PETERLEE TOWN COUNCIL

PARKS DEPARTMENT
EDEN LANE PETERLEE COUNTY DURHAM SR8 5ND
TELEPHONE: {(0191) 518 2295 FAX: (0191) 518 4656

E-MAIL: parks@peterlee.gov.uk
. INTERNET: http://www.peterlee.gov.uk

Your Ref:

Our Ref: 31 January 2017
Date:

A MEETING OF THE FINANCE & GENERAL PURPOSES
COMMITTEE WILL BE HELD ON MONDAY 6™

" FEBRUARY 2017 IN THE COUNCIL CHAMBER SHOTTON
HALL, PETERLEE at 6.30pm

THIS WILL BE FOLLOWED BY MEETINGS OF THE
PLANNING COMMITTEE & ESTABLISHMENT
COMMITTEE

Mr I Morns M.C.I.LH
Town Clerk

AGENDA

MEMBERS ARE REMINDED OF THE NEED TO DISCLOSE ANY
INTEREST, PREJUDICIAL OR PERSONAL, IN ACCORDANCE WITH
THE CODE OF CONDUCT.

The Chairman shall now advise both Members of the committee and
members of the public that part of the meeting may be recorded by both
audio and video, and it may be that photographs are taken.

| Q
QUALITY

TOWN
COUNCIL



FINANCE & GENERAL PURPOSES
COMMITTEE

APOLOGIES FOR ABSENCE
Members arc cordially invited to inform the Deputy Town Clerk of
their apologies as soon as practicable

INTERNAL AUDIT PROGRESS REPORT

To welcome the Paul Bradley, Chief Internal Auditor and Corporate
Fraud Manager and Steve Carter, Audit Fraud Manager, Internal
Audit, Risk and Fraud, DCC who will advise Members on work
undertaken by Internal Audit between 1 April 2016 and 31 March
2017. (Circulated)

LEISURE GARDENS INTERNAL AUDIT FINDINGS & ACTION
PLAN

Members are recommended to note the contents of the report and
agree actions, responsibilities and timescales as set out in the Action
Plan. (Circulated)

TO APPROVE THE MINUTES OF THE LAST MEETING

REPORT OF THE SCRUTINTY MEETING of the 13% January 2017
(Circulated)

PETERLEE TOWN COUNCIL DRAFT BUDGET 2017/18

To seek Members feedback on the detailed budget for 2017/18 prior
to the final budget detail being presented to Council for approval in
February 2017. (Circulated)

THE REPORT OF THE FINANCE SUB COMMITTEE MEETING
OF THE 12™ JANUARY 2017 (Circulated)
For approval of the payments authorised and made.




11.

12.

PUBLICATIONS, MINUTES, BULLETINS ETC

(a)  Super Councils’ Network

(b) NALC — Benefits of membership - briefing note (Circulated)

(c) External Auditors & their reports -

(d) SAAA announcement of appointed auditors by county area
2017/18 —2021/22

(d) NALC Direct Information Service Issuc 899 & 900 — copies

available

(¢) Briefing Note to Members of Arrangements to count votes at

the May 2017 Elections, Report of Head of Legal & Democratic

Services (Circulated)
(f)  County Durham & Darlington Fire & Rescue Service public
consultation (Circulated)

The majority of the information given here has been received via
CDALC. Members are requested to note the information listed and
given above

THE FUTURE FOR LOCAL GOVERNMENT YOUTH SERVICES,
24 _ 26T FEBRAURY 2017, SOUTHPORT

To consider attendance by the Council at this conference (Circulated)

REQUESTS FOR A GRANT/CONCESSIONARY USE

(@) Event Fundraising in aid of Muscular Dystrophy UK &
Merrington Twins Wish List, use of Shotton Hall Friday 20md
December 2017

(b) Letters of thanks & appreciation. Great North Air Ambulance

POLICIES
(i)  Officers Code of Conduct
(i) Mental Wellbeing in the Workplace

For Members to consider and approve the adoption of these policies,
as considered by the scrutiny committee (Circulated)



13.

14.

15.

16.

17.

BREWERY TENDERS UPDATE

To endorse the action taken on 20 January 2017 following interviews
held, in scoring the five companies in terms of their presentations.

CLOSING OF THE ACCOUNTS

To give approval for Mr Stuart Wilbur, RBS Software, to complete
the year end accounts on the Town Council’s behalf. (Circulated)

CASH COLLECTION ARRANGEMENTS

To approve the continued use of Loomis for the provision of the
banking pick up service. (Circulated)

RESOLUTION TO EXCLUDE THE PRESS AND PUBLIC

IN VIEW OF THE CONFIDENTIAL NATURE OF THE
FOLLOWING ITEMS TO BE DISCUSSED, THE COMMITTEE
IS ASKED TO PASS THE FORMAL RESOLUTION TO
EXCLUDE THE PRESS AND PUBLIC FROM THE MEETING,
PURSUANT TO THE PUBLIC BODIES (ADMISSIONS TO
MEETINGS) ACT, 1960 & THE LOCAL GOVERNMENT
(ACCESS TO INFORMATION) ACT 1985.

PETERLEE SHOW 2017 - VARIOUS

To approve the tenders as detailed in the report of the Show Co
Ordinator and to confirm the entertainment agreed at the Show
Working Party held on 30 January 2017. To also approve the booking
of the Pantomime for 2018. (Circulated)



18.

20.

22.

23.

19.

PLANNING COMMITTEE

TO APPROVE THE MINUTES OF THE LAST MEETING

PLANNING APPLICATIONS

For consideration and comment (None received to date this moth)

DELEGATED PLANNING DECISIONS

(i) Land to the front of 10 — 14 Burt Close, change of use of public
open space to car parking spaces

(i)  Asda, SurteesRoad, retention of non illuminated signage

(iii) 35 Eastfield. erection of detached 2 storey dwelling to the west
of 35 Eastfield

ESTABLISHMENT COMMITTEE

TO APPROVE THE MINUTES OF THE LAST MEETING

OVERTIME & ADDITIONAL COSTS REPORT (Circulated)
Members are requested to note the information given

ABSENCE REPORT (Circulated)




24,

LENGTH OF SERVICE AWARD

Mr Harriman will complete his 25years service with the Town
Council on 16™ March, (he started in 1992 with the Town Council). It
is recommended he be presented with an appropriate token to mark
his 25 years service, in line with the Council’s policy.



FINANCE, PLANNING &
ESTABLISHMENT COMMITTEE

06 February 2017
INTERNAL AUDIT PROGRESS REPORT

REPORT OF THE HEAD OF INTERNAL AUDIT

Purpose of the Report

1.

The purpose of this report is to advise Members on work undertaken by Internal
Audit between 01 April 2016 and 31 March 2017. The report aims to:

«  Provide a high level of assurance, or otherwise, on internal controls operating
across the Authority that have been subject to audit.

e Advise the Committee of significant issues where controls need to improve to
effectively manage risks.

o Advise the Committee of any amendments to the approved Internal Audit plan.

¢ Advise the Committee of changes to audit processes and terminology.

e  Track progress on the response to internal audit reports and the
implementation of agreed internal audit recommendations.

« Provide an update on our performance indicators comparing actual
performance against planned.

The appendices attached to this report are summarised below. Those marked with
an asterisk are not for publication (Exempt information under Part 3 of Schedule
12a to the Local Government Act 1972, paragraph 3).

Appendix 1 Risks and Implications

Appendix 2 Progress against the Internal Audit Plan
Appendix 3 Internal Audit Performance Indicators

Appendix 4*  Overdue Actions

Appendix 5*  Reports issued with a Limited Assurance Opinion

Progress against planned work

3.

A summary of the agreed plan showing the status of each audit as at 31 December
2016 is attached at Appendix 2.

The Appendix shows that six reviews are planned to be completed, of these:

« Four assurance reviews are complete (draft or final report); and
e Two assurance reviews are in progress.

Assurance reviews incorporate a consideration of the Council's Risk and
Governance arrangements within each activity inspected. In addition the Internal
Audit Service is assisting the Council in developing Policies and Procedures to
support and strengthen its corporate governance framework.



8. The assurance level, if applicable, for each piece of work where a final report has
been issued is shown in Appendix 2.
7. Asummary of all audit reports finalised in the period is given in the table below:
. . Assurance
Audit Area Brief Scope Opinion
Pavilion An Assurance review that considered the effectiveness of the Council's || Substantial
financial arrangements for income collection, holding and banking at
the Pavilion
Parks An Assurance review that considered the effectiveness of the Council’s [ Moderate
arrangements for the maintenance of its parks and income collected
from its parks lettings.
Leisure An Assurance review that considered the effectiveness of the Council's | Limited
Gardens Legal, Financial and Health & Safety arrangements for the
management of its leisure gardens (allotments) sites.

Amendments to Annual Audit Plan

8.

There have been no amendments agreed to the annual audit plan this period.

Outstanding management response to draft reports

9.

There are no management responses to outstanding Draft Reports overdue.

Response to Audit Recommendations

10.

11.

12.

To provide independent assurance that adequate progress is made in the
implementation of agreed recommendations at the appropriate service operational
level, all high and medium recommendations contained within the action plans of
individual audit reports are followed up by internal audit. In addition, listings of all
recommendations outstanding at the end of each quarter are produced and issued
to the Town Clerk to assist the Council in its own internal monitoring processes.

To allow the progress made at an operational level to be tracked and monitored, the
numbers of all recommendations made arising from each audit complete, and
evidenced as implemented, are shown in Appendix 2. It should be noted that
Internal Audit will not follow up Best Practice matters raised.

A summary of outstanding audit recommendations i.e. those not implemented within
original agreed or revised target dates, as evidenced through Internal Audit follow
up, is given in the table below:

Risk Actions Total Implemented QOverdue Target Overdue

Category Raised Due {Due) {Not due) Total | Original | Revised Revised
201617

High 3 1 1 1 0

Medium 24 1 11 11 0

Total 27 12 12 12 0

13.

There are no High or Medium priority recommendations overdue against original target
implementation dates.

Note: Overdue recommendations when applicable would be detailed in Appendix 4 for consideration as a Part B
Agenda ltem.

2




Unplanned work carried out this quarter
14. There have been no unplanned activities carried out during the period.
Reports issued with a Limited Assurance Opinion

15. There has been one report issued in the period that resulted in a Limited Assurance
Opinion. Details of the findings that arose from the review are shown in Appendix 5
and are to be considered as a Part B Agenda Iltem

Performance Indicators

16. A summary of target performance indicators is given in Appendix 3.

Note: Performance indicators form part of the Internal Audit Charter which establishes the terms of reference for the
provision of the Internal Audit Service to the Council. The Charter, currently being revised following a discussion with
the Town Clerk, outlines how the service will be delivered and developed

Recommendation

17. Members are asked to note the progress made to date on delivering the internal
audit plan for 2016/17 together with that made by managers in responding to the
work of internal audit to gain assurance on the adequacy and effectiveness of the
internal control environment.

Stephen Carter, Audit and Fraud Manager, Tel: 03000 269665




Appendix 1: Risks and Implications

Finance -

The programme of work undertaken by Internal Audit supports the Council in maintaining
safe and efficient arrangements for the proper administration of its financial affairs

Staffing -
None

Risk -
None

Equality and Diversity / Public Sector Equality Duty -
None

Accommodation -
None

Crime and Disorder -
None

Human Rights -
None

Consultation -
Nonhe

Procurement -
None

Disability Issues -
None

Legal Implications -
None

Other Risks
Control risks identified / considered in relation to reviews undertaken
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Report to:

Date:

Report of:

Subject:

Report Purpose:

Background:

Action Plan:

Peterlee Town Council Finance & General Purposes Committee

8™ February 2017
lan Morris, Town Clerk

Leisure Gardens Internal Audit Findings and Action Plan

To provide Members with a summary of the findings of the recent Internal Audit of the
Council’s Leisure Gardens service, and a proposed action plan to address the weaknesses

highlighted in the report.

Peterlee Town Council provides a Leisure Gardens service for the people of Peterlee, with
66 gardens (sometime referred to as ‘allotments’?} split across two sites — Lowhills Road
(49 gardens) and Thorntree Gill (17 gardens). The budget allocation for the service in

2016/17 is £8,160 (gross)/£6,120 (net).

In October 2016 Durham County Council (DCC)’s Internal Audit service carried out an
audit of the Town Council’s Leisure Gardens Service as part of the Council’s 2016/17
Internal Audit Plan. The findings of the report were provided to the Town Clerk in a final

report on 22" December 2017.

The report concludes with a ‘limited’ assurance opinion, which means that the auditors
have found weaknesses in key areas in the Council’s system of control for the Leisure
Gardens service, which put the Council’s objectives for the service at significant risk.

The Internal Audit report provides a series of recommendations classified as high and low
importance. It concludes with an action plan within which the Town Clerk has confirmed
a series of actions to be taken to address the findings and recommendations.

This report is intended to summarise the findings and action plan for Members, and
provide assurance that the issues raised are being dealt with satisfactorily.

A summary action plan of findings and recommendations from the internal audit report is
provided as Appendix A to this report.

The key actions and timescales to address the weaknesses highlighted in the report are:

1 For an interesting review of the history of the allotment and leisure garden movement, see ‘Allotment
Gardens: A Reflection of History, Heritage, Community and Self’ (Lesley Acton, 2011) http://www.pia-

iournal.co.uk/articles/10.5334/pia.379/




Action Responsible Proposed Timescale

Person(s)
Development of a formal Town Clerk & Draft Policy to Parks Committee:
Council Policy for Leisure Parks Supervisor | 13/02/17
Gardens.
Consultation with Leisure Gardeners:
14/02/17 — 28/02/17
Final policy to Councit:
20/03/2017
Review of Thorntree Gill Town Clerk Following adoption of new policy by
(TG) constitution in line with Council.
new policy Thorntree Gill LG
Committee Complete by 31/03/17
Seek and support formation | Town Clerk TC to write to all Lowhifis Road
of new committee for gardeners by 22/02/2017 seeking
Lowhills Road (LR) Leisure volunteers to work with Council on
Gardens. development of new committee &
Town Clerk & LR | constitution.
Develop new constitution Committee
from LR Committee members New constitution in place by
31/03/2017
Agree and implement KPI Town Clerk Draft KPI framework will be included in
monitoring framework, e.g.. the Council’s Leisure Gardens Policy:
- voids TG &LR 20/03/2017
- lettings Committees
- waiting list Agreement with site Committees on
- funding detail of monitoring reports:
31/03/2017
Agree and Implement a Town Clerk & Inspection regime will be included in
regular inspection regime for | Parks Supervisor | the Council's Leisure Gardens Policy:
both sites 20/03/2017
Outcomes of inspections will be
included in Parks Supervisor's regular
reports to Parks Committee:
From April 2017
Work with the Committees of | Town Clerk & By 31% October 2017, to inform
the two sites to agree Parks Supervisor | 2018/19 budget setting process.
medium term (1-3 years)
repairs and improvement TG & LR
priorities Committees

Recommendation:

Members are recommended to note the contents of this report and agree the actions,
responsibilities and timescales as set out in the action plan above.

Members are also recommended to approve the inclusion of a follow-up Audit of the Leisure
Gardens service as part of the 2017/18 Internal Audit Plan.



L10C YolelN LE

Josijuadng syued

w0 UMo

L10C

fuenuga4 ul Aoljod

AdU 34} 1o |eaoldde

3y} MO||O4 ||1M oM sIy |

“Aoljod syl ypum auy

ul padojpasp/pamainal
ag oy

SPa3U SUOIBIONSSY OM]
8y} JO SUCHN}IISUOD BY |

‘siseq |eaipoliad
pssibe ue U0 pamalrll aq
uay} pinoys suonRnisuo)

‘uonnIpsuoD

s} aa16e pue dojpasp 0}
PEOY SHiIYMOT woly s|enio
YHM USNeHSpUN ag 3JoAA

“Aojod

SUSPIBC) 3INSI37 S [1I2Un0)D
ay} yum sa|dwos I ainsua
0} [IoUNo7) BU) AQ pamaIral
aq pInoys uonnysuoo

IS vanuloy] 8yl

ubiH

obewep
[euosieinday

ssao0ud
Bunew uolisiosp
RN ETIETN

‘PEOY S[IYMoT

LUOJ} POAISDS) U9 Sy
UORN}ISUOD OU JIpNE aL}
JO BWI} BY} 1B ‘MBIASI 10}
[1oUNo7) 8y 0} pajuasald
pue ‘jji9y sa1ul0y],

Aq pasnpoud usaq sey
uonnN}iIsuos Jelp e 1s|IUp

‘aoe|d Ul UoiNSUOD
usplM B aney
0] pasinbal s1 uoneIcosSY

Uoes ¥Old 8y jo
uonnossIp ay} Buimo)o4

<0

210z Menigeq €1

SAWWIOD)
syled o}
Hodaus A20d Yesq

Josiaadng syed

910z Joquadag 1odal 1PNy [Budaju| SUSPIED 3UNSIT D1 d WOJ§ PBIIXD — SUOIIEPUSWIWIOIIY pue sBulpuld JO ueld UoIPY 'y Xipuaddy

B 381D Umo L

"SUOIIBIDOSSY
[eoo] ypm sdiysuoneal
Aue Joy sjuswisBue.Le
Bupuom payoadxs

a3 apnjoul |jim Adljod
SIY] "|IoUNOD UMO ]
asjialed Ag susplen)
alnsia jJo uotsiroid
2y Jo) sjuawaanhal
2ISBQ AU} INO

198 0} $D) Ul padojaaap

‘saljl|iqisuodsal aaoadsal
ysigejsa 0} LUoleinosse
yoes Ypm juawsalbe

10} 1IoUNoY) ay) Aq dn ume.p
aq fol1jod pesiewlo) ¥

TR R ST

abewep
feuoneindsay

ssaooud
Bunjew uoisivap
aAloB AU

‘uone|sibo)

Jo sjuswebuele

paaifie ay} Jo sayoealq
[enuajod Aue yum

[ESp 0} pasn aq pnom
Jey} SUOEIDOSSY U}
PUE [I2UNo) Y} Usamiag
aoeid Ul suswoaalbe




L0 WIeN Lg

Josiniadng syