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SECTION ONE – STANDING ORDERS

(Note – standing orders in BOLD may not be suspended)

1.   Meetings
a) Meetings of the Council shall be held each year on such dates and times and at such place as the Council may direct.

b) If a meeting is still in session at 10.00 p.m. for 2hrs 30 mins after its commencement then the Council shall consider whether the meeting should continue or whether alternative arrangements should be made to complete the agenda.

2.   The Statutory Annual Meeting
a) In an election year the Annual Meeting shall be held on within fourteen (14) days following the day on which the councillors elected take office and 

b) In a year which is not an election year shall be held on such day in May as the Council may direct.

3.   In addition to the Statutory Annual Meeting at least three other     

      meetings shall be held in each year on such dates and times and at 

      such place as the Council may direct.

4. Chairman of the Meeting
     The person presiding at a meeting may exercise all the powers and 

     duties of the Chairman in relation to the conduct of the meeting.
5. The Chairman of the Council shall chair Council meetings or in his absence the 

Vice-Chairman of the Council shall take the Chair.   If both are absent the Councillors attending will make a nomination from one of their number.   If the Councillor(s) accept(s) the nomination a vote will be taken and the successful Councillor will serve as Chairman for that meeting only.

6. Proper Officer
Where a statute, regulation or order confers function or duties on the proper officer of the Council in the following cases, he shall be the clerk:-

a) To receive declarations of acceptance of office.

b) To receive and record notices disclosing personal and prejudicial interests.

c) To receive and retain plans and documents for a minimum period of seven (7) years.

d) To sign notices or other documents on behalf of the Council.

e) To receive copies of bylaws made by a District Council.

f) To certify copies of bylaws made by the Council.

g) To sign and issue summonses to attend meetings of the Council.

h) To keep proper records for all Council meetings.

      In any other case the proper officer shall be the person nominated by the Council      

      and in default of nomination the Clerk.

7. Quorum of the Council
At Council meetings four members shall constitute a quorum.  
8. If a quorum is not present during a meeting the number of councillors present  

(not counting those disbarred by reason of a declared prejudicial interest) falls below the required quorum, the meeting shall be adjourned and business not transacted shall be transacted at the next meeting or on such other day as the Chairman may fix.

9. Voting
Members shall vote by show of hands or, if at least two members so request, by

signed ballot.

10. If a member so requires, the Clerk shall record the names of the members 

who voted on any question so as to show whether they voted for or against it.   Such a request may be made before or after the vote but in any event before moving on to the next business.

11. (1)Subject to (2) and (3) below the Chairman may give an original vote on   

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

(2) If the person presiding at the annual meeting would have ceased to be a member of the council but for the statutory provisions which preserve the membership of the Chairman and Vice-Chairman until the end of their term of office, he may not give an original vote in an election for Chairman.

(3) The person presiding must give the casting vote whenever there is an equality of votes in an election for Chairman.

12. Order of Business
At each Annual Meeting the first business shall be:-

a) To elect a Chairman of the Council

b) To receive the Chairman’s declaration of office or, if not then received, to decide when it shall be received.

c) In the ordinary year of election of the Council to fill any vacancies left unfilled at the election by reason of insufficient nominations.

d) To decide when any declarations of acceptance of office and written undertakings to comply with the Code of Conduct adopted by the Council which have not been received as provided by law shall be received.

e) To elect a Vice-Chairman of the Council.

f) To appoint representatives to outside bodies.

g) To appoint Committees.

h) To consider the payment of any subscriptions falling to be paid annually.

i) To inspect deeds and trust investments in the custody of the Council as required;

      And shall thereafter follow the order as set out in Standing Orders.
13. At each Annual Meeting the Council shall endeavour to appoint committees 

and to arrange a calendar of meetings which achieves the objectives of the Council Structure and Operation Plan.

14. Subject to Standing Order 5 at every meeting other than the Annual  

Meeting the first business shall be to appoint a Chairman and Vice-Chairman be absent and to receive such declarations of acceptance of office (if any) and undertaking to observe the Council’s code of conduct as are required by law to be made, or not then received, to decide when they shall be received.

15. In every year, not later than the meeting at which the estimates for the next year 

are settled, the Council shall make arrangements to review the pay and conditions of service of existing employees.

16. After the first business has been completed, the order of business, unless the  

Council otherwise decides on the ground of urgency, shall be as follows:-

a) To accept and record apologies for those members absent from the proceedings.

b) To read and consider the Minutes; provided that a copy has been circulated to each member not later than the day of issue of summons to attend the meeting, the Minutes may be taken as read.

c) After consideration to approve the signature of the Minutes by the person presiding as a correct record.
d) To deal with business expressly required by Statute to be done.
e) To dispose of business, if any, remaining from the last meeting.

f) To receive such communications as the person presiding may wish to lay before the Council.

g) To answer questions from the Council.

h) To receive and consider reports and minutes from the committees.

i) To receive and consider resolutions or recommendations in the order in which they have been notified.

j) To authorise the sealing of documents.

k) If necessary, to authorise the signing of orders for payment.

17. Urgent Business
      A motion to vary the order of business on the ground of urgency:

a) May be proposed by the Chairman or by any member and, if proposed by the Chairman, may be put to the vote without being seconded, and

b) Shall be put to the vote without discussion.

18. Resolutions Moved on Notice
      Except as provided by these Standing Orders, no resolution may be moved 

      unless the business to which it relates has been put on the Agenda by the Clerk   

      or the mover has given notice in writing of its terms and has delivered the notice 

      to the Clerk at leave five (5) clear days before the next meetings of the Council.

19. The Clerk shall date every notice of resolution or recommendation when received

by him, shall number each notice in the order in which it was received and shall enter it in the minutes which shall be open to the inspection of every member of the Council.

20. The Clerk shall insert in the summons for the meeting all notices of motion or 

recommendation properly given in the order in which they have been received

unless the member giving the notice of motion has stated in writing that he intends to move at some later meeting or that he withdraws it.

21. If a resolution or recommendation specified in the summons is not moved either

by the member who gave the notice of it or by any other member, it shall, unless postponed by the Council, be treated as withdrawn and shall not be moved without fresh notice.

22. If the subject matter of a resolution comes within the province of a committee of a

Council, it shall, upon being moved and seconded, stand referred without discussion to such committee or to such other committee as the Council may determine for report; provided that the Chairman, if he considers it to be a matter of urgency, may allow it to be dealt with at the meeting at which it was moved.

23. Every resolution or recommendation shall be relevant to some subject over which     

the Council has power of duties which affects its area.

24. Resolutions moved without notice

Resolutions dealing with the following matters may be moved without notice:-

a) To appoint a Chairman of the meeting.

b) To correct the Minutes.

c) To approve the Minutes.

d) To alter the order of business.

e) To proceed to the next business.

f) To close or adjourn the debate.

g) To refer a matter to a committee.

h) To appoint a Chairman, Sub-committee or a Task Group or any members thereof.

i) To approve the Terms of Reference of a Committee, Sub-committee or Task Group.

j) To adopt a report.

k) To authorise the sealing of documents.

l) To amend a motion.

m) To give leave to withdraw a resolution or amendment.

n) To extend the time limit for speeches.

o) To exclude the public (see Order  …. Below)

p) To silence or eject from the meeting a member named for misconduct (see order     below)

q) To give consent of the Council where such consent is required by these Standing Orders.

r) To suspend any Standing Order. (see Order   below)

s) To adjourn the meeting.

25. Rules of Debate
a) No discussion shall take place upon the Minutes except upon their accuracy. Corrections to the Minutes shall be made by resolution and must be initialled by the Chairman.

b) A resolution or amendment shall not be discussed unless it has been proposed and seconded, and, unless proper notice has already been given, it shall, if required by the Chairman, be reduced to writing and handing to him before it is further discussed or put to the meeting.

c) A member when seconding a resolution or amendment may, if he then declares his intention to do so, reserve his speech until a later period of the debate.

d) A member shall direct his speech to the question under discussion or to a personal explanation or to a question of order.

e) No speech by a mover of a resolution shall exceed five (5) minutes and no other speech shall exceed three (3) minutes except by consent of the Council.

f) An amendment shall be either:-

(i) To leave out words.

(ii) To leave out words and insert others

(iii) To insert or add words.

      g)   An amendment shall not have the effect of negating the resolution before the 

            Council.

26. A member shall remain seated when speaking unless requested to stand by the  

Chairman.

a) The ruling of the Chairman on a point of order or on the admissibility of a personal explanation shall not be discussed.

b) Members shall address the Chairman.  If two or more members indicate they wish to speak, the Chairman shall call upon one of them to speak and the others shall remain silent until called upon to speak by the Chairman.

c) When the Chairman rises or intervenes during a debate all other members shall be seated and silent.

27. Disorderly Conduct
a) All members must behave in a manner required by the Code of Conduct, which was adopted by the council.
b) No member shall at a meeting persistently disregard the ruling of the chairman, wilfully obstruct business, or behave irregularly, offensively, improperly or in such a manner as to scandalise the Council or bring it into contempt or ridicule.

c) If, in the opinion of the chairman, a member has broken the provisions of paragraph (a) or (b) of this Order, the Chairman shall express that opinion to the Council and thereafter any member may move that the member named be no longer heard of that the member named do leave the meeting, and the motion, if seconded, shall be put forthwith and without discussion. If a member reasonably believes another member is in breach of the Code of Conduct, that member is under a duty to report the breach to the Standards Board.
d) If either of the motions mentioned in paragraph (c ) is disobeyed, the Chairman may suspend the meeting or take such further steps as may reasonably be necessary to enforce them.

28. Voting on Appointments
Where more than two persons have been nominated for any position to be filled  by the Council and of the votes given there is not an absolute majority in favour of  

      one person, the name of the person having the least number of votes shall be 

      struck off the list and a fresh vote taken, and so on until the majority of votes is  

      given in favour of one person.

29. Discussions and Resolutions Affecting Employees of the Council
If at a meeting there arises any question relating to the appointment, conduct,

promotion, dismissal, salary or conditions of service, of any person employed by the Council, it shall not be considered until the Council has decided whether or not the public shall be excluded. (See standing order No.   

30. Expenditure
Orders for the payment of money shall be authorised by resolution of the Council and signed by three signatories, one of which may be the Clerk.

31. Inspection of Documents
      A member may for the purpose of his duty as such (but not otherwise), inspect 

      any document in possession of the Council, and if copies are available shall, on 

      request, be supplied for the like purpose with a copy.

32. All minutes kept by the Council and by any committee shall be open for the

inspection of any member of the Council.

33. Unauthorised Activities
No members of the Council or any committee shall in the name of or on behalf of

the Council:-

a) Inspect any lands or premised which the Council has a right or duty to inspect; or

b) Issue orders, instructions or directions

Unless authorised to do so by the Council.

34. Admission of the Public and Press to Meetings
The public shall be admitted to all meetings of the Council, which may, however, temporarily exclude the public by means of the following resolutions:-

“That in the view of the (special/confidential) nature of the business about to be transacted, it is advisable in the public interest that the public be temporarily excluded and they are instructed to withdraw”

35. The Council shall state the special reason for exclusion.

36. At all meetings of the Council the Chairman may at their discretion and at a convenient time in the transaction of business, adjourn the meeting so as to allow any members of the public to address the meeting in relation to the business to be transacted at that meeting.

37. Photographing, recording, broadcasting or transmitting is allowed during the proceedings of any public session of the council or its meetings. Provided the clerk and/or the chairman are informed before the meeting commences the Clerk shall afford to the press and the public reasonable facilities for recording any proceedings at which they are entitled to be present. 

Any recording must cease if the council resolves to move into confidential session as per the Public Bodies (Admission to Meetings) Act 1960.
38. If a member of the public interrupts the proceedings at any meeting, the Chairman may, after warning, order that he be removed from the meeting.

39. Confidential Business
a) No member of the Council shall disclose to any person not a member of the Council any business declared to be confidential by the Council.

40. Liaison with County Councillors
A summons and Agenda for each meeting shall be sent together with an invitation to attend to the County Councillor(s) for the appropriate ward.

41. Interests
If a member has a personal interest as defined by the Code of Conduct adopted by the Council then he shall declare such interest as soon as it becomes apparent, disclosing the nature and extent of that interest as required.

42. If a member who has declared a personal interest then considers the 

Interest prejudicial, he must withdraw from the meeting during consideration of the item to which the interest relates.

43. The Clerk shall hold a copy of the Register of Member’s Interests in  

accordance with instructions received from the Monitoring Officer of the Responsible Authority and/or as required by Statute.

44. If a candidate for any appointment under the Council is to his knowledge related

to a member of or the holder of any office under the Council, he and the person to whom he is related shall disclose the relationship in writing to the Clerk.   A candidate who fails so to do shall be disqualified for such appointment, and, if appointed, may be dismissed without notice.   The Clerk shall report to the Council or to the appropriate committee any such disclosure.  Where relationship to a member is disclosed Standing Orders 42 and 43 shall apply.

45. The Clerk shall make known the purport of Standing Order 44 to every candidate.

46. Canvassing of and Recommendations by Members
a) Canvassing of members of the Council or of any committee, directly or indirectly, for any appointment under the Council shall disqualify the candidate for any such appointment.   The Clerk shall make known the purport of this sub-paragraph of this Standing Order to every candidate.

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

47.  Standing Order 43 shall apply to tenders as if the person making the tender were   

       candidate for an appointment.

48.  Planning Applications

The Clerk shall, as soon as it is received, enter in a book kept for the purposes the following particulars of every planning application notified to the Council:-

a) The date on which it was received;

b) The name of the applicant;

c) The place to which it refers.

     The Clerk shall refer to every planning application received to the Council within

     of receipt.

48. Code of Conduct on Complaints

The Council shall deal with complaints of mal administration allegedly committed by the Council or any officer or member in such manner as adopted by the Council except for those complaints, which should be properly directed to the Standards Board for consideration.

49. Variation, Revocation and Suspension of Standing Orders

Any or every part of the Standing Orders except for those printed in bold type may be suspended by resolution in relation to any specific item of business.

50. A resolution permanently to add, vary or revoke a Standing Order shall when 

proposed and seconded, stand adjourned without discussion to the next ordinary meeting of the Council.

51. Interpretation
Any reference to the “Council” in these Standing Orders shall also include a Committee or Task Group unless the context requires otherwise.

52. Any reference to a statute, instrument, order regulation code or circular shall also  

refer to any amendment or re-enactment thereof and to any orders or regulations issued there under.

53. Items to be Given to Members
A copy of the following documents shall be given to each member by the Clerk upon delivery to his of the member’s declaration of acceptance of office:-

a) This document which includes Standing Orders of the Council, Financial Standing Orders, Contract Standing Orders, Code of Conduct, Powers and Duties and Documents and Records

b) The Parish Councillors Guide

c) Basic Induction Guide

d) The Good Councillors Guide

Or no later than fourteen (14) days thereafter.

54. Prospective Councillors
Any member of the public who seeks to serve as a Councillor whether during a Statutory Election process, an election process resulting from the resignation or otherwise of a Standing Councillor or by way of co-option to the Council will be given a copy of this document “Lostock Gralam Parish Council – Governance and Administration” and any other information and documentation deemed reasonable at the time, so as to provide the candidate with sufficient background information to assist his/her decision to stand.
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SECTION TWO – Financial Standing Orders

1. FINANCIAL CONTROL AND SUPERVISION
1.1 The whole of the finances of the Council shall be subject to regulation, supervision and control by the Council in accordance with the Accounts and Audit Regulations 2003.  The inclusion or exclusion of any specific matters in any other regulation or resolution shall not be construed as limiting in any way the scope of these Regulations.

