g meeting of a committee;

jil. subject to standing order 8, include on the agenda all motions in the order received
unless a councillor has given written notice at Jeast four days before the meeting
confirming his withdrawal of it;

iiil. 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 iocal government electors;

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

vi.  hold acceptance of office forms from councillors;

vii.  ensure that every councillor’s register of interests is supplied to the Borough
Council;

viii.  assist with responding to requests made under freedom of information legisiation
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 {(where one has
been appointed);

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

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);

arrange for legal deeds to be executed;

{see afso standing order 23);

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

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

refer a planning application received by the council to the council within three
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; : :

manage access to information about the council via the publication scheme; and
ratain custody of the seal of the counci! {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 Clerk will act as the Responsible Financial Officer or be responsibie for managing a
Finance Officer or other employees of the council.

ACCOUNTS AND ACCOUNTING STATEMENTS

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.

c The Responsible Financial Officer shall supply to each councillor at every meeting of the
council a statament to summarise:

the council’s receipts and payments (or income and expe nditure} for each quarter;
the council's aggregate receipts and payments {or income and expenditure) for the
year to date;

the balances held at the end of the guarter being reported and which includes a
comparison with the budget for the financial year and highlights any actual or
potential overspends.

d As soon as possible after the financial year end at 31 March, the Responsible Financial
Officer shall provide:

16

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

to the council the accounting statements for the year in the form of Section 2 of
the annual governance and accountability return, as required by proper practices,
for consideration and approval.
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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 compiated draft
annual governance and accountability return shall be presented to all councillors at least
seven 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.

21.  FINANCIAL CONTROLS AND PROCUREMENT

17

a3

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

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

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

iil.  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 pracurament exercise.

Financial regulations shail be reviewed regufarly and at least annually for fitness of
purpose,

include a requirement on the council to advertise the contract opportunity on the
Contracts Finder website (mw.gov.uk/gomra_cts-ﬁnder) regardless of what other
means it uses to advertise the opportunity unless it proposes to yse an existing list of
suppliers {framework agreement),

Subject to additional fequirements in the financial regulations of the council, the tender
process for contracts for the supply of goods, materiais, services or the execution of
works shall include, as 2 minimum, the following steps:

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

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

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

v, tenders are to be submitted in writing in 2 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;
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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.

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

f A public contract regulated by the Public Contracts Regulations 2015 with an estimated
value jn 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 Officiail Journal of the
European Union {QJEU)) shall comptly 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, oll 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 Utifities 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 Finance 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 or, if he is not available, the vice-chairman
(if there is one) of the council of absence occasioned by illness or other reason and that
person shall report such absence to councii at its next meeting.

C The chairman of the council, or in his absence the vice-chairman, shali upon a resolution,
conduct a review of the performance and annuai appraisal of the work of the Clerk. The
reviews and appraisal shall be reported in writing and are subject to approval by
resolution by the council.

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 the chairman of the
council, or in his absence, the vice-chairman of council in respect of an informal or formal
grievance matter, and this matter shall be reported back and progressed by resolution of
council,

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

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.

18 ENCLOSURE NO. 6B
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g 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 olso 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 The council, shall publish information in accordance with the requirements of the Local
Government {Transparency Requirements) (England) Regulations 2015.

RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION
(Befow is not an exclusive list)

See also standing order 11,
a The council may appoint a Data Protection Officer.

b The councH 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 ajl 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.

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 aiso standing orders 15 (bi{xii) and {xvii).

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

b 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 BOROUGH AND COUNTY 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 Borough and County Council representing the area of the

19 ENCLOSURE NO, 68
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council.

RESTRICTIONS ON COUNCILLOR ACTIVITIES

Unless duly authorised no councillor shall issue orders, instructions or directions,

YOUTH REPRESENTATIVES AT PARISH COUNCIL MEETINGS

The Parish Council shall have a maximum of two Youth Representatives. It will annualty
co-opt one Youth Representative who will then serve for a maximum period of two years,

The Youth Representatives must have their principal place of residence in the Parish of
Rolleston on Dove at the time of co-option and throughout their period of office. If either
of the Youth Representatives should change his/her place of residence to a location out
of the Parish of Rolleston on Dove, he/she will be required to resign forthwith and the
vacancy shall be filled by co-option at a subsequent Parish Council meeting.

Youth Representatives must be under 18 years old and over 14 years old at the time of
co-option.

The Parish Council will advertise vacancies in the Rollestonian, the village website and on
village notice boards. If no-one is forthcoming it will work in partnership with the principal
High School serving the Parish of Rolleston on Dove in order to identify up to two Youth
Representatives. In the event of more than two young people being interested, the Parish
Council recommends that an election takes place within the School.

Youth Representatives will be invited to all meetings of the Parish Council but will have
to leave when the Press and Public are excluded. They will have the right to place items
on the Agenda, to speak on all items and to receive, in advance of meetings, Minutes and
documents for all items. They will not have the right 1o vote.

A Youth Representative may be removed from office by a majority vote of the Council on
a “resolution moved on notice” in accordance with Standing Order 9 and shall be subject
to the Council's Standing Order 2 concerning “disorderly conduct”.

STANDING ORDERS GENERALLY

20

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

A motion to add to or vary or revoke one or more of the council’s standing orders, except
one that incorporates mandatory statutory or legal requirements, shall be proposed by a
special motion, the written notice by at least three councitlors to be given to the Proper
Officer in accordance with standing order 9.

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

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

ENCLOSURE NO. 6B
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These Financial Regulations were adopted by the Council at its Meeting held on xxxxxx 2019,

1 GENERAL

11 These financial regulations govern the conduct of financial management by the council and may
only ba 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 js responsible in law for ensuring that its financial Mmanagement is adequate and
effective and that the coundil has a sound system of internal control which facilitates the effective
exercise of the council’s functions, including arrangements for the management of risk.

13 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;
" toprevent and detect inaccuracy and fraud; and

* identifying the duties of officers,

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

15 At least once a year, prior to approving the Anmual Governance Statement, the council must
review the effectivenass of jts system of internal control which shall be in accordance with proper
practices,

16 Deliberate or wilful breach of these Regulations by an employee may give rise to disciplinary

proceedings.
1.7 Members of counci are expected to follow the instructions within these Regulations and not to

the office of councillor into disrepute,

1.8 The Clerk has been appointed as Responsible Financial Officer (RFQ) for this council and these
regulations will apply accordingly.

19 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;

® ensures the accounting control Systems are observed;

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

-_—

! Model standing orders for councils are available in Local Councils Explained © 2013 National Association of
Local Councils
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assists the council to secure economy, efficiency and effectiveness in the use of its
resources; and
produces financial management information as required by the councll.

The accounting records determined by the RFO shall be sufficient to show and explain the
council’s transactions and to enable the RFQ to ensure that a record of receipts and payments
and additional information is prepared for the council from time to time comply with the
Accounts and Audit Regulations.

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

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 ta the council for approvat 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.

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);

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.

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 £1,000; 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 withits terms
of reference,
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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 legisiation, 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 Locgf Councils - a Practitioners’ Guide

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

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

On aregular basis, at least once in each quarter, and at each financial yearend, a cheque signatory
shall be appointed to verify bank reconciliations {for ail accounts) produced by the RFQ. The
member shall sign the reconciliations and the original bank statements {or similar document) as
evidence of verification. This activity shall on conclusion be reported, including any exceptions, to
and noted by the council,

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

The council shall ensure that there is an adequate and effective system of internal audit of its
accounting recards, and of its System of internal control in accordance with proper practices. Any
officer or member of the councit shall make available such documents and records as appear to
the counci 1o be necessary for the purpose of the audit and shall, as directed by the council,
supply the RFQ, internal auditos, or external auditor with suchinformation and explanation as the
colincil considers necessary for that purpose,

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

The internal auditor shall:

*  be competent and inde pendent 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;

" 1o demonstrate competence, ohjectivity and independence, be free from any actual or
perceived conflicts of interest, including those aris ing from family relationships; and

Internal or external auditers may not under any circumstances:

* perform any operational duties for the council;
" initiate or approve accounting transactions; or
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« 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.

The RFO shall make arrangements for the exercise of electors’ rights in relation te 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.

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

ANNUAL ESTIMATES {BUDGET)

The RFO must each year, but no later than December, 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 council,

The council shall fix the precept {council tax req wirement), 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 in
line with East Staffordshire Borough Council’s submissien date. The RFQ shall issue the precept to
the billing authority and shall supply each member with a copy of the approved annual budget.

The approved annual budget shall form the basis of financial control for the ensuing year.
BUDGETARY CONTROL AND AUTHORITY TO SPEND

Expenditure onh revenue items may be authorised up to the amounts included for that class of
expendityre in the approved budget. This autharity is to be determined by:

= the council for all items over £5,000;

s 4 duly delegated committee of the council for items over £500; or

= the Clerk, in conjunction with Chairman of Council or Chairman of the appropriate committee,
for any items below £5G0.

Such authority is to be evidenced by a minute.
Contracts may not be disaggregated to avoid controls imposed by these regulations.

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, or duly delegated committee.
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 1o other budget headings or to
an earmarked reserve as appropriate (‘virement’),

Unspent provisions in the revenue or capital budgets for completed projects shall not be carried
forward to a subseguent year.
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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 hecessary to carry out,
Such expenditure includes repair, replacement or other wark, whether or not there s any
budgetary provision for the expenditure, subject to a limit of £200. The Clerk shall report such
action to the Chair as soon as possible and to the council as soon as practicable thereafier,

No expenditure shall be authorised in relation to any capital project and no contract entered into
or tender accepted i nvolving capital expenditure unless the eouncil is satisfied that the necessary
funds are available and the requisite borrowing approvat has been obtained,

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

The RFO shali regularly provide the council with a statement of receipts and payments to date
under each head of the budgets, comparing actual expenditure to the appropriate date against
that planned as shown in the budget. These statements are 1o be prepared at least at the end of
each financial quarter and shall show explanations of Mmaterial variances. For thig purpose,
“material” shall be in excess of 15% of the budget,

Changes in earmarked reserves shall be approved by councit as part of the budgetary contro!
process.

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

The council's banking arrangements, including the bank mandate, shall be recommended by the
RHC and approved by the councit: banking arrangements may not be delegated to 3 committee,
They shall be regularly reviewed for safety and efficiency.

The RFO shall Prepare a schedule of payments requiring authorisation, forming part of the Agenda
for the Meeting and, together with the relevant invoices, present the schedule to council. The
council shall review the schedule for compliance and, having satisfied itself shall authorise
Payment by aresolution of the council, A detailed list of al! payments shall be disclosed within the
minutes of the meeting at which payment was authorised. Personal Raymenits (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,

All invaices for payment shall be examined, verified and certified by the RFO 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.

The RFO shall examine invoices for arithmetical accuracy and analyse them to the appropriate
expenditure heading. The RFO shail take all steps to pay ail invoices submitted, and which are in
order, at the next available council meeting,

The Clerk and RFO shal| have delegated authority to authorise the Payment of items only in the
following circumstances:

x
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a) Ifa 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 RFQ 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;

b) An expenditure item authorised under 5.6 below {continuing contracts and obligations)
provided that a list of such payments shall be submitted to the next appropriate meeting of
council; or

c} fund transfers within the councils banking arrangements up to the sum of £10,000, subject to
the Chair and Vice-Chair being notified of the amount and reason before transfer and a list of
such payments shall be submitted to the next appropriate meeting of council.

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 £1,000 shall before payment, be subject to ratification by resolution of
the council,

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.

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.

Any changes in the recorded details of suppliers, such as bank account records, shall be approved
in writing by a Member.

INSTRUCTIONS FOR THE MAKING OF PAYMENTS
The council will make safe and efficient arrangements for the making of its payments.

Following authorisation under Finandal Regulation 5 above, the council, a duly delegated
committee o, if so delegated, the Clerk or RFO shall give instruction that a payment shall be
made,.

All payments shall be made by Cheque or Direct Debit or BACS transfer where possible, in
accordance with a resolution of council,

Chegues or orders for payment drawn on the bank account in accordance with the schedule as
presented to council or committee shall be signed by two members of council in accordance with
a resolution instructing that payment. Amember who is a bank signatory, having a connection by
virtue of family or business relationships with the beneficiary of a payment, should not, under
normal circumstances, be a signatory to the payment in question.

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.
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signatures obtained away from such meetings shall be reported to the council at the next
convenient meeting,

If thought appropriate by the council, payment for utility suppiies (energy, telephone and water)
and any National Non-Domestic Rates may be made by variable direct debit provided that the
instructions are signed by two members and any payments are reported to council as made. The

i

Payment 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 Fastar
Payment shall be renewed by resolution of the councit at least every two years.

Where a computer requires use of 3 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

changed as soon as practicable. The fact that the sealed envelope has been opened, in whatever
circumstances, shall be reparted to all members immediately and formaily to the next available
meeting of the council. This will not be required for a member’s personal computer used only for
remgote authorisation of bank payments,

Regular back-up copies of the records on any computer shall be made onto 3 portable hard disk
and shall be stored securely away from the computer in question, and preferably off-site.

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

Where internet banking arrangements are made with any bank, the Clerk shall be appointed as
the Service Administrator. The bank mandate approved by the council shall identify a minimum
of four councillors who will be authorised to approve transactions on thoge aceounts,
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Access to any internet banking accounts will be directly to the access page (which may be saved
under “favourites”}, and not through a search engine or email link. Remembered or saved
passwords facilities must not be used on any computer used for council banking work. Breach of
this Regulation will be treated as a very serious matter under thase regulations.

Changes to account details for suppliers, which are used for internet banking may only be changed
onwritten hard copy notification by the supplier and supported by hard copy authority for change
signed by the Clerk. A programme of regular checks of standing data with suppliers will be
followed.

Any Debit 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 in writing hefore
any order is placed.

A pre-paid debit card may be issued to the Clerk. The limit will be set by the council. Transactions
and purchases made will be reported to the councif and authority for topping-up shall be at the
discretion of the council.

Any corporate credit card or trade card account opened by the council will be specifically
restricted to use by the Clerk and shall be subject to automatic payment in full at each month-
end.

The council will not maintain any form of cash float. All cash received must be banked intact. Any
payments made in cash by the Clerk (for example for postage or minor stationery items) shall be
refunded on a regular basis.

PAYMENT OF SALARIES

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

payment of salaries and payment of deductions from salary such as may be required to be made
for tax, national insurance and persion 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.

No changes shall be made to any employee’s pay, emoluments, or terms and conditions of
employment without the prior consent of the council.

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.

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

Any termination payments shall be supported by aclear business case and re ported to the council,
Termination payments shall anly be authorised by council.

10
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LOANS AND INVESTMENTS
All borrowings shall be effected in the name of the coundil, 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 shail only be approved by full council,

Al loans and investments shall be negotiated in the name of the council and shall be for a set
peried in accordance with council policy.

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.

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

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

(Authorisation of Payments} and Regulation 6 {instructions for payments},
iINCOME

The coltection of all sums due to the council shall bathe responsibility of and under the supervision
of the RFO,

Particutars of al charges to be made for work done, services rendered or goods supplied shalf 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.

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

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

All sums received on behalf of the council shail be banked intact as directed by the REQ. In all
cases, all receipts shall be deposited with the council's bankers with such frequency as the RFO
considers necessary.

The otigin of each receipt shall be enterad on the paying-in slip.

Personal cheques shall not be cashed out of money held on behalf of the council,
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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,

Where any significant sums of cash are regularly received by the council, the RFO shall take such
steps as are agreed by the counci! 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.

ORDERS FOR WORK, GOODS AND SERVICES

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

Purchase orders shall be controlled by the RFO.

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 guotations
or estimates from appropriate suppliers, subject to any de minimis provisions i Regulation 11.1
helow.

Amember may not issue an official order or make any contract on behalf of the council,

The RFO shall verify the fawful nature of any proposed purchase before the issue of any order,
and in the case of new or infrequent purchases or payments, the RFO shall ensure that tha
statutory authority shall be reported to the meeting at which the order is approved so that the
minutes can record the power being used.

CONTRACTS
Pracedures as to confracts are laid down as follows:

Every contract shall comply with these financial regulations, and no exceptions shall be made
otherwise than in an emergency pravided that this regulation heed not apply to contracts which
relate to items {a) to (f) below:

a} forthe supply of gas, electricity, water, sewerage and telephone services;

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

¢} forwork to be executed or goods or materials to be supplied which consist of repairs to or
parts for existing machinery or equipment or plant;

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

e) for additional audit work of the external auditor up to an estimated value of £250 (in excess
of this sum the Clerk shall act after consultation with the Chairman and Vice Chairman of
councll); and

f) for goods or materials proposed to be purchased which are proprietary articles and/or are
only sold at a fixed price.
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11.2  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?,

113 The fuli requirements of The Regulations, as applicable, shall he followed in respect of the
tendering and award of 3 public supply contract, public service contract or public works contract
which exceed thresholds in The Regulations set by the Public Contracts Directive 2014/24/EV
{which may change from time to time}?,

114  When applications are made to waive financial regulations relating to contracts to enable a price

115 Such invitation to tender shall state the general nature of the intended contract and the Clerk

contract.

116  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.

117 Anyinvitation to tender issued under this regulation shall be subject to Standing Order18(d),* and
shall refer to the tarms of the Bribery Act 2010.

11.8  Whenitisto enter into a contract of less than £25,000 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 &5 set out in paragraph (a) the Clerk shall obtain 3 quotations
{priced descriptions of the propased supplyl; where the value is below £500 and above £100 the
Clerk or RFO shall strive to obtain 3 estimates, Otherwise, Regulation 10.3 above shall apply.

119 Thecouncil shall not be obliged to accept the lowest or any tender, quote or estimate.

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

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHeR CONSTRUCTION WORKS
(PUBLIC WORKS CONTRACTS)

a.  For public supply and public service contracts 209,000 Euros (£164,17¢)

b. For public works contracts 5,225,000 Eurgs {£4,104,394)
“ Based on NALC’s model standing order 184 in Lacal Councils Explalned © 2013 National Association of Local
Councils
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Payments on account of the contract sum shall be made within the time specified in the contract
by the RFO upon authorised certificates of the architect or other consultants engaged to supervise
the contract {subject to any percentage withholding as may be agreed in the particular contract).

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

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

ASSETS, PROPERTIES AND ESTATES

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.

No tangible moveable property shall be purchased or otherwise acquired, sold, leased or
otherwise disposed of, without the suthority 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 £100.

No real property (interests in [and) shall be sold, leased or otherwise disposed of without the
authority of the councll, 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).

No real property (interests in land) shall be purchased or acquired without the authority of the
full council. In each case areport 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).

Subject only to the limit set in Regulation 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.

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

INSURANCE

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

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

All appropriate members and employees of the council shall be included in 3 suitable form of
security or fidelity guarantee insurance which shall cover the maximum risk exposure as
determined annhually by the council,

RISK MANAGEMENT

The council is responsible for putting in place arrangements for the management of risk. The Clerk
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 arra ngements
shall be reviewed by the council at least annually.

When considering any new activity, the Clerk shall Prepare a draft risk assessment including risk
management proposais for consideration and adoption by the couneii,

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS
It shall be the duty of the Remuneration and Finance Committee to review the Financial
Regulations of the council annually. The Clerk shall make arr3 ngements to monitor changes in

legislation or Proper practices and shak advise the council of any requirement for a consequential
amendment to these Financial Regulations,
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ROLLESTON ON DOVE PARISH couNcit

ROLLESTON ON DOVE PARISH COUNCIL

STATEMENT OF INTERNAL CONTROL AND ANNUAL REVIEW OF EFFECTIV
CONTROL

OVERVIEW

oo 2019

ENESS OF INTERNAL

Local councils are required to conduct an annual review of the effectiveness of its system of
internal control. The council is required to sign the Annval Governance Statement {on the
Annual Return submitted to the externai auditor) to evidence that this review has been

undertaken.

Inorder for the Council to teview the effectiveness of the internal Control System there needs

to be clarity on the internal controls in place,

Some internal controls are listed in the Financig} Regulations document byt the system of

controls goes beyond this. A Statement of Internal Contrals has
appended to this report.

RECOMMENDATION

Page 1 0f4
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Cash Book/Bank
Reconciliations

ROLLESTON ON DOVE PARISH COUNCIL
xxxax 2012

ROLLESTON ON DOVE PARISH COUNCIL
STATEMENT OF INTERNAL CONTROL

The Cash Books are kept up-to-date from original documents
(paying-in boaks, invoices, cheque stubs),

The Cash Books are reconciled to the bank statements on a
monthly basis.

Financial Regulatlons

A document listing the Council’s Financial Regulations, based on
the madel version prepared by NALC/SLCC, is maintained. The
Regulations are reviewed for continued relevance and
amended where necessary by the Responsible Financial Officer
(RFO} with any proposed amendments subject to approval by
the Council.

Order/Tender Controls

The Financial Regulations list the number of estimates,
guotations or full tenders that miust be invited depending on
the value and nature of tihe work.

Official letters/emails/Purchase Orders are sent to suppliers for
services which are not regular in nature.

Legal Powers

A proper legal power Is identified in advance of any
expenditure.

Payment Controls

purchase Orders/iettersfemails ordering the work are matched
to purchase invoices where applica ble.

A Schedule of Payments is presented to every ordinary meeting
of the Council for approval (such approval is recorded in the
Minutes).

All cheques and financial documents are signed by two
authorised signatories.

All Faster Payments/BACS transactions are authorised by two
authorised signatories.

Original invoices are provided to the councillors signing the
cheques/authorising BACS payments.

The cheque number used to settle an invoice is noted on the
invoice for cross reference purposes. l

Page 2 of 4
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|
A separate 5.137 account is maintained where necessaty, |

The RFO calculates the maximum amount of 5.137 expendlture |
able to be made each vear and ensures that it is not exceeded. /

The proper minute authorising expenditure from 5137 is |
prepared on each occasion.

Not currently adopted by the council. |

____———_____—__..______ _—___|

The RFO ensures that all invoices are addressed to the Council,

The RFO ensures that Proper VAT iavoices are received where
VAT is payable.

|
The RFO maintains 3 VAT account to show that the correct
amount of VAT is reclsimed in the year.

The RFO ensures that the Precept decision is declared to East ||
Staffordshire Boreugh Council on time. |
The RFO ensures that the amount of Precept received is correct
in" acsordance with the Precept request submitted to the
Borotgh Council.

The RFO ensures that the Precept instalments are received

when due.

The RFQ ansures that alf other receipts are received when dye
and correctly calculated.

|

|

Inceme is banked promptly.

—— |
|
The performance to date and latest year end forecast against |

the agreed annuai Budget are presented to each ordinary |
meeting of the Council, |

________________1

The budget is Prepared in consuitation with the Council, |

The Precept is set on the basis of the budget by the deadline set
by the Borough Council.

-_— - = e E—
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e E

Payroll Controls »  All staff are paid under PAYE.

«  All staff salaries are set by the Council and a minute is prepared
to show the agreed salaries.

= The council has engaged Ladywell Accountancy Services to
administer its payroll.

= Salaries are paid via Faster Payment direct into employees Bank
accounts; all payments are approved by two authorised
signatories.

= The RFO will ensure that all the necessary payroll returns are
made to HMRC and will retain evidence that this has been done.

Asset Control »  The RFO maintains a full Asset Register,

»  The existence and condition of assets is checked on an annual
basis.

»  The adequacy of insurance of the Council’s assets is considered
annually in advance of the insurance renewal.

— I

Prepared by:

Mary Danby
Parish Clerk and RFQ

12 February 2019

Page 4 of 4 ENCLOSURE NO. 6D



ROLLEWSTON ON DOVE PARISH COUNCIL
COUNCILLOR PRIVACY NOTICE

Council Name: Rolleston on Dove Parish Council
Council Address: c/o 32 Hillcrest Rise, Burntwood WS7 45H
Email Address: rollestonpc@outlack.com

Telephone numbhber: 07400 280561

Counciltor Privacy Notice
When you sign your acceptance of office and take your seat on
Rolleston on Dove Parish Council

The information you provide (personal information such as name, address, email address, phone number,
register of interests and other relevant information) will be processed and stored so that it is possible to
contact you, respond to your correspondence and retain information relating to your time in office with
the Council. Your personal information will not be shared with any third party other than those related to
a statutory or lawful requirement or with your consent.

When you contact us

The information you provide {personal information such as name, address, email address, phone number,
organisation} will be processed and stored to enable us to contact you and respond to your
correspondence, provide information and/or access our facilities and services. Your personal information
will be not shared or provided to any other third party.

The Council’s Right to Process Iinformation
General Data Protection Regulations Article 6 (1) (a} {b} and {e)

Processing is with consem of the data subject, or

Processing is necessary for compliance with a legal ebilgation, or

Processing is necessary for the performance of a task carried out in the public interest or in the exercise
of official autherity vested in the controlier

Information Security

Rolieston'on Dove Parish Cowncil (the Council) has a duty to ensure the security of personal data. We
make sure that your information is protected from unauthorised access, loss, manipulation, falsification,
destruction or unauthorised disclosure. This is done through appropriate technical measures and
appropriate policies. Copies of these policies can be requested.

We will only keep your data for the purpose it was collected for and only for as long as is necessary. After
which it will be deleted. (You many request the deletion of your data held by the Council at any time).

Access to Information

You have the right to request access to the information we have on you. You can do this by contacting the
Clerk.

Information Correction

If you believe that the information we have about you is incorrect, you may contact us so that we can
update it and keep your data accurate. Please contact the Clerk to request this.

Page 1 of 2 ENCLOSURE NO. 6E



ROLLEWSTON ON DOVE PARISH COUNCIL
COUNCILLOR PRIVACY NOTICE

Information Deletion
If you wish the Council to delete the information about you, please contact the Clerk to request this.

Right to Object
If you believe that your data is not being processed for the purpose it has been collected for, you may
object: Please contact the Clerk to object.

Rights Related to Automated Decision Making and Profiling
The Council does not use any form of automated decision making or the profiling of individual personal
data.

Complaints

If you have a complaint regarding the way your personal data has been processed you may make a
complaint to the Council (Mary Danby, Clerk Tel: 07400 280561, Email: rollestonpc@outlook.com) and
the Information Commissioners Office casework@ico,grg.uk Tek: 0303 123 1113,

Summary

In accordance with the law, the Council only collect a limited amount of information about you that is
necessary for correspondence, information and service provision. The Council do nat use profiling, we do
not sell or pass your data to third parties. The Council do not use your data for purposes other than those
specified. The Council makes sure your data is stored securely. The Council delete all information deemed
to be no langer necessary. The Council constantly reviews its Privacy Policies to keep it up to date in
protecting your data. {You can request a copy of our policies at any time).

Page 2 of 2 ENCLOSURE NO. 6E



ROLLESTON ON DOVE PARISH COUNCIL
DATA SECURITY BREACH REPORTING FORM

Data Security Breach Reporting Form

A data security breach can happen for a number of reasons: Loss or theft of data or equipment on which
data is Stored, Inappropriate access controls atlowing unauthorised use, Equipment failure, Human error,
Unforeseen circumstances such as a fire or flood, Hacking attack, ‘Blagging’ offences where infarmation
is obtained by deceiving the organisation who holds it. Use this form to report such breaches.

Example: Reportable Theft or loss of an unencrypted laptop computer or other unencrypted portable
electronic/digitat media holding names, addresses, dates of birth and National [nsurance Numbers of
individuals. A manual paper-based filing system {or unencrypted digital media) holding the personal data
relating to named individuals and their financial records etc. More information can be found using the
below fink:

https.//ico.org.uk/media/for-
organisations/documents/1562/guidance on_data_security breach management.pdf

Breach Containment and Recovery
Article 2{2} of the Notification Regulation states:

The provider shall notify the personal data breach to the competent national authority no later than 24
hours after the detection of the personat data breach, where feasible. The provider shall include in its
notification to the competent national authority the information set out in Annex |. The Privacy and
Electronic Communications (EC Directive) Regulations 2003 {PECR) provide rules about sending marketing
and advertising by electronic means, such as by telephone, fax, email, text and picture or video message,
or by using an automated calling system. PECR also include other rules relating to cookies, telephone
directories, traffic data, location data and security breaches. Detection of a parsonal data breach shall be
deemed 10 have taken place when the provider has acquired sufficient awareness that a security incident
has occurred that led to personal data being compromised, in order to make a meaningful notification as
required under this Regulation.

Date and time of Notification of Breach

Notification of Breach to whom

Name

Contact Details

Details of Breach

ENCLOSURE NO. 6F



Nature and content of Data Involved

Number of individuals affected:

Name of person investigating breach

Name

Job Title
Contact details
Email

Phone number
Address

Information Commissioner informed
Time and method of contact

https://reportico.org.uk/security-breach/

Police Informed if relevant
Time and method of contact
Name of person contacted

Contact details

individuals contacted
How many individuals contacted?
Method of contact used to contact?

Does the breach affect individuals in other EU
member states?

What are the potential consequences and
adverse effects on those individuals?

Page 2 of 3



Confirm that details of the nature of the risk
to the individuals affected: any measures
they can take to safeguard against it; and the
likely cost to them of taking those measures
is relayed to the individuals involved.

Staff briefed

Assessment of ongoing risk

Containment Actions: technical and
organisational security measures have you
applied (or were to be applied) to the
affected personal data

Recovery Plan

Evaluation and response

Page3 of 3
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2.2

2.3

Dacument Retention and Disposal Policy

DOCUMENT RETENTION AND DISPOSAL POLICY

Introduction

The Council accumulates a vast amount of information and data during the course of its
everyday activities. This includes data generated internaily in addition to information obtained
from individuals and external organisations. This information is recorded in various different
types of document.

Records created and maintained by the Council are an important asset and as such measures
need to be undertaken to safeguard this information. Properly managed records provide
authentic¢ and reliable evidence of the Council’s transactions and are necessary to ensure it can
demeonstrate accountability.

Documents may be retained in either ‘hard’ paper form or in electronic forms. For the purpose
of this policy, ‘document’ and ‘record’ refers to both hard copy and electronic records.

It is imperative that documents are retained for an adequate period of time. If docurnents are
destroyed prematurely the Council and individual officers concerned could face prosecution for
not complying with legislation and it could cause operational difficulties, reputational damage
and difficulty in defending any claim brought against the Council.

In contrast to the above the Council should not retain documents longer than is necessary.
Timely disposal should be undertaken to ensure compliance with the General Data Protection
Regulations so that personal information is not retained longer than necessary. This will also
ensure the most efficient use of limited storage space.

Scope and Objectives of the Policy

The aim of this document is to provide a working framework to determine which documents
are:

® Retained - and for how long; or
= Disposed of —and if so by what method

There are some records that do not need to be kept at all or that are routinely destroyed in the
course of business. This usually applies to information that is duplicated, unimportant or only of
a short-term value. Unimportant records of information include:

. ‘With compliments’ slips

= Catalogues and trade journals

= Non-accepiance of invitations

= Trivial electronic mail messages that are not related to Council business
s Requests for information such as maps, plans or advertising material

. Out of date distribution lists

Duplicated and superseded material such as stationery, manuals, drafts, forms, address books
and reference coples of annual reports may be destroyed.

Page1lof5 ENCLOSURE NO. 6G
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5.1

Document Retention and Disposal Policy

Records shoutd not be destroyed if the information can be used as evidence to prove that

something has happened. If destroyed the disposal needs to be disposed of under the General
Data Protection Reguiations,

Roles and Responsibilities for Document Retention and Disposal

Councils are responsible for determining whether to retain or dispose of documents and should
undertake a review of documentation at least on an annual basis to ensure that any unnecessary
documentation being held is disposed of under the General Data Protection Regulations.

Councils should ensure that all employees are aware of the retention/disposal schedule.

Document Retention Protocol

Councils should have in place an adeguate systen for documenting the activities of their service.
This system should take into account the legislative and regulatory environments to which they
work.

Records of each activity should be complete and accurate enough to allow employees and their
successors ta undertake appropriate actions in the context of their responsibilities to:

»  Facilitate an audit or examination of the business by anyone so authorised.

« Protect the legal and other rights of the Council, its clients and any other persons affected
by its actions.

= Verify individual consent to record, manage and record disposal of their personal data.

= Provide authenticity of the records so that the evidence derived from them is shown to be
credible and authoritative.

To facilitate this the following principles should be adopted:

» Records created and maintained should be arranged in a record-keeping system that will
enable quick and easy retrieval of information under the General Data Protection
Regulations

« Documents that are no longer required for operationa!l purposes but need retaining should
be placed at the records office.

The retention schedules in Appendix A: List of Documents for Retention or Disposal provide
guidance on the recommended minimum retention periods for specific classes of documents
and records. These schedules have been compiled from recommended best practice from the
public Records Office, the Records Management Society of Great Britain and in accordance with
relevant legislation.

Whenever there is a possibility of litigation, the records and information that are likely to be
affected should not be amended or disposed of until the threat of litigation has been removed.

Document Disposal Protocol
Documents should only be disposed of if reviewed in accordance with the following:

» |5 retention required to fulfil statutory or other regulatory requirements?
= s retention required to meet the operational needs of the service?

Page20of5 ENCLOSURE NO. 66
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53

54
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6.1

Document Retention and Disposal Policy

" Isretention required to evidence events in the case of dispute?

* Is retention required because the document or record is of historic interest or intrinsic
value?

When documents are scheduled for disposal the method of disposal should be appropriate to
the nature and sensitivity of the documents concerned. A record of the disposal will be kept to
comply with the General Data Protection Regulations.

Documents can be disposed of by any of the following methods:

" Non-confidential records: place in waste paper bin for disposal

* Confidential records or records giving personal information: shred documents
*  Deletion of computer records

" Transmission of records to an external body such as the County Records Office

The following principles should be followed when disposing of records:

= Al records containing personal or confidential information should be destroyed at the end
of the retention period. Failure to do so could lead to the Council being prosecuted under
the General Data Protection Regulations.

= the Freedom of Information Act or cause reputational da mage.

* Where computer records are deleted steps should be taken to ensure that data is
“virtually impossible to retrieve’ as advised by the Information Commissioner.

® Where documents are of historical interest it may be appropriate that they are
transmitted to the County Records office.

= Back-up copies of documents should also be destroyed (including electronic or
photographed documents unless specific provisions exist for their disposal).

Records should be maintained of appropriate disposals. These records should contain the
following information:

= The name of the document destroyed
" The date the document was destroyed
*  The method of disposal

Data Protection Act 1998 ~ Obligation to Dispose of Certain Data

The Data Protection Act 1998 (‘Fifth Principle’) requires that personal information must not be
retained longer than is necessary for the purpose for which it was originally obtained. Section 1
of the Data Protection Act defines personal information as:

Data that relates to a living individual who can be identified:

a) from the data, or

b} from those data and other information which is in the possession of, or is likely to come

into the possession of, the data controller.

Itincludes any expression of opinion about the individual and any indication of the intentions
of the Council or other person in respect of the individual.
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8.

3.1

8.2

Document Retentlon and Disposal Policy

The Data Protection Act provides an exemption for information about identifiable living
individuals that is held for research, statistical or historical purposes to be held indefinitely
provided that the specific requirements are met,

Councils are responsible for ensuring that they comply with the principles of the under the
General Data Protection Regulations namely:

= Personal data is pracessed fairly and lawfully and, in particular, shall not be processed
unless specific conditions are met.

= Ppersonal data shall only be obtained for specific purposes and processed in a compatible
manner.

= Personal data shall be adequate, relevant, but not excessive.

= Personal data shall be accurate and up to date.
Personal data shall not be kept for longer than is necessary.

=  Personal data shall be processed in accordance with the rights of the data subject.

= Personal data shall be kept secure.

External storage providers or archivists that are holding Council documents must also comply
with the above principles of the General Data Protection Regulations.

Scanning of Documents

In general, once a document has been scanned on to a document image system the original
becomes redundant. There is no specific legislation covering the format for which local
government records are retained following electronic storage, except for those prescribed by
HM Revenue and Customs.

As a general rule hard copies of scanned documents should be retained for three months after
scanning.

Original documents required for VAT and tax purposes should be retained for six years unless a
shorter period has been agreed with HM Revenue and Customs.

Review of Docurment Retention

It is planned to review, update and where appropriate amend this document on a regular basis
(at least every three years in accordance with the Code of Practice on the Management of
Records issued by the Lord Chancellor).

This document has been compiled from various sources of recommended best practice and with
reference to the following documents and publications:

= Local Councit Administration, Charles Arnold-Baker, 11* edition, Chapter 11

s Local Government Act 1972, sections 225 — 229, section 234

= SLCC Advice Note 316 Retaining Important Documents

= SLCC Clerks’ Manual: Storing Books and Documents

»  tord Chancellor’s Code of Practice on the Management of Records issued under Section 46
of the Freedom of Information Act 2000
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Document Retention and Disposal Policy

9, List of Documents

9.1 The full list of the Council’s documents and the procedures for retention or disposal can be
found in Appendix A: List of Documents for Retention and Disposal. This is updated regularly in
accordance with any changes to legal requirements.

Adopted: xonx 2019
Review date: xo00t 2022
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Rolieston on Dove Parish Council
Document Retention and Disposal Policy

Document Minimum Retention Perlod Reason Disposal

Paid invoices 6 years VAT Confidential waste. A list will be kept of
those documents disposed of to meet the
requirements of the GDPR.

VAT records | 6 years generally but 20 years for | VAT Confidential waste. A list will be kept of

__ VAT on rents those documents disposed of to meet the
requirements of the GDPR.

Wages books/payroli 12 years Superannuation Confidential waste, A list will be kept of
those documents disposed of to meet the
requirements of the GDPR,

Insurance policies While valid {but see next two Management Bin

items below}

Insurance company names and | Indefinite Management N/A

policy numbers

Certificates for insurance 40 years from date on which The Employers’ Liability {Compulsory Bin

against liability for employees | insurance commenced or was Insurance) Regulations 1998 (51 2753}

renewed Management

Playground equipment 21 years

inspection reports

Investments Indefinite Audit, Management N/A

Title deeds, leases, Indefinite Audit, Management N/A

agreements, contracts

Information from other bodies | Retained for as long as it is useful Bin

e.g. circulars from county
associations, NALC, principal
authorities

and relevant

ENCLOSURE NO. 6G
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Rolleston on Dove Parish Council

Document Retention and Disposal Policy

Pocument

Minimum Retention Perlod

Reason

Disposal

General correspondence and
emails

Unless it relates to specific
tategories outlined in the policy,
correspondence, both paper and
electronic, should be kept.

Records should be kept for as long
as they are needed for reference
or accountability purposes, to
comply with regulatory
requirements or to protect legal
and other rights and interests,

Management

Bin (shred confidential waste). A fist will
be kept of those documents disposed of to
meet the requirements of the GDPR.

Correspondence relating to
staff

if related to Audit, see relevant
sections above. Should be kept
securely and personal data in
relation to staff should not be
kept for longer than is necessary
for the purpose it was held. Likely
time limits for tribunal claims
between 3~6 months
Recommend this period be for 3

| years.

After an employment relationship has
ended, a council may need to retain and
access staff records for former staff for the
purpose of giving references, payment of
tax, national insurance contributions and
pensions, and in respect of any related legal
claims made against the councll,

Confidential waste. A list will be kept of
those documents disposed of to meet the
requirements of the GDPR.

ENCLOSURE NO. 6G
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Rolleston on Dove Parish Council
Document Retention and Disposal Policy

Document Minimum Retention Period Reason Disposal

Rent 6 years Confidential waste. A list will be kept of
those documents disposed of to meet the
requirements of the GDPR.

Breach of trust None Confidential waste. A list will be kept of
those documents disposed of to meet the
requirements of the GDPR.

Trust deeds N/A

_ Indefinite

Planning Applications

All planning applications and relevant dacision notices are avallable at East Staffordshire Borough
All Parish Council recommendations in connection with these applications are recorded in the Parish Council’s Minutes and are retained indefinitely.

Council. There is no requirement to retain duplicates locally.

Other Documentation

Declarations of acceptance of | Term of Office plus 1 year Management Bin
office

Members’ Register of Interests | Currently held by East Staffordshire Barough Council

forms

Complaints Bin

1 year

Management

ENCLOSURE NO. 6G
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Email Contact Privacy Notice
Council Name; Rolleston on Dove Parish Council
Councit Address: ¢/0 32 Hillcrest Rise, Burntwood WS7 4SH
Email Address: rollestonpe@outlook_com

Telephone numbers: 07400 280561
Email Contact Privacy Notice

When you contact us

The information you provide (personal information such as name, address, email address, phone number,
organisation) will be processed and stored to enable us to contact you and respond to your
correspondence, provide information and/or access our facilities and services. Your personal information
will be not shared or provided to any other third party.

The Councils Right to Process Information
General Data Protection Regulations Article 6 (1) {a} (b} and {e)

Processing is with consent of the data subject, or

Processing is necessary for compliance with a legal obligation, or

Processing is necessary for the performance of a task carried out in the public interest or in the exercise
of official authority vested in the controfler

Information Security

Rolleston on Dove Parish Council (the Council) has a duty to ensure the security of personal data. We
make sure that your information is protected from unauthorised access, loss, manipulation, falsification,
destruction or unauthorised disclosure. This is done through appropriate technical measures and
appropriate policies. Copies of these policies can be reguested.

We will only keep your data for the purpose it was collected for and only for as long as is necessary. After
which it will be deleted. (You many request the deletion of your data held by the Council at any time).

Children
We will not process any data relating to a child (under 13) without the express parental/ guardian consent
of the child concerned.

Access to Information
You have the right to request access to the information we have on you. You can do this by contacting the
Clerk,

Information Correction
if you believe that the information we have about you is incorrect, you may contact us so that we can
update it and keep your data accurate. Please contact the Clerk to request this.

information Deletion
if you wish the Council to delete the information about you please contact the Clerk to request this.

Right to Object
If you believe that your data is not being processed for the purpose it has been collected for, you may
object: Please contact the Clerk to object.

Page 1 of 2 ENCLOSURE NO. 6}
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Email Contact Privacy Notice

Rights Related to Automated Decision Making and Profiling
The Council does not use any form of automated decision making or the profiling of individual personal
data.

Complaints

if you have a complaint regarding the way your personal data has been processed you may make a
complaint to the Clerk: {Mary Danby, Tel: 07400 280561, Email: roltestonpc@outlook.com) and the
Information Commissioners Office casework@ico.org.uk Tel; 0303 123 1113,

Summary: In accordance with the Jaw, Rolleston on Dove Parish Council only collect a imited amount of
information about you that is necessary for correspondence, information and service provision. The
Council do not use profiling, we do not sell or pass your data to third parties. The Council do not use your
data for purpases other than those specified. The Council makes sure your data is stored securely. The
Council delete all information deemed to be no longer necessary. The Council constantly reviews its
Privacy Policies to keep it up to date in protecting your data. (You can request a copy of our policies at any
time).

Page 2 of 2 ENCLOSURE NO. 61



Information & Data Protection Policy
INFORMATION & DATA PROTECTION POUICY

introduction

In order to conduct its business, services and duties, Rolleston on Dove Parish Council {the Council)
processes a wide range of data, relating to its own operations and some which it handles on behalf of
partners. In broad terms, this data can be classified as:

= Data shared in the public arena about the services it offers, its mode of operations and other
information it is required to make available to the public.

= Confidentialinformation and data not yet in the public arena such asideas or policies that are being
worked up.

= Confidential information about other organisations because of commercial sensitivity.

= Personal data concerning its current, past and potential employees, Councillors, and volunteers.
Personal data concerning individuals who contact it for information, to access its services or
facilities or tc make a complaint.

The Council will adopt procedures and manage responsibly, all data which it handles and will respect
the confidentiality of both its own data and that belonging to partner organisations it works with and
members of the public. In some cases, it will have contractual obligations towards confidential data,
but in addition will have specific legal responsibilities for personal and sensitive information under
data protection legislation.

The Council will periadically review and revise this policy in the light of experience, comments from
data subjects and guidance from the information Commissioners Office.

The Council will be as transparent as possible about its operations and will work closely with public,
community and voluntary organisations. Therefore, in the case of all information which is not personal
or confidential, it will be prepared to make it available to partners and members of the parish’s
communities. Details of information which is routinely available is contained in the Council’s
Publication Scheme which is based on the statutory model publication scheme for local councils.

Protecting Confidential or Sensitive Information

The Council recognises it must at times, keep and process sensitive and personal information about
both employees and the public, it has therefore adopted this policy not only to meet its legal
obligations but to ensure high standards.

The General Data Protection Regulations (GDPR} which became law on 25 May 2018 and will, like the
Data Protection Act 1998 before them, seek to strike a balance between the rights of individuals and
the sometimes, competing interests of those such as the Council with legitimate reasons for using
personal information.

The policy is based on the premise that Personal Data must be:

»  Processed fairly, lawfully and in a transparent manner in relation to the data subject.

*  Collected for specified, explicit and legitimate purposes and not further processed in a manner
that is incompatible with those purposes.

»  Adequate, relevant and limited to what is necessary in relation to tha purposes for which they are
processed.

= Accurate and, where necessary, kept up to date.

= Kept in a form that permits identification of data subjects for no longer than is necessary for the
purposes for which the personal data are processed.

Page 1 of 6 ENCLOSURE NO. 6J



information & Data Protection Policy

Processed in a manner that ensures appropriate security of the personal data including protection
against unauthorised or unlawful processing and against accidental loss, destruction or damage,

using appropriate technical or organisational measures.

Data Protection Terminology

Data subject - means the person whose personal data is being processed.

That may be an employee, prospective employee, associate or prospective associate of the
Council or someone transacting with it in some way, or an employee, Member or velunteer with
one of our clients, or persons transacting or contracting with one of our clients when we process
data for them.

Personal data - means any information relating to a natural person or data subject that can be
used directly or indirectly to identify the person.

It can be anything from a name, a photo, and an address, date of birth, an email address, bank
details, and posts on social networking sites or a computer IP address.

Sensitive personal data - includes information about racial or ethnic origin, political opinions, and
religious or other beliefs, trade union membership, medical information, sexual orientation,
genetic and biometric data or information related to offences or alleged offences where it is used
to uniquely identify an individual.

Data controller - means a person who {either alone or jointly or in common with other persons)
{e.g. Parish Council, employer, council} determines the purposes for which and the manner in
which any personal data is to be processed.

Data processor - in relation to personal data, means any person {other than an employee of the
data controller} who processes the data on behalf of the data controller.

Processing information or data - means obtaining, recording or holding the information or data
or carrying out any operation or set of operations on the information or data, including:

= organising, adapting or altering it

= retrieving, consulting or using the information or data

* disclosing the information or data by transmission, dissemination or otherwise making it
available

= aligning, combining, blocking, erasing or destroying the information or data. regardless of the

= Technology used.

Rolleston on Dove Parish Council processes personal data in order to:

® fulfil its duties as an employer by complying with the terms of contracts of employment,

safeguarding the employee and maintaining information required by law.

* pursue the legitimate interests of its business and its duties as a public body, by fulfilling

contractual terms with other organisations, and maintaining information required by law.
" monitor its activities including the equality and diversity of its activities
»  fulfitits duties in operating the business premises including security
= assist regulatory and law enforcement agencies

=  process information including the recording and updating details about its Councillors, employees,

partners and volunteers.

Page 20of 6 ENCLOSURE NO. &)



Information & Data Protection Policy

= process information including the recording and updating details about individuals who contact it
for information, or to access a service, or make a complaint.

= undertake surveys, censuses and questionnaires to fulfil the objectives and purposes of the
Councii.

s undertake research, audit and quality improvement work to fulfil its objects and purposes.

= carry out Council administration.

Where appropriate and governed by necessary safeguards we will carry out the above processing
jointly with other appropriate bodies from time to time.

The Council will ensure that at least one of the following conditions is met for personal information
to be considered fairly processed:

= The individual has consented to the processing

= Processing is necessary for the performance of a contract or agreement with the individual

s Processing is required under a legal obligation

»  Pracessing is necessary to protect the vital interests of the individual

" Processing is necessary to carry out public functions

= Processing is necessary in order to pursue the legitimate interests of the data controller or third
parties.

Particular attention is paid to the processing of any sensitive personal information and the Council
will ensure that at least one of the following conditions is met:

= Explicit consent of the individual
* Required by law to process the data for employment purposes
*  Arequirement in order to protect the vital interests of the individual or another person

Who is responsible for protecting a person’s personal data?
The Council as a corporate body has ultimate responsibility for ensuring compliance with the Data
Protection legislation. The Council has delegated this responsibility day to day to the Clerk.

Email: rollestonpc@outlook.com
= Phone; 07400 280561
= Correspondence: Clerk, ¢/o 32 Hilicrest Rise, Burntwood WS7 45SH

Diversity Monitoring

Rolleston on Dove Parish Cauncil monitors the diversity of its employees, and Councillors, in order to
ensure that there is no inappropriate or unlawful discrimination in the way it conducts its activities. It
undertakes similar data handling in respect of prospective employees. This data will always be treated
as confidential. 1t will only be accessed by authorised individuals within the Council and will not be
disclosed to any other bodies or individuals. Diversity information will never be used as selection
criteria and will not be made available to others involved in the recruitment process. Anonymised data
derived from diversity monitoring will be used for monitoring purposes and may be published and
passed to other bodies.

The Council will always give guidance on personnel data to employees, councillors, partners and
volunteers through a Privacy Notice and ansure that individuals en whom personal information is kept
are aware of their rights and have easy access to that information on request.
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information & Data Protection Policy

Appropriate technical and organisational measures will be taken against unauthorised or unlawful
processing of personal data and against accidental loss or destruction of, or damage to, personal data.

Personal data shall not be transferred to a country or territory outside the European Economic Areas
unless that country or territory ensures an adequate level of protection for the rights and freedoms
of data subjects in relation to the processing of personal data.

Information provided to us

The information provided (personal information such as name, address, email address, phone
number) will be processed and stored so that it is possible for us to contact, respond to or conduct
the transaction requested by the individual. By transacting with the Council, individuals are deemed
to be giving consent for their personal data provided to be used and transferred in accordance with
this policy, however where ever possible specific written consent will be sought. It is the responsibility
of those individuals to ensure that the Council is able 10 keep their personal data accurate and up-to-
date. The personal information will be not shared or provided to any other third party or be used for
any purpose other than that for which it was provided.

The Council’s Right to Process Information

General Data Protection Regulations (and Data Protection Act) Article 6 (1) (a) (b} and (e)

Processing is with consent of the data subject, or

Processing is necessary for compliance with a legal obligation.

Processing is necessary for the legitimate interests of the Council.

Infermation Security

The Council takes care to ensure the security of personal data. We make sure that your information is
protected from unauthorised access, loss, manipulation, falsification, destruction or unauthorised

disclosure. This is done through appropriate technical measures and appropriate policies.

We will only keep your data for the purpose it was collected for and only for as long as is necessary,
after which it will be deleted.

Children

We will not process any data relating to a child {under 13} without the express parental/ guardian
consent of the child concemed.

Rights of a Data Subject

Access to Information: an individual has the right to request access to the information we have on
them. They can do this by contacting the Clerk.

Information Correction: If they believe that the information we have about them is incorrect, they
may contact us so that we can update it and keep their data accurate. Please contact: The Clerk.

Information Deletion: If the individual wishes the Parish Council to delete the information about
them, they can do so by contacting the Clerk.
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Information & Data Protection Policy

Right to Object: If an individual believes their data is not being processed for the purpose it has been
collected for, they may object by contacting the Clerk.

The Council does not use automated decision making or profiling of individual personal data.

Complaints: If an individual has a complaint regarding the way their personal data has been processed,
they may make a complaint to the Clerk or the Information Commissioners Office
casework@ico.org.uk Tel: 0303 123 1113.

The Council will always give guidance on personne! data to employees through the Employee
handbook.

The Council will ensure that individuals on whom persanal information is kept are aware of their rights
and have easy access to that information on request.

Making Information Available

The Publication Scheme is a means by which the Council can make a significant amount of information
available routinely, without waiting for someone to specifically request it. The scheme is intended to
encourage local people to take an interest in the work of the Council and its role within the
community.

In accordance with the provisions of the Freedom of Information Act 2000, this Scheme specifies the
classes aof information which the Council publishes or intends to publish. It is supplemented with an
Information Guide which will give greater detail of what the Council will make available and hopefully
make [t easier for people to access it.

All formal meetings of Council and its committees are subject to statutory notice being given on notice
boards, the Website and sent to the local media. The Council publishes an annual programme in May
each year. All formal meetings are open to the public and press and reports to those meetings and
relevant background papers are available for the public to see. The Council welcomes public
participation and has a public participation session on each Council and committee meeting. Details
can be seen in the Council's Standing Orders, which are available on its Website or at its Offices.

Occasionally, Council or committees may need to consider matters in private. Examples of this are
matters involving personal details of staff, or a particular member of the public, or where details of
commercial/contractual sensitivity are to be discussed. This will only happen after a formal resolution
has been passed to exclude the press and public and reasons for the decision are stated. Minutes from
all formal meetings, inciuding the confidential parts are public documents.

The Openness of Local Government Bodies Regulations 2014 requires written records to be made of
certain decisions taken by officers under delegated powers. These are not routine operational and
administrative decisions such as giving instructions 1o the workforce or paying an invoice approved by
Council, but would include urgent action taken after consultation with the Chairman, such as
responding to a planning application in advance of Council. In other words, decisions which would
have been made by Council or committee had the delegation not been in place.

The 2014 Regulations aiso amend the Public Bodies {Admission to Meetings) Act 1960 to allow the
public or press to film, photograph or make an audio recording of council and committee meetings
normally open to the public. The Council will where possible facilitate such recording unless it is being
disruptive. It will also take steps to ensure that children, the vulnerable and members of the public
who object to being filmed are protected without undermining the broader purpose of the meeting.
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Information & Data Protection Policy

The Council will be pleased to make special arrangements on request for persons who do not have
English as their first language or those with hearing or sight difficulties,

Disclosure Information

The Council will as necessary undertake checks on both staff and Members with the Disclosure and
Barring Service and will comply with their Code of Conduct relating to the secure storage, handling,
use, retention and disposal of Disclosures and Disclosure Information. It will include an appropriate
operating procedure in its integrated quality management system.

Data Transparency

The Council has resolved to act in accordance with the Code of Recommended Practice for Local
Authorities on Data Transparency (September 2011). This sets out the key principles for local
authorities in creating greater transparency through the publication of public data and is intended to
help them meet obligations of the legislative framework concerning information.

“Public data” means the objective, factual data on which policy decisions are based and on which
public services are assessed, or which is collected or generated in the course of public service delivery.

The Code will therefore underpin the Council’s decisions on the release of public data and ensure it is
proactive in pursuing higher standards and responding to best practice as it develops.

The principles of the Code are:

Demand led: new technologies and publication of data should support transparency and
accountability

Open: the provision of public data will be Integral to the Council’s engagement with residents so that
it drives accountability to them.

Timely: data wiil be published as soon as possible following production.

Government has also issued a further Code of Recommended Practice on Transparency, compliance
of which is compulsory for parish councils with turnover {gross income or gross expenditure) not
exceeding £25,000 per annum. These councils will be exempt from the requirement to have an
external audit from April 2017. Rolleston on Dove Parish Council exceeds this turnover but will never
the less ensure the following information is published on its Website for ease of access:

All transactions above £100

End of year accounts

Annual Governance Statements

Internal Audit Reports

List of Councillor or Member responsibilities

Details of public land and building assets

*  Draft minutes of Council and committees within one month

" Agendas and assoclated papers no later than three clear days before the meeting

Adopted: x00x 2019
Review Date: xiooc 2020
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Privacy Impact Assessment {PIA)}

As part of the PIA process arganisations should describe how information is collected,
stored, used and deleted.

Project Name

What is the Project’s Outcome?

Information to be obtained

What is the information to be used for?

Who will obtain it?

Who will have access to the information?

Any other Information?

Identify Possible Privacy Risks,
Risks to individuals, Corporate Risks,
Compliance Risks, Associated

Organisation/Corporate Risk
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Identify how to mitigate these Risks

Risk, Solution, Result and Evaluation

Evaluate costs involved

Resources required for the project

Review Process

Who will action the review?
When will it be reviewed?
Action to be take

Date for completion
Responsibility for action

Lessons learnt
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What to think about when preparing the Privacy Impact Assessment

This form is to be used in conjunction with Conducting Privacy Impact Assessments Code of
Practice published by the ICO. It can be integrated with consultation or planning processes.

Effective consultation internally within the Coundil is an important part of any Privacy impact
Assessment (PIA). Data protection risks are more likely to remain unmitigated on projects
which have not involved discussions with the people building a system or carrying out
procedures.

Screening questions to help you decide whether a Privacy Impact Assessment is required

*  Will the project involve the collection of new information about individuals?

= Will the project compel individuals to provide information about themselves?

*  Will information about individuals be disclosed to Organisatians or people who have not
previously had routine access to the information?

= Are you using information about individuals for a purpose it is not currently used for, or
in a way it is not currently used?

* Does the project involve you using new technology which might be perceived as being
privacy intrusive? For example, the use of biometrics or facial recognition.

= Will the project result in you making decisions or taking action against individuals in ways
which can have a significant impact on them?

= |s the information about individuals of a kind particularly likely to raise privacy concerns
or expectations? For example, health records, criminal records or other information that
people would consider to be particularly private.

= Will the project require you to contact individuals in ways which they may find intrusive?

When preparing your Privacy Impact Assessment you need to identify the below possible
Stake holders

= Project management team
The team responsible for the overall implementation of a project will play a central role
in the PIA process.

* Data protection officer
If an organisation has a dedicated DPQ, they are likely to have a close link to a PIA. Even if
project managers are responsible for individual PlAs, the DPO will be able to provide
specialist knowledge on privacy issues.

= Engineers, developers and designers
The people who will be building a product need to have a clear understanding of how to
approach privacy issues. They will also be able to suggest workable privacy solutions to
the risks which have been identified.

= |nformation technology {iT)

Will be able to advise on security risks and solutions. The role of T is limited to security
and might also include discussions on the usability of any software.
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*  Procurement
If the project will require systems or services to be procured, the needs of the project

need to be established before procurement takes place.

= Potential suppliers and data processors
If some of the project will be outsourced to a third party, early engagement will help to
understand which options are available.

* Communications
A PIA can become a useful part of a project’s communication strategy. For example,
involving communications colleagues in the PIA can help to establish a clear message to
the public about a project.

= Customer-facing roles
Itis important to consult with the people who will have to use a new system or put a policy
into practice. They will be able to advise on whether the system will work as intended.

= Corporate governance/compliance
Colleagues whe work on risk management for an organisation should be able to integrate
Pl1As into their work. Other areas of compliance can be included in the PIA process.

= Researchers, analysts, and statisticians
Information gathered by a new project may be used to analysing customer behaviour or
for other statistical purposes. Where relevant, consulting with researchers can lead to
more effective safeguards such as anonymisation.

= Senior management
It will be important to involve those with responsibility for signing off or approving a
project.

External Consultation

External consultation means seeking the views of the people who will be affected by the
project. This may be members of the public but can also mean people within an organisation
(for example staff who will be affected by a new online HR system). Consultation with the
people who will be affected is an important part of the PIA process. There are two main aims.
Firstly, it enables an organisation to understand the concerns of those individuals. The
consultation will also improve transparency by making people aware of how information
about them is being used.

A thorough assessment of privacy risks is only passible if an organisation fully understands
how information is being used in a project. An incomplete understanding of how

information is used can be a significant privacy risk ~ for example; data might be used for
unfair purposes or disclosed inappropriately.
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You must have regard when linking to the Privacy Impact Assessment to the & Data
Protection principals below:

Principle 1
Personal data shall be processed fairly and lawfully and, in particular, shall not be processed
unless:

a) at least one of the conditions in Schedule 2 is met, and
b) in the case of sensitive personal data, at least one of the conditions in Schedule 3 is also
met.

= Have you identified the purpose of the project?

*  How will individuals be told about the use of their personal data?

* Do you need to amend your privacy notices?

= Have you established which conditions for processing apply?

* If you are relying on consent to process personal data, how will this be collected and what
will you do if it is withheld or withdrawn?

= If your organisation is subject to the Human Rights Act, you also need to consider:

= Will your actions interfere with the right to privacy under Article 87

= Have you identified the social need and aims of the project?

= Are your actions a proportionate response to the social need?

Principte 2

Personal data shall be obtained only for one or more specified and lawful purposes, and
shall not be further processed in any manner incompatible with that purpose or those
purposes

= Does your project plan cover all of the purposes for processing personal data?
= Have potential new purposes been identified as the scope of the project expands?

Principle 3
Personal data shall be adequate, relevant and not excessive in relation to the purpose or
purposes for which they are processed

= Is the information you are using of good enough quality for the purposes it is used for?
=  Which personal data could you not use, without compromising the needs of the project?

Principle 4
Personal data shall be accurate and, where necessary, kept up to date

= If you are procuring new software does it altow you to amend data when necessary?
* How are you ensuring that personal data obtained from individuals or other organisations
is accurate?

Principle 5

Personal data processed for any purpose or purposes shall not be kept for longer than
necessary for that purpose or those purposes
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* What retention periods are suitable for the personal data you will be processing?
= Are you procuring software which will allow you to delete information in line with your
retention periods?

Principle 6
Personal data shall be processed in accordance with the rights of data subjects under this
Act

* Wil the systems you are putting in place allow you to respond to subject access requests
more easily?

= |If the project involves marketing, have you got a procedure for individuals to opt out of
their information being used for that purpose?

Principle 7

Appropriate technical and organisational measures shall be taken against unauthorised or
unlawful processing of personal data and against accidental loss or destruction of, or
damage to, personal data

* Do any new systems provide protection against the security risks you have identified?
=  What training and instructions are necessary to ensure that staff know how to operate a
new system securely?

Principle 8

Personal data shall not be transferred to a country or territory outside the European
Economic Area unless that country of territory ensures and adequate level of protection for
the rights and freedoms of data subjects in relation to the processing of personal data

=  Will the project require you to transfer data outside of the EEA?
= if you will be making transfers, how will you ensure that the data is adequately protected?
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ROLLESTON ON DOVE PARISH COUNCIL

PUBLICATION SCHEME
APPROVED XXXXX 2019

information to be published

How the information can be obtained

Cost

Annual Report to Parish or Community Meeting {current and previous year as a
minimum)

Hard copy, email or website

See cost schedule below

Local charters drawn up in accordance with DCLG guidelines

Not applicable

Class 4 — How we make decisions
(Decision making processes and records of decisions)

Current and previous council year as a minimum

Minutes {Hard copy, email or website)

See cast schedule belaw

Timetable of meetings (Council and any committee/sub-commitiee meetings
and parish meetings)

Hard copy, email or website

See cost schedule below

Agendas of meetings {as above)

Hard copy, email, noticeboards or
webhsite

See cost schedule below

Minutes of meetings (as above)
NB: This will exclude information that is properly regarded as private to the
meeting.

Hard copy, emall or website

See cost schedule below

Reports presented to council meetings
NB: This wilf exclude information that is properly regarded as private to the
meeting,

Minutes (Hard copy, emall or website)

See cost schedule below

Responses to consultation papers

Minutes (Hard copy, email or website)

See cost schedule below

Responses to planning applications

Minutes (Hard copy, email or website)

See cost schedule below

Bye-laws

Not applicable

See cost schedule below

Class 5 — Our policles and procedures
{Current written protocols, policies and procedures for delivering our services
and responsibilities)

Current information only

Hard copy, email or webslte

See cost schedule below
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ROLLESTON ON DOVE PARISH COUNCIL
PUBLICATION SCHEME
APPROVED XXXXX 2019

Information to he published

How the information can be obtained Cost

Class 6 — Lists and Registers

Currently maintained lists and registers only

(hard copy or website; some
information may only be available by

. . See cost schedule below
inspection)

Assets register

Hard copy or email See cost schedule below

Register of members’ interests

East Staffordshire Borough Council
website:

www .eaststaffsbe.gov.uk/council-
democracy/parish-councils/shobnall-
parlsh-council

Register of gifts and hospitality

Hard copy, email or website See cost schedule beiow

Class 7 — The services we offer
{Information about the services we offer, including leaflets, guidance and
newsletters produced for the public and businesses)

Current information only

{hard copy or website; some
information may only be available by
inspection)

See cost schedule below

Play areas and open spaces

Hard copy or email See cost schedule below

Seating, litter hins and lighting

Hard copy or email See cost schedule below

Bus shelters

Not applicable

Agency agreements

Not applicable

Services for which the council is entitled to recover a fee, together with those

fees (e.g. burial fees)

Not applicable
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Sacial Medio and Electronic Communication Policy

Council Name: Rolleston on Dove Parish Council
Council Address: c/o 32 Hillcrest Rise, Burntwood WS7 4SH
Email Address: rollestonpc@outlook.com

Telephone number: 07400 280561

Social Media and Electronic Communication Policy

The use of digital and social media and electronic communication enables Rolleston on Dove Parish
Council {the Council} to interact in a way that improves the communications both within the Council
and between the Council and the people, businesses and agencies it works with and serves.

The Council has a website, Facebook page and uses email to communicate. The Council will always try
to use the most effective channel for its communications, Over time the Council may add to the
channels of communication that it uses as it seeks to improve and expand the services it delivers.
When these changes occur, this Policy will be updated to reflect the new arrangements.

The Council’s Facebook page intends 1o provide information and updates regarding activities and
opportunities within our Parish and promote our community positively.

Communications from the Council will meet the following criteria:

= Be civil, tasteful and relevant;

* Not contain content that is knowingly unlawful, libellous, harassing, defamatory, abusive,
threatening, harmful, obscene, profane, sexually oriented or racially offensive;

=  Not contain content knowingly copied from elsewhere, for which we do not own the copyright;

= Not contain any personal information.

= [fitis official Council business it will be moderated by either the Chair/Vice Chair of the Councit or
the Clerk to the Council;

s Spcial media will not be used for the dissemination of any political advertising.

in order to ensure that all discussions on the Council page are productive, respectful and consistent
with the Council’s aims and objectives, we ask you to follow these guidelines:

= Be considerate and respectful of others. Vulgarity, threats or abuse of language will not be
tolerated.

= Differing opinions and discussion of diverse ideas are encouraged, but personal attacks on anyone,
including the Council members or staff, will not be permitted.

= Share freely and be generous with official Council posts but be aware of copyright laws; be
accurate and give credit where credit is due.

= Stay on topic.

= Refrain from using the Council’s Facebook page for commercial purposes or to advertise market
or sell products.

The site is not monitored 24/7 and we will not always be able to reply individually to all messages or
comments received. However, we will endeavour to ensure that any emerging themes or helpful
suggestions are passed to the relevant people or authorities. Piease do not include personal/private
information in your social media posts to us.

Sending a message/post via Facebook will not be considered as contacting the Council for official
purposes and we will not be obliged to monitor or respond to requests for information through these
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Social Media and Electronic Communication Policy

channels. Instead, please make direct contact with the Council’s Clerk and/or members of the Council
by email.

We retain the right to remove comments or content that includes:

= Obscene or racist content

= Personal attacks, insults, or threatening language

s  Potentially libellous statements.

= Plagiarised material; any material in vielation of any laws, including copyright
= Private, personal information published without consent

» Information or links unrelated to the content of the forum

= Commercial promaotions or spam

= Alleges a breach of a Council’s policy or the law

The Council’s response to any communication received not meeting the above criteria will be to either
ignore, inform the sender of our policy or send a brief response as appropriate. This will be at the
Council's discretion based on the message received, given our limited resources available. Any
information posted on the Facebook page not in line with the above criteria will be removed as quickly
as practically possible. Repeat offenders will be blocked from the Facebook page. The Council may
post a statement that ‘A post breaching the Council’s Social Media Policy has been removed'. If the
post alleges a breach of a Council’s policy or the law the person who posted it will be asked to submit
a formal complaint to the Council or report the matter to the Police as soon as possible to allow due
process.

Parish Council Website

Where necessary, we may direct those contacting us to our website to see the required information
or we may forward their question to one of our Councillors for consideration and respanse. We may
not respond to every comment we receive particularly if we are experiencing a heavy workload.

Parish Council email

The Clerk to the Council has their own council email address {rollestonpc@outlogk.com}. The email
account is monitored during office hours, Monday to Friday, and we aim to reply to all questions sent
as soon as we can. An ‘gut of office’ message should be used when appropriate.

The Clerk is responsible for dealing with email received and passing on any relevant mai! to members
or external agencies for information and/or action. All communications on behalf of the Council will
usually come from the Clerk, and/or otherwise will always be copied to the Clerk. All new emails
requiring data to be passed on, will be followed up with a Data Cansent form for completion before
action is taken with that correspondence.

Individual Councillors are at liberty to communicate directly with parishioners in relation to their own
personal views, if appropriate, copied to the Clerk. NB: Any emails copied to the Clerk become official
and will be subject to The Freedom of Information Act.

These procedures will ensure that a complete and proper record of all correspondence is kept.

Do not farward personal information on to other people or groups outside of the Council, this includes
names, addresses, email, IP addresses and cookie identifiers.

SMS (texting)
Members and the Clerk may use SMS as a convenient way to communicate at times. All are reminded
that this policy also applies to such messages.
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Social Media and Electronic Communication Pollcy

Video Conferencing e.g. Skype
If this medium is used to communicate please note that this policy also applies to the use of video
conferencing.

Internal communication and access to information within the Council
The Council is continually looking at ways to improve its working and the use of social media and
electronic communications is a major factor in delivering improvement.

Councillors are expected to abide by the Code of Conduct and the Data Protection Act in all their
work on behalf of the Council

As more and more information become available at the press of a button, it is vital that all information
is treated sensitively and securely. Councillors are expected to maintain an awareness of the
confidentiality of information that they have access to and not to share confidential information with
anyone, Failure to properly observe confidentiality may be seen as a breach of the Council’s Code of
Conduct and will be dealt with through its prescribed procedures {at the extreme it may aiso invoive
a criminal investigation).

Members should also be careful only to cc essential recipients on emails i.e. to avoid use of the ‘Reply

to All’ option if at all possible but of course copying in all who need to know and ensuring that email
trails have been removed.
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ROLLESTON ON DOVE PARISH COUNCIL
SUBJECT ACCESS REQUEST (SAR) FORM

Process to Action

Name of requester
(Method of communication)
Email Address

Phone number

Postal Address

Date Subject Access Request made

I the request made under the Data Protection Legislation

Yes

| No

Date Subject Access Request action to be completed by
{One month after receipt time limit)

Extension to the date of reply requested
{An extension of another two months is permissible provided it is communicated to the
subject within the one month period)

Yes

No

Extension date advised to the Subject Requester and method of contact

 Identification must be proven from the following fist:

Current UK/EEA Passport

UK Photo card Driving Licence {Full or Provisional}

EEA National identity Card

Full UK Paper Driving Licence

State Benefits Entitlement Document

State Pension Entitlement Document

HMRC Tax Credit Document

Local Authority Benefit Document

State/Local Authority Educational Grant Document

HMRC Tax Notification Document

Disabled Driver’s Pass

Financial Statement issued by bank, building society or credit card company
Utility bill for supply of gas, electric, water or telephone landline

A recent Mortgage Statement

A recent council Tax Bill/Demand or Statement

Tenancy Agreement

Building Society Passbook which shows a transaction in the last 3 months and their
address

| Verification sought that the Subject Access request is substantiated

Yes

No

Verification received

Yes

No

Verification if the Council cannot provide the information requested

Yes

No

Is the request excessive or unfounded?

Yes

No

Reguest to be actioned

Yes

No

Fee to be charged
(Subject Access Requests must be undertaken free of charge to a requester unless the
legislation permits a reasonable charge}

Yes

No

ENCLOSURE NO. 6N



If the request isto be reiﬁed, action to be taken and by whom.

Changes requested to data / or removal

Complaint Process
{Where a requestor is not satisfied with a response 10 a SAR, the council must manage
this as a compiaint}

Completion date of request

Date complaint received by requested and details of the complaint

Date complaint completed and outcome

Categories of Data to Check

Data

Filing
Cabinet

Laptop

Checked

Comected/Deleted

Actioned by

HR

Democracy

Statutary Function

legal

Business

Legal requirement

General Data

Consultation Data




The Manegement of Transferable Data Policy

Council Name: Rolleston an Dove Parish Council
Council Address: ¢/0 32 Hillcrest Rise, Burntwood WS7 4SH
Email Address: rollestenpc@outicok.com

Telephone number: 07400 280561
The Management of Transferable Data Policy

Contents

1 Purpose

2 Principals

3 Advice and Assistance

4 Responsibilities

5 Incident Management

6 Data Administration

7 Security

8 Use of removable media

9 Faulty or Unneeded Storage Devices

10  Breach procedures

11  Review And Revision

12 Employees Guide in Brief
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The Management of Transferable Data Policy

Purpose

1.1

1.2

1.3

14

141

142

143

144

14.5

1.4.6

2.1

2.2

24

25

This policy supports the controlled storage and transfer of information by councillors and all
employees, temporary staff and agents (contractors, consultants and others working on
behalf of Rolleston on Dove Parish Council (the Council)} who have access to and use of
computing equipment that is owned or leased by the Council.

Information is used throughout the Council and is sometimes shared with extermal
organisations and applicants. The use of removable media may result in the loss of the ability
to access information, or interference with the integrity of information, which could have a
significant effect on the efficient operation of the Council and may result in financial loss and
an inability to provide services to the public.

It is therefare essential for the continued operation of the Council that the availability,
integrity and confidentiality of all storage devices are maintained at a leval which is
appropriate to the Council’s needs.

The aims of the policy are to ensure that the use of removable storage devices is accomplished
with due regard to:

Enabling the correct data to be made available where it is required.
Maintaining the integrity of the data,

Preventing unintended consequences to the stability of the computer network.
Building confidence and trust in data that is being shared between systems.

Maintaining high standards of care towards data and information about individual
parishioners, staff or information that is exempt from disclosure.

Compliance with legislation, policies or good practice requirements.
Principals

This policy sets out the principles that will be adopted by the Council in order for material to
be safely stored on removable media so that the risk of loss or corvuption to work data is low.

Removable media includes but is not limited to:

USB memory sticks, memory cards, portable memory devices, CD/DVDs, diskettes and any
other device that transfers data between systems or stores electronic data separately from
email or other applications.

Any person who intends to store Council data on removable media must abide by this Policy.
This requirement devolves to councillors, employees and agents of the Council, who may be

held personally liable for any breach of the requirements of this policy.

Failure to comply with this policy could result in disciplinary action.



31

3.2

4.1

4.2

5.1

5.2

6.1

62

6.3

64

6.5

The Manogement of Transferable Data Policy

Advice and Assistance

The Clerk will ensure that everyone that is authorised to access the Council’s information
systems is aware of their obligations arising from this policy.

A competent person should be consulted over any hardware or system issues, Advice and
guidance on using software packages should be also sort from a competent person.

Responsibilities

Clerks are responsible for enforcing this policy and for having arrangements in place to identify
the location of all data used in connection with Council business.

Users of removable media must have adequate Records Management/Information Security
training so that relevant policies are implementad.

Incident Management

It is the duty of all employees and agents of the Council to not allow storage media to be
compromised in any way whist in their care or under their control. There must be immediate
reporting of any misuse or irresponsibie actions that affect work data or information, any loss
of material, or actual, or suspected breaches in information security to the Clerk.

It is the duty of all councillors / employees to report any actual or suspected breaches in
information security to the Clerk.

Data Administration

Removable media should not be the only place where data created or obtained for work
purposes is held, as data that is only held in one place and in one format is at much higher risk
of being unavailable through loss, destruction or malfunction of equipment, than data which
is routinely backed up.

Where removable media is used to transfer material between systems then copies of the data
should also remain on the source system or computer, until the data is successfully transferred
to another computer or system.

Where there is a business requirement to distribute information to third parties, then
removable media must only be used when the file cannot be sent or is too large to he sent by
email or other secure electronic means.

Transferving material to removable media is a snapshot of the data at the time it was saved to
the media. Adequate labelling must be undertaken so as to easily identify the version of the
data, as well as its content.

Files must be deleted from removable media, or the removable media destroyed, when the
operational use of the material has been completed. The Council’s retention and disposition
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schedule must be implemented by councillors, employees, contractors and agents for all
removable media.

Security

All storage media must be kept in an appropriately secure and safe environment that avoids
physical risk, loss or electrical corruption of the business asset. Due to their small size there is
a high risk of the removable media being mislaid lost or damaged, therefore special care is
required to physically protect the device and the data. Anyone using removable media to
transfer data must consider the most appropriate way to transport the device and be able to
demonstrate that they took reasonable care to avoid damage or loss.

Virus Infections must be prevented from damaging the Council's network and computers,
Virus and malware checking software approved by the Council, must be operational on both
the machine from which the data is taken and the machine on to which the data is to be
loaded. The data must be scanned by the virus checking software, before the media is loaded
on to the receiving machine.

Any memory stick used in connection with Council equipment or to store Council material
should usually be Council owned. However, work related data from external sources can be
transferred to the Council network using memory sticks that are from trusted sources and
have been checked using current anti-virus software,

The Council will not provide support or administrator access for any non-council memory stick.
Use of removable media

Care must be taken over what data or information is transferred onto removable media. Only
the data that is authorised and necessary to be transferred should be saved on to the device.

Council material belongs to the Council and any equipment on which it is held should be under
the control of the Council and not available to be used for other purposes that may
compromise the data.

All data transferred to removable media should be in accordance with an agreed process
established by the Council so that material can be traced.

The person arranging the transfer of data must be authorised to make use of, or process that
particular data.

Whilst in transit or storage the data must be given appropriate security according to the type
of data and its sensitivity.

Encryption must be applied to the data file unless there is no risk to the Council, other
organisations or individuals from the data being lost whilst in transit or storage. If encryption
is not available, password control must be applied if removable media must be used for the
business purpose.
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Faulty or Unneeded Storage Devices

Damaged or faulty media must not be used. The Clerk must be consulted over any damaged
equipment, peripherals or media.

All unneeded or faulty storage devices must be dealt with securely to remove the data before
reallocating or disposing of the device.

Breach procedures

Users who do not adhere to this policy will be dealt with through the Council’s disciplinary
process.

Where external service providers, agents or contractors breach the policy, this should be
addressed through contract arrangements.

Review and Revision

This policy will be reviewed annually by the Council and revised according to developmentsin
legislation, guidance, accepted good practice and operational use.

Employees Guide in Brief

Data and information are valuable and must be protected.

Only transfer data onto removable media, if you have the authority to do so.
All transfer arrangements carry & risk to the data.

Run the virus checking programme on the removable media each time it is connected to a
computer.

Only use approved products for Council data.

Activate encryption on removable media wherever it is available and password protection if
not available,

Pata should be available for automatic back up and not solely saved to removable media.

Delete files from removable media, or destroy the media, after the material has been used for
its purpose,
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Actions Palnts

September 2018 - January 2019 inclusive

i7

Payroll administration

Clerk

To be placed with Ladywell Accountancy Services with effect from 1
March 2019

18/02/2019

Completed
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