2. ACCOUNTS AND AUDIT
2.1 The Accounts and audit of the Council shall be prepared and carried out in 

accordance with the appropriate local government laws.   Compliance with all related financial matters will be regulated and supervised by the Council and audited by the appointed auditor and the external auditor as appointed by the Audit Commission.

2.2 The Clerk to the Council shall, from time to time, prescribe the principles and 

Procedures to be observed by any Council Member or person delegated to act on behalf of the Council, which shall be followed in relation to the discharge of their responsibilities as prescribed in these Financial Regulations.

2.3 The Council through its proper officer and internal audit processes shall  

ensure the maintenance of an adequate and effective audit of the accounting records, financial transactions and control systems of the Council.  For this purpose the Auditor shall have authority to visit any Parish Council establishment without prior notification, to examine all accounts and supporting documents relating to the finances of the Council.   They may also require the production of any records and other such property, information and explanation as they deem necessary to satisfy themselves of the probily of any matter under consideration.

2.4 The Internal Auditor shall make arrangements for the investigation of any 

Discovered or suspected fraud, corruption or other financial irregularity.  To this end, all officers and Members shall report any discovered or suspected cases of fraud, corruption or other financial irregularity immediately to the Clerk.  However, the Clerk shall ensure that all Members of the Council and employees of the Council (if any) are aware of, and comply with this Regulation.   

3. ESTIMATES AND FINANCIAL CONTROL
3.1 Estimates of revenue expenditure and capital expenditure shall be prepared

And maintained by the Clerk who shall ensure the maintenance of a periodic projection of the Council’s overall financial position in accordance with the agreed procedures, good practice and law.

3.2 The Clerk will report upon these projections and the Council’s overall financial

position, at such times as the Council directs but in any event not less than quarterly.

4. ORDERING PROCEDURES
4.1 The Council shall prescribe the procedural controls and arrangements that 

shall apply to the raising of orders in respect of supplies and services be obtained, or works be executed.   

4.2 All official orders shall be given in writing.   Orders shall be given verbally 

only in cases of extreme emergency and shall be immediately confirmed by a written order.

4.3 Subject to such limits and conditions as may be directed from time to time by

the Council leasing, credit arrangements, rental or other deferred payment agreements for any equipment or property can be entered into only with the express agreement of the full Council.

5. PAYMENT OF ACCOUNTS
5.1 The clerk shall verify the correctness of all invoices prior to payment.

5.2
The Clerk and Chairman of the Council shall be responsible for determining


whether any item of supply or services may be paid for in advance of receipt.

5.2 All cheques should be countersigned by the Clerk and two other signatories 

drawn from among the Council members.

6. SALARIES AND WAGES
6.1 Payment of salaries and wages before the due date shall not be made except

at the discretion of the Chairman of the Council.

7. EXPENSES
7.1 Expenses claims will be submitted in conformity with the rules and regulations

Laid down from time to time by Statutory Instrument and the Council’s agreed scale, which will comply with law.   All claims will be supported by the appropriate vouchers, approved by and finally agreed by the Clerk.  The Clerk’s expenses will be checked and countersigned by the Chairman.

8. INCOME

8.1 The Clerk is responsible for ensuring that accounts for charges for work to 

Done, goods supplied or services rendered on behalf of the Council (and all other income due) are promptly raised and issued to the debtor(s) concerned.

8.2 The Clerk shall be responsible to the Council for the control of arrangements

to collect all moneys due to the Council.

8.3 All monies received on behalf of the Council shall promptly be deposited in 

full into the Council’s bank in the Council’s name.   Cash received on behalf of the Council shall not, under any circumstances, be withheld from banking and used to defray expenditure.

8.4 All receipt forms, tickets, licences and other documents representing receipts

for money, shall be in the approved form agreed by the Finance Committee and the Finance Officer.

9. BANKING ARRANGEMENTS
9.1 Arrangements for the opening of bank accounts in the name of the Council

And for the ordering and issue of cheques shall be made by the Clerk.  All cheques drawn on behalf of the Council shall be signed by the approved signatories notified to the bank and recognised for that purpose.

9.2 Any indemnity required by the Council’s bankers regarding the signature of 

Cheques by a computer or mechanical means shall be given by the Clerk, subject to approval of the Council and the assurance that appropriate insurance cover is in place.

10. STORES, INVENTORIES AND REGISTER OF ASSETS
10.1 The Clerk shall be responsible for the control of stocks and stores held under

His control and for maintaining inventories of such items as may be directed by the Council.   However, all items greater in value that £50 shall be inventorised and stores and inventory records shall be kept in a form approved by the Council and acceptable to the external auditors.

10.2 The Clerk shall arrange for stocks and inventories to be checked physically, 

At least annually, and shall provide certification that the records are correct as required, to the external auditor.

10.3 The Clerk shall make appropriate arrangements for the custody of all title 

deeds of properties owned by the Council.  The RFO shall ensure that a record is maintained of all properties owned by the Council, recording the value, location, extent, plan, reference, purchase details, nature of interest, tenancies granted, rents payable and purpose for which held in accordance with Regulation 5(3)(b) of the Accounts and Audit Regulations 2003 as amended.

10.4 No property shall be sold, leased or otherwise disposed of without the 

Authority of the Council, together with any other consents required by law, save where the estimated value of any one item of tangible movable property does not exceed £50.
11. INSURANCE
11.1 The Clerk shall be responsible to the Council for affecting any necessary

Insurance cover and negotiating all claims with insurers.

11.2 The Council will, to the extent that it has power so to do, and subject to 

The exceptions set out below, indemnify its employees and the Council Members and its former employees and Members against claims made against them (including costs awarded) whilst acting within the scope of their employment/ or Council duties.

Exceptions

The indemnity will not extend to loss or damage directly or indirectly caused by or arising from:

a) Fraud, dishonesty or a criminal offence on the part of an employee or Member whilst acting on the Council’s business (except where the criminal offence under the provisions of the Health and Safety at Work Act 1974 or relevant statutory provisions within the meaning of the Act, or where it is alleged that the criminal offence arose due to the wrongful but not wilful act or default of any employee or Member in which case the indemnity will continue to apply);

b) Liability in respect of losses certified by the external Auditor as caused by wilful misconduct.

12. CONTROL OF RISK: SELF ASSESSMENT
12.1 The Clerk as part of his duties and obligations to the Council shall take all

Reasonable and practical steps to safeguard the assets under management and safeguard the Council’s interests from fraud and corruption and to eradicate waste, extravagance, inefficient administration and poor value for money.

12.2 All parties who are responsible for producing information shall ensure that

Information including financial data that it is generated for accounting and other purposes is obtained in a cost-effective manner and is relevant, accurate, timely and reliable.

12.3 The Council shall undertake an on-going internal review of their services, with 

A view to achieving perpetual improvement and cost-effective management.
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SECTION THREE – Contract Standing Orders

1.
CONTRACTS
1.1
Procedures as to contracts are laid down as follows:


(a)  
Every contract shall comply with these Standing Orders, and no exceptions shall be made otherwise than in an emergency provided that these rules shall not apply to contracts which relate to items (i) to (vi) below:

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

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

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

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

(v)
for additional audit work of the external Auditor up to an estimated value of £1,000 (in excess of this sum the Clerk and Financial Officer  shall act after consultation with the Chairman and Vice Chairman of Council);

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


(b)
Where it is intended to enter into a contract exceeding £20,000 in value for the supply of goods or materials or for the execution of works or specialist services other than such goods, materials, works or specialist services as are excepted as set out in paragraph (a) the Clerk shall invite tenders from at least three firms to be taken from the appropriate approved list.


(c)
When applications are made to waive Standing Orders relating to contracts to enable a price to be negotiated without competition the reasons shall be embodied in a full report to the Council.


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


(e)
All sealed tenders shall be opened at the same time on the prescribed date by the Clerk in the presence of at least two members of Council. Those present will initial and date each tender when opened.


(f)
If less than three tenders are received for contracts above £20,000 or if all the tenders are identical the Council may make such arrangements as it thinks fit for procuring the goods or materials or executing the works.


(g)
Any invitation to tender issued under this regulation shall contain a statement to the effect of Standing Orders 44 and 46. For the sake of clarity, any attempt to influence a decision on a tender by canvassing or offering any inducement, however minor, will disqualify.


(h)
When it is intended to enter into a contract less than £20,000 in value for the supply of goods or materials or for the execution of works or specialist services other than such goods, materials, works or specialist services as are excepted as set out in paragraph (a) the Clerk shall obtain 3 quotations (priced descriptions of the proposed supply); where the value is below £2                                                                                          ,500 and above £100 the Clerk shall strive to obtain 3 estimates. 

(i) The Council shall not be obliged to accept the lowest or any tender, quote or estimate but where a tender other than the lowest is to be accepted a full report setting out the reasons therefor shall be made to the Council.

2.
PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION WORKS
2.1
Payments on account of the contract sum shall be made within the time specified in the contract by the Clerk upon authorised certificates of the architect or other appropriate consultant engaged to supervise the contract (subject to any percentage withholding as may be agreed in the particular contract).

2.2
Where contracts provide for payment by instalments the Clerk shall maintain a record of all such payments. In any case where it is estimated that the total cost of work carried out under a contract, excluding agreed variations, will exceed the contract sum by 5% or more a report shall be submitted to the Council.

2.3
Any variation to a contract or addition to or omission from a contract must be approved by the Council and Clerk and communicated to the Contractor in writing, the Council being informed as above where the final cost is likely to exceed the financial provision.
Note 1:
The values inserted in any of the paragraphs should be reviewed annually by the Council and updated as necessary to take account of changes in circumstances and inflation and the changes made formally confirmed.

Note 2:
In cases where an approved list is needed or specified this can usually be sourced from the County Council where lists of contractors are maintained up-to-date (and after status checks) according to categories of work.

3.
APPENDICES

3.1
APPENDIX 1 - EUROPEAN COMMUNITY REGULATIONS - PUBLIC PROCUREMENT
The following is a brief summary of the EC Directives on Public Procurement. The text is intended to give an overview of the regulations that apply and does not quote the regulations verbatim.

3.1.1
TYPES OF CONTRACT

(a)
Public Supply Contracts - Contracts for the purchase, lease, rental or hire purchase of products between a supplier and a contracting authority.

(b)
Public Works Contracts - Contracts for the carrying out of building or civil engineering works for a contracting authority.

(c)
Public Services Contracts - Contracts under which a contracting authority engages a person or persons to provide services. These services include Computing, Investment Services, Accounting, Management Consultancy and Cleaning.

3.1.2
THRESHOLDS

All contracts have a threshold at which the regulations come in to force. The thresholds are linked to ECU’s and from April 2006 equate to the following amounts (before VAT):

	Contract type
	Threshold (£)

	Supply
	144,371

	Works,
	3,611,319

	Services
	144,371


These amounts are cumulative over 3 years.

3.1.3
TENDERING PROCEDURES

(a)
Open Procedure - All interested suppliers/contractors can tender.

(b)
Restricted Procedure - The restricted procedure is a two-stage process:

(i)
Advertise for applicants who may be interested in tendering for a specific contract.

(ii)
Vet applicants and draw up a short list of those who are to be invited to tender.


Only suppliers/contractors invited by the contracting authority can tender.

(c) 
Negotiated Procedure - A contracting authority may consult and negotiate with suppliers of its choice. This procedure is only used in limited circumstances - for technical/artistic reasons, goods only supplied by certain manufacturers, protection of exclusive rights and extreme emergencies.



Note:

(1)
In the open and restricted procedure post tender negotiations are prohibited.

(2) 
Where contracts are awarded using the restricted or negotiated procedures the awarding authority must draw up a written report justifying the use of that procedure which may be called for by the EC Commission.

3.1.4
PUBLICATION AND ADVERTISEMENT

When a contract (or aggregated value of similar contracts) is valued at more than the relevant threshold it has to be advertised in the Official Journal of the European Communities.  

The process is split into three stages:

(a) 
Prior Indicative/Information Notice


The contracting authority must advertise its intention to seek tenders as soon as it has decided to offer a contract.  Indicative Notices for Supplies and Services requirements are usually published at the beginning of the financial year. Information Notices for Works are usually published when a decision to invite tenders has been approved by committee. The threshold for Indicative Notices for Supplies and Services from 1 April 2006 is £144,371. The threshold for works is the same as the contracts threshold, £ 3,611,319 from 1 April 2006.

(b) 
Tender Notice

This notice provides the specific details of a contract to be awarded and calls for 

· the submissions of tenders (open procedure);  or

· applications to be included in an invitation to tender (restricted procedure); or

· applications to enter into negotiations (negotiated procedure).

(c)
Post Award Notice

The authority must publicise the outcome of the tender exercise not later than 48 days after the award of the contract.

3.1.5
TIME LIMITS

The regulations set out time limits which must be adhered to. These time limits may be accelerated in certain circumstances (eg in extreme emergencies caused by circumstances beyond the control of the authority). The time limits are:

	Tender type
	Receipt of requests to participate
	Receipt of tenders

	
	Normal
	Urgent
	Normal
	Urgent

	OPEN
	-
	-
	52 days   *
	-

	RESTRICTED
	37 days
	15 days
	40 days **
	10 days

	NEGOTIATED
	37 days
	15 days
	-
	-


NOTE:
All time limits are minimum requirements.

*
For Services and Works tenders, but not Supplies, 36 days if a prior indicative notice 
has been publicised.

**
For Services and Works tenders, but not Supplies, 26 days if a prior indicative notice 
has been publicised.

3.1.6
CRITERIA FOR AWARD OF CONTRACT

Only two award criteria are permitted:

(a) 
lowest price: or 

(b) 
economically most advantageous.

The criteria which a contracting authority may use to determine that an offer is the most economically advantageous may include, for example, price, period for completion, running cost, profitability, technical merit, etc. The criteria to be used must be publicised in the contract notice. If a criterion has not been publicised it cannot be used in the determination of the award no matter how fundamental it may be.

3.1.7
TECHNICAL STANDARDS

(a) 
Specifications which refer to goods or supplies of a specific make or source or to a particular process or which favour or eliminate particular goods or supplies are prohibited.

(b) 
Technical specifications (e.g. quality, performance or dimensions) must be stated in the Tender Notice and tender documents.

(c) 
European standards must be used where they exist unless this would cause problems of compatibility with existing equipment.

(d) 
In the absence of relevant European standards the following hierarchy of alternatives must be used:

· national standard implementing international standards

· any other national standards

· any other standards

3.2
APPENDIX 2 - CONTRACTS PROCEDURES 

3.2.1
Every contract shall be in the form legally determined and shall include all necessary contract provisions. Contractual provisions are given in Section 1 and 2 of the CSO’s and in Appendix 2.

(a) 
Every contract shall specify:


(i)
the works to be performed or the supply or service to be provided,



(ii)   the price to be paid or received, and

(iii)
the time for performance for the contract.

(b)
Every contract exceeding £20,000 shall provide for the contractor to give such security if deemed necessary and in such form as may be determined by the Council or its delegated sub-committee.

(c)
Every contract below £20,000 shall provide for the contractor to 
give such security if deemed necessary and in such form as may be determined by the Clerk.

3.2.2
In addition, every contract for the execution of works shall provide for:

(a)
the payment of liquidated damages by the contractor if the terms of the contract are not duly performed; and



unless already provided for in the finally determined Form of Contract, shall contain the following provisions:

(b)
The Contractor shall not transfer, assign or underlet, directly or indirectly, the Contract or any part, or share any interest therein without the written consent of the Council which may be given under the hand of the Clerk, or (so far only as consent to the appointment of any Sub-Contractor by the Contractor or the nomination of a Sub-Contractor by the Council is concerned) under the hand of the Chairman of the Council or the Finance Officer and in any case where such consent is given or such nomination is made, the Contractor shall be held responsible for all work done by any such Sub-Contractor and for it being carried out under the same conditions as if executed by the Contractor; and

(c)
The Contractor shall not give, provide or offer any loan, fee, reward or gift or any emolument or advantage whatsoever to any Member, Officer or employee of the Council and in the event of any breach of this condition the Council may, without prejudice to any other right it may possess, forthwith cancel the contract and recover from the Contractor any loss or damage consequent upon such cancellation.  



The Clerk shall be responsible for ensuring compliance by Contractors and Sub-Contractors with this Standing Order and shall comply with guidance issued from time to time by the Council’s legal or other professional adviser in relation to the standard terms to be included in contracts valued at less than £20,000. 

3.2.3
Supplies Contracts

The contract shall be signed either by the Clerk or by the Chairman of the  

Council.

3.2.4
Services Contracts

The contract shall be signed either by the Clerk or by the Chairman of the Council.  

3.2.5
Works Contracts


(a)
The Council's Seal (if available) shall be affixed to every contract for works where the contract amount is over £20,000. In all other cases, contracts shall be signed either by the RFO or a duly authorised signatory previously empowered by decision of the Council to fulfil that role. 

(b)
The RFO shall keep a register of sealed contracts for works and shall provide the Internal Auditor and external auditors with an abstract of each contract as soon as possible after signature (or sealing). Abstracts shall show the date, name of contractor, work to be done and the amount to be paid.

(c)
Payments on account for contracts over £20,000 shall be authorised on a certificate signed by the appropriate professional contract supervisor, showing the total amount of the contract, the value of work executed to date, retention money, amount paid to date and the amount being certified for payment.

(d)  Every variation to a contract shall be specifically authorised, in writing, by the appropriate professional contract supervisor after seeking the approval of the Clerk, indicating to him/her the estimated cost or saving arising from that variation.

(e)
No certificate shall be issued if the total payment so certified exceeds the approved expenditure unless and until this has been approved by the Finance Committee and Council.

(f)
The final certificate on contracts above £ 20,000 shall not be issued until the Finance Officer has had an opportunity to examine the Contractor's final account.

(g)
Where contracts are supervised on behalf of the Council by professional advisers, the Clerk shall ensure that those persons comply with Contract Standing Orders as if they were officers of the Council.

3.2.6 In the event of any of the fundamental terms of an accepted tender not being observed by the successful tenderer or if any of the fundamental provisions of a contract are not complied with by the contractor, the Clerk shall report the matter to the full Council and agree the appropriate action to be taken. 

3.2.7   Where a sub-contractor or supplier is to be nominated to a main contractor, the following provisions apply:

(a)
Tenders or quotations shall be invited in accordance with the normal procedures, as if the tender or quotation were for a contract with the Council.  The terms of the invitation shall require that the tenderer will enter into a contract with the main contractor;

(b)
The Clerk shall ensure the maintenance of a record of all such tenders received;

(c)
The Clerk shall have the power to nominate the successful tenderer to the main contractor from the Council’s approved list.

3.2.8     Disclosure of interests in contracts
If a Member of the Council or any Officer or employee of the Council who has received any money, loan or gift from a person holding or seeking to obtain a contract with or  without any approval or consent from the Council remains present at any meeting of the Council or of any Committee of the Council (held within two years of the receipt by him/her of such money or gift or while such loan is still outstanding and in existence) at which such contract or other matter is the subject of consideration he/she shall at such Meeting and before taking part in any such consideration disclose the facts of such transaction.  Further it is a breach of Standing Orders and Financial Regulations and an irregularity for any Member to use his/her vote or influence or for any Officer to use his/her influence to affect a decision either in a Committee or the Council  or when exercising delegated powers for his/her own gain, personal advantage or interest.

3.2.9
If any Member or Officer has, to his/her knowledge a prejudicial or pecuniary interest, direct or indirect, in any contract or other matter with which the Council is concerned, he/she shall, as soon as possible, report the matter in writing to the Clerk and the Chairman of the Council who shall, if the contract or other matter becomes the subject of a report to the Council or a committee thereof, disclose such interest.
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SECTION FOUR – The Code of Conduct

PART 1 - GENERAL PROVISIONS

  1.
Scope

i) A member must observe the authority's code of conduct whenever he/she:

(a) conducts the business of the authority;

(b) conducts the business of the office to which he has been elected or appointed; or

(c) acts as a representative of the authority,

and references to a member's official capacity shall be construed accordingly.

ii) An authority's code of conduct shall not, apart from paragraphs 1(iv) and 2(iv)(a) below, have effect in relation to the activities of a member undertaken other than in an official capacity.

iii) Where a member acts as a representative of the authority - 

(a) on another relevant authority, he must, when acting for that other authority, comply with that other authority's code of conduct; or

(b) on any other body, he must, when acting for that other body, comply with the authority's code of conduct, except and insofar as it conflicts with any other lawful obligations to which that other body may be subject.

iv) In this code - 

(a) "member" includes a co-opted member of an authority; and

(b) "responsible authority" means a district council or a unitary county council which has functions in relation to the parish councils for which it is responsible under section 55(12) of the Local Government Act 2000.

2.      
General Obligations

i) A member must:

(a) promote equality by not discriminating unlawfully against any person;

(b) treat others with respect; and

(c) not do anything which compromises or which is likely to compromise the impartiality of those who work for, or on behalf of, the authority.

ii) A member must not:

(a) disclose information given to him in confidence by anyone, or information acquired which he believes is of a confidential nature, without the consent of a person authorised to give it, or unless he is required by law to do so; nor

(b) prevent another person from gaining access to information to which that person is entitled by law.

iii) A member must not in his official capacity, or any other circumstance, conduct himself in a manner which could reasonably be regarded as bringing his office or authority into disrepute.

iv) A member:

(a) must not in his official capacity, or any other circumstance, use his position as a member improperly to confer on or secure for himself or any other person, an advantage or disadvantage; and

(b) must, when using or authorising the use by others of the resources of the authority:

(i) act in accordance with the authority's requirements; and

(ii) ensure that such resources are not used for political purposes unless that use could reasonably be regarded as likely to facilitate, or be conductive to, the discharge of the functions of the authority or of the office to which the member has been elected or appointed.

v) A member must, if he becomes aware of any conduct by another member which he reasonably believes involves a failure to comply with the authority's code of conduct, make a written allegation to that effect to the Standards Board for England as soon as it is practicable for him to do so.

PART 2 – INTERESTS

3.
Personal Interests

i) A member must regard himself as having a personal interest in any matter if the matter relates to an interest in respect of which notification must be given under paragraphs 7(i) and 7(ii) below, or if a decision upon it might reasonably be regarded as affecting to a greater extent than other council tax payers, ratepayers, or inhabitants of the authority's area, the well-being or financial position of himself, a relative or a friend or - 

(a) any employment or business carried on by such persons;

(b) any person who employs or has appointed such persons, any firm in which they are a partner, or any company of which they are directors;

(c) any corporate body in which such persons have a beneficial interest in a class of securities exceeding the nominal value of £5,000; or

(d) any body listed in sub-paragraphs (a) to (e) of paragraph 7(ii) below in which such persons hold a position of general control or management.

ii) In this paragraph:

(a) "relative" means a spouse, partner, parent, parent-in-law, son, daughter, step-son, step-daughter, child of a partner, brother, sister, grandparent, grandchild, uncle, aunt, nephew, niece, or the spouse or partner of any of the preceding persons; and

(b) "partner" in sub-paragraph 3(ii)(a) above means a member of a couple who live together.

4. 
Disclosure of Personal Interests

i) A member with a personal interest in a matter who attends a meeting of the authority at which the matter is considered must disclose to that meeting the existence and nature of that interest at the commencement of that consideration, or when the interest becomes apparent.

5.
Prejudicial Interests

i) Subject to sub-paragraph (ii) below, a member with a personal interest in a matter also has a prejudicial interest in that matter if the interest is one which a member of the public with knowledge of the relevant facts would reasonably regard as so significant that it is likely to prejudice the member's judgement of the public interest.

ii) A member may regard himself as not having a prejudicial interest in a matter if that matter relates to:

(a) another relevant authority of which he is a member;

(b) another public authority in which he holds a position of general control or management;

(c) a body to which he has been appointed or nominated by the authority as its representative;

(d) any functions of the authority in respect of statutory sick pay under Part XI of the Social Security Contributions and Benefits Act 1992, where the member is in receipt of, or is entitled to the receipt of such pay from a relevant authority; and

(e) any functions of the authority in respect of an allowance or payment made under sections 173 to 173A and 175 to 176 of the Local Government Act 1972 or section 18 of the Local Government and Housing Act 1989.

6.
Participation in Relation to Disclosed Interests

i) A member with a prejudicial interest in any matter must:

(a) withdraw from the room or chamber where a meeting is being held whenever it becomes apparent that the matter is being considered at that meeting, unless he has obtained a dispensation from the standards committee of the responsible authority; and

(b) not seek improperly to influence a decision about that matter.

ii) For the purposes of this Part, "meeting" means any meeting of:

(a) the authority; or

(b) any of the authority's committees, sub-committees, task groups, joint committees or joint sub-committees.

PART 3 - THE REGISTER OF MEMBERS' INTERESTS

7.
Registration of Financial and other Interests

i) Within 28 days of the provisions of an authority's code of conduct being adopted or applied to that authority or within 28 days of his election or appointment to office (if that is later), a member must register his financial interests in the authority's register maintained under section 81(1) of the Local Government Act 2000 by providing written notification to the monitoring officer of the responsible authority of :

(a) any employment or business carried on by him;

(b) the name of the person who employs or has appointed him, the name of any firm in which he is a partner, and the name of any company for which he is a remunerated director;

(c) the name of any person, other than a relevant authority, who has made a payment to him in respect of his election or any expenses incurred by him in carrying out his duties;

(d) the name of any corporate body which has a place of business or land in the authority's area, and in which the member has a beneficial interest in a class of securities of that body that exceeds the nominal value of £25,000 or one hundredth of the total issued share capital of that body;

(e) a description of any contract for goods, services or works made between the authority and himself or a firm in which he is a partner, a company of which he is a remunerated director, or a body of the description specified in sub-paragraph (d) above;

(f) the address or other description (sufficient to identify the location) of any land in which he has a beneficial interest and which is in the area of the authority;

(g) the address or other description (sufficient to identify the location) of any land where the landlord is the authority and the tenant is a firm in which he is a partner, a company of which he is a remunerated director, or a body of the description specified in sub-paragraph (d) above; and

(h) the address or other description (sufficient to identify the location) of any land in the authority's area in which he has a licence (alone or jointly with others) to occupy for 28 days or longer.

ii) Within 28 days of the provisions of the authority's code of conduct being adopted or applied to that authority or within 28 days of his election or appointment to office (if that is later), a member must register his other interests in the authority's register maintained under section 81(1) of the Local Government Act 2000 by providing written notification to the monitoring officer of the responsible authority of his membership of or position of general control or management in any:

(a) body to which he has been appointed or nominated by the authority as its representative;

(b) public authority or body exercising functions of a public nature;

(c) company, industrial and provident society, charity, or body directed to charitable purposes;

(d) body whose principal purposes include the influence of public opinion or policy; and

(e) trade union[21]or professional association.

iii) A member must within 28 days of becoming aware of any change to the interests specified under paragraphs 7(i) and 7(ii) above, provide written notification to the monitoring officer of the responsible authority of that change.

8. 
Registration of Gifts and Hospitality

i) A member must within 28 days of receiving any gift or hospitality over the value of £25, provide written notification to the monitoring officer of the responsible authority of the existence and nature of that gift.
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SECTION FIVE – Council Structure and Operation

1) Preparation of Agendas and Minutes

a)
Agendas

i) It is primarily the responsibility of the Clerk, in consultation with the Chairman of the Council or Committee, to prepare agendas and to ensure that they deal adequately with business the Council needs to consider. (see also ii below)

ii) A Draft Agenda will be submitted to the Chairman of the Council or of the Committee for which the summons relates not less than five (5) days before said meeting takes place to allow the Chairman to review the proposed items and request any changes before issue to members. Issue of the summons to attend a meeting to members must take place at least three (3) days before the scheduled meeting date. It is imperative that the Chairman agrees the content of the Agenda to ensure that he/she is fully cognisant of the matters to be debated and resolutions to be determined.

iii) The format of all Agendas must comply with statutory requirements and must meet the standards expected of a Quality Parish Council. They should also take into account Best Practice as recommended by the Local Association of Parish Councils.

iv) It is every member’s responsibility to ensure that items they wish to bring up or reports that should be submitted are prepared in a timely manner as only items on an Agenda can be debated and subsequently resolutions passed. (see relevant Standing Orders on Resolutions moved with and without Notice)

b)
Minutes

i) It is the responsibility of the Clerk to prepare the minutes of meetings and act on the decisions of the Council, conducting all correspondence and whatever other action is required that has been allocated to him/her.

ii) Members must notify the Clerk and/or Chairman of the Council of matters which come to their attention, which need to go on an agenda and this should be done not less than 5 days before the appropriate meeting.  To allow this to happen the Minutes of a previous meeting must be issued at least 10 days before the said meeting.

iii) Members should also play their part in seeing that the Council’s decisions are implemented and that the Council’s business and the work of the Clerk are monitored.

iv) The format of all minutes must comply with statutory requirements and must meet the standards expected as recommended by the Local Association of Parish Councils.

v) Minutes of every meeting will be issued to all members but will only be received, approved and signed at the relevant Committee or Council.

c)
General Guidelines

i)
All Agendas and Minutes are in the public domain and subject to public scrutiny.

i) All pages of a set of minutes for a Committee must be numbered consecutively  for the whole Council year.

ii) Minutes must record by consecutive Reference number the resolutions passed by the council in each Council year.

iii) Minutes should only record resolutions taken by the council and not the debate.

iv) No item which is not on the Agenda can be discussed at a meeting if notice is required.

v) The following items should not appear on the Agenda: Matters arising (this is dealt with as per 4(vi); Private & Confidential Business (this can only be deemed by the Council); Agendas for future meetings (this is also dealt with as per 4(vi) above).

vi) All apologies for absence must be recorded with the reason for said absence.

5) Items for consideration on Agendas

a)
The following items are required on every Agenda (except the Annual Parish Meeting):

Apologies

Declarations of Interest

To receive the minutes, approve and sign (no discussion is allowed) and Matters arising

General correspondence

Member’s items (remembering the rules of Notice)

Items for future meetings (no discussion will take place as the Chairman and Clerk will decide which meeting to place the item for consideration. If this is perceived to be too long a time then these items must be notified to the Clerk or Chairman before Agendas are issued)

Items to be considered under Private & Confidential Business (remembering the rules of Notice)
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SECTION SIX – Powers and Duties

The powers which have been vested in Parish and Town Councils and Acts of Parliament are summarised in this document as a guide to Councillors and others.  Each description is brief and is intended to be a general indication.  Like all powers given to public bodies the powers of local councils are defined in detail in legislation and these details may include a requirement to obtain the consent of another body.  Local Councils must exercise their powers also subject to the provisions of the general law.  Information on all these details should be in the hands of the Clerk to the Council.

The powers are listed below.  Where a power is marked with an asterisk the council may, in addition to exercising the power itself, help another body to act by giving financial assistance.

This list is intended as a summary of the principle functions of Local Council.  It is not intended to be a definitive list of such functions.
	FUNCTION
	POWERS AND DUTIES
	STATUTORY PROVISIONS

	Accounts
	Duty to appoint a Responsible Financial Officer to manage the Council’s accounts
	Local Government Act 1972 s 151

	Acceptance of Office
	Duty to sign declaration of acceptance of office (councillors and chairman)
	Local Government Act 1972 s 83

	Agency Arrangements
	Power to arrange for the discharge of functions by another local authority
	Local Government Act 1972 s.101

	Allotments
	Powers to provide allotments

Duty to consider providing  allotment gardens if demand unsatisfied
	Small Holdings Allotments Act 1908 ss 23, 26 and 42

	Archives
	Power to make records held available to the public and support local archives
	Local Government (Records) Act 1962, ss1 and 4

	Baths and Washhouses
	Power to provide public baths and washhouses
	Public Health Act 1936 ss 221, 222,223 and 227

	Borrowing
	Power to borrow money for statutory functions
	Local Government Act 1972 Sch. 13

	Burial Grounds, 

cemeteries

and crematoria*
	Power to acquire, provide and maintain shelters

Power to agree to maintain monuments and memorials

Power to contribute towards expenses of cemeteries
	Open Spaces Act 1906, ss 9 and 10: Local Government Act 1972, s 214

Parish Councils and Burial Authorities (Miscellaneous Provisions) Act 1970, s. 1

Local Government Act 1972, s 214

	Bus Shelters
	Power to provide and maintain shelters
	Local Government (Miscellaneous) Act 1953 s.4 Parish Councils Act 1957, s 1

	Bye Laws
	Power to make byelaws for:

Public walks and pleasure grounds

Cycle Parks

Swimming pools, bathing places baths and washhouses

Open Spaces and Burial Grounds

Mortuaries and post-mortem rooms

Public Bathing

Hiring of pleasure boats in parks and pleasure grounds

Dogs and dog fouling in parks and open spaces
	Public Health Act 1875, s 164

Road Traffic Regulation Act 1984 s.57 (7)

Public Health Act 1936, s 223

Open Spaces Act 1906, s 15

Open Spaces Act 1906 ss 12 and 15

Public Health Act 1936 s. 198

Public Health Act 1936 s. 231

Public Health Amendments Act 1907, s 44(2): Public Health Act 1961, s54

Public Health Act 1875, s 164

Open Spaces Act 1906 s 15

	Charities
	Power to appoint trustees of parochial charities
	Charities Act 1993, s 79

	Christmas Lights
	Power to provide to attract visitors
	Local Government Act 1972, s 144

	Citizens Advice Bureau
	Power to support
	Local Government Act 1972, s 142

	Clocks*
	Power to provide public clocks
	Parish Councils Act 1957,s 2

	Closed Churchyards
	Powers (and sometimes duty) as to maintain
	Local Government Act 1972, s.215

	Commons Land and 

Common Pastures
	Powers in relation to enclosure as to regulation and management and as to providing common pasture

Power to protect unclaimed common land from unlawful interference

Power to manage commons and village greens under a district council scheme
	Inclosure Act 1845; Local Government Act 1984, s8(4); Smallholding and Allotments Act 1908, s 34

Commons Registration Act.1965, s.9

Commons Act 1899, ss 4 & 5

	Community Centres  

and Village Halls
	Power to provide and equip community buildings

Power to provide and equip premises for use of clubs having athletic, social or educational objectives
	Local Government Act 1972, s 133

Local Government (Miscellaneous Provisions) Act 1976, s.19

	Conference facilities*
	Power to provide and encourage the use of facilities
	Local Government Act 1972, s.144



	Consultation
	Right to be consulted by principal councils if directed by Secretary of State  
	Local Government and Rating Act 1997, s21; Local Government Act 1972, s 33A

	Crime Prevention*
	Powers to spend money on various crime prevention measures

Power to (a) install equipment,

(b) establish schemes and

(c) assist others in so doing

for the prevention of crime
	Local Government and Rating Act 1997, s 31

Local Government and Rating Act 1997, s 31



	Delegated Functions
	Power to assume a function delegated by another authority

Power to ensure effective discharge of Council functions

Power to employ someone to carry out Council functions


	Local Government Act 1972 ss. 101, 111 and 112



	Drainage
	Power to deal with ponds/ditches
	Public Health Act 1936, s. 260

	Education
	Right to appoint governors of primary schools
	School Standards and Framework Act 1988, para

15 of Sch.10

	Entertainment and the 

Arts*
	Provision of entertainment and support of the arts including festivals and celebrations
	Local Government Act 1972, s 145

	Environment
	Power to act for the benefit of the community by tackling and promoting awareness of environmental issues
	Local Government Act 1972, ss 111 and 137

	Flagpoles
	Power to erect flagpoles in highways
	Highways Act 1980, s 144

	“Free Resource”
	Power to incur expenditure not otherwise authorised on anything which in the council’s opinion is in the interests of the area or part of it or all or some of the inhabitants 
	Local Government Act 1972, s 137

	Gifts
	Power to accept
	Local Government Act 1972 s 139

	Highways
	Power to repair and maintain footpaths and bridleways

Power to light roads and public places

Provision of litter bins

Power to provide parking places for vehicles, bicycles and motorcycles

Power to make a dedication  agreement for a new highway or  widening of an existing highway

Power to provide roadside seats and bus shelters

Consent of Parish Council required for ending maintenance of highway at public expense, or for stopping up or diversion of highway

Power to complain to district councils regarding the protection of rights of way and roadside wastes

Power to provide traffic signs and other notices

Power to plant trees, etc., and to maintain roadside verges

Power to prosecute for unlawful ploughing of a footpath or bridleway
	Highways Act 1980, ss 43 and 50

Parish Councils Act 1957 s 3: Highways Act 1980, s 301: Local Government Act 1972, Sched. 14 para 27

Litter Act 1983, ss 5 and 6

Road Traffic Regulation Act 1984, s 57 

Highways Act 1980. ss  30 and 72

Parish Councils Act 1957, s 1

Highways Act, 1980 ss 47 and 116

Highways Act 1980, s 130 (6)

Road Traffic Regulation Act 1984, s 72; Countryside Act 1968

Highways Act 1980, s 96

Highways Act 1980, s 134

	Interests
	Duty to declare an interest
	Local Government Act 1972 s 94

	Investments
	Power to participate in schemes of collective investment
	Trustee Investments Act  1962, s 11

	Land
	Power to acquire land by agreement, to appropriate land and to dispose of

Power to accept gifts of land

Power to acquire land by compulsory  purchase

Power to obtain particulars of persons interested in land

Power to acquire land for or to provide recreation grounds, public walks, pleasure grounds and open spaces and to manage and control them
	Local Government Act 1972, ss 124, 126 and 127

Local Government Act 1972 s 139

Local Government Act 1972, s 125

Local Government (Miscellaneous Provisions) Act

1976, s 16

Public Health Act 1875, s 16; Local Government Act 1972, Sched. 14, para 27; Public Health Acts Amendment Act 1980, s 44; Open Spaces Act 1906, ss 9 and 10; Local Government (Miscellaneous Provisions) Act 1976, s 19

	Lighting
	Power to light roads and public places
	Parish Councils Act 1957, s 3; Highways Act 1980, s 301

	Litter* and dog fouling
	Provision of receptacles

Obliged to keep own land free of litter and dog faeces

Dogs and dog fouling in parks and open spaces
	Litter Act 1983, ss 5 and 6

Environmental Protection Act 1990; Litter (Animal 

Droppings) Order 1991

Public Health Act 1875 s 164; Open Spaces Act 1906 s 15



	Lotteries
	Power to promote
	Lotteries and Amusements Act 1976, s 7

	Meetings
	Duty to hold annual parish meeting

Duty to hold annual parish council meeting

Power to convene a parish meeting
	Local Government Act 1972 Sch 12 para 23

Local Government Act 1972 Sch 12 para 7

Local Government Act 1972 Sch 12 para 14

	Mortuaries and post-

mortem rooms
	Powers to provide mortuaries and post-mortem rooms
	Public Health Act 1936, s 198

	Nature Reserves
	Power to designate statutory to the nature reserves and marine nature reserves – English Nature can designate sites of specific scientific interest

Powers to make management agreements with landowners and the English Nature to manage council-owned reserve land as a nature reserve
	National Parks and Access Countryside Act 1949, ss 15, 16 and 21; The Wildlife and Countryside Act 1982, ss 36 and 39 and Sched.12



	Newsletters
	Power to provide information relating to matters affecting local government
	Local Government Act 1972 s 142

	Nuisances*
	Power to deal with offensive ditches, ponds and gutters
	Public Health Act 1936, s 260; Public Health Act 1875, s 164

	Open Spaces
	Power to acquire land and maintain

Power to acquire land for or to provide recreation grounds, public walks, pleasure grounds and open spaces, and to manage and control them.
	Open Spaces Act 1906, ss 9 and 10; Commons Act 1899

Public Health Act 1875, s 164; Local Government Act 1972, Sched 14, para 27; Public Health Acts Amendment Act 1980, s 44; Open Spaces Act

1906, ss 9 and 10; Local Government (Miscellaneous Provisions) Act 1976, s 19.

	Parish Property, Records and Documents
	Powers to direct as to their custody


	Local Government Act 1972, s 226



	Parking Facilities
	Power to provide parking places for motor vehicles, motorcycles and bicycles
	Road Traffic Regulation Act 1984, ss 57 and 63

	Parks, pleasure ground
	Power to acquire land for or to provide recreation grounds, public walks, pleasure grounds, and open spaces and to manage and control them.
	Public Health Act 1875, s 164; (Local Government Act 1972, Sched 14 para 27); Public Health Acts Amendment Act 1890, s 44;  Open Spaces Act

1906, ss 9 and 10

	Planning
	Right to be notified of and power to respond to planning applications
	Town and Country Planning Act 990, Sched. 1 para 8; Local Government Act 1972, Sched. 15 para 20.

	Postal and telecommunications facilities
	Power to pay telecommunications operators any loss sustained in providing post or telegraph office or telecommunications facilities
	Post Office Act 1953, s 51; Telecommunications Act

1984, s 97

	Public Buildings and Village Halls
	Power to provide buildings for offices and for public meetings and assemblies
	Local Government Act 1972 s 133

	Public Conveniences
	Power to provide
	Public Health Act 1936, s 87

	Public Enquiries
	Power to make representations at public enquiries
	Local Government Act 1982, s 222



	Publicity
	Power to publicise council and local authority functions
	Local Government Act 1982, s. 142



	Raising of Finances
	Power to raise money through the precept
	Local Government Act 1982, s 150

	Records
	Power to collect, exhibit and purchase local records
	Local Government Act (Records) Act 1962 ss 1 and 2

	Recreation*
	Power to acquire land for or to provide recreation grounds, public walks, pleasure grounds, and open spaces and to manage and control them.

Power to provide gymnasiums, playing fields, holiday camps

Provision of boating pools

Power to provide a wide range of recreational facilities
	Public Health Act 1875, s 164; (Local Government Act 1972, Sched 14 para 27); Public Health Acts Amendment Acts 1890, s 44; Open Spaces Act 1906, ss 9 and 10; Local Government (Miscellaneous Provisions) Act 1976, s 19; Commons Act 1899

               -ditto-

Public Health Act 1962, s 54

Public Health Act 1961, s 54

	Seats and Shelters*
	Power to provide roadside seats and shelters
	Parish Councils Act 1957, s 1 

	Telecommunications facilities
	Power to pay BT or any other telecommunications operator any loss sustained in providing telecommunications facilities
	Telecommunications Act 1984

	Tourism*
	Power to contribute to the encouragement of tourism
	Local Government Act 1972, s. 144

	Town and Country Planning
	Right to be notified of planning applications
	Town & Country Planning Act 1990, Sched. 1 para 8

	Town Status
	Power to adopt town status
	Local Government Act 1972, ss 245 and 245B

	Traffic Calming
	Power to contribute to the cost of traffic calming measures
	Highways Act 1980, s 274a



	Training
	Power to train Councillors
	Local Government Act 1972. s 175.

	Transport*
	Power to (a) establish car sharing schemes (b) make grants for bus services, (c) provide taxi-fare concessions; (d) investigate public transport, road use and needs; (e) provide information about public transport services

Community Transport Schemes
	Local Government and Rating Act 1997, s 26-29

	Village greens*
	Power to maintain, to make bylaws for and to prosecute for interference with village greens
	Open Spaces Act 1906, s 15; Inclosure Act 1857, s 12, Commons Act 1876, s 29

	Village Signs
	Power to use decorative signs to inform visitors
	Local Government Act 1972 s 144

	War Memorials
	Power to maintain, repair, protect 

and adapt war memorials
	War Memorials (Local Authorities Powers) Act 1923,

s 1 as extended by Local Government Act 1948, s 133.

	Water Supply
	Power to utilise any well, spring or stream and to provide facilities for obtaining water from them
	Public Health Act 1936, s 125


SECTION SEVEN - RETENTION OF DOCUMENTS

	DOCUMENT
	MINIMUM PERIOD OF RETENTION
	REASON

	Minute Books
	Indefinite
	Archive/Public Inspection

	Scales of Fees and Charges
	5 years
	Management

	Receipt and payment(s) accounts
	Indefinite
	Archive

	Receipt books of all kinds
	6 years
	VAT

	Bank statements, including deposit/savings accounts
	Last completed audit year
	Audit



	Bank paying-in books
	Last completed audit year
	Audit

	Cheque book stubs
	Last completed audit year
	Audit

	Quotations and tenders
	12 years/indefinite
	Limitation Act

	Paid invoices
	6 years
	VAT

	Paid cheques
	6 years
	Limitation Act

	VAT records
	6 years
	VAT

	Petty cash, postage and telephone books
	6 years
	Tax, VAT, Limitation Act

	Timesheets
	Last completed audit year
	Audit

	Wages books
	12 years
	Superannuation

	Insurance policies
	While valid
	Management

	Insurance certificates/Employers’ Liability Certificates
	Indefinite
	Management

	Investments
	Indefinite
	Audit, Management

	Title deeds, leases, agreements, contracts
	Indefinite
	Audit, Management

	Register/file of Members allowances 
	6 years
	Income Tax, Limitation Act

	For Halls, Centres, Recreation Grounds

· applications to hire

· lettings diaries

· copies of bills to hirers

· record of tickets issued
	6 years


	VAT

	For Allotments

· register and plans 
	Indefinite
	Audit, Management

	For Burial Grounds

· Register of fees collected

· Register of burials

· Register of purchased graves

· Register/plan of grave spaces

· Register of memorials

· Applications for interment

· Applications for right to erect memorials

· Disposal certificates

· Copy certificates of grant of  exclusive right of burial
	Indefinite
	Archives

Cemeteries Orders

Cremations Regulations




Note:
 References above to the Limitation Act are to the Limitation Act 1980 (as amended).  The 1980 Act sets down time limits within which court action for breach of contract, to recover damages for tortious actions and to recover land (these are the main types of action covered by the Act which are likely to be of relevance to local councils) must be started.  If not started within the relevant time limit (or during any extension the court might in its discretion grant), legal action is barred.

Approved by Lostock Gralam Parish Council on 
Date…………………………………………………………………………………………………….

Chairman………………………………………………………………………………………………

Clerk of the Council…………………………………………………………………………………..
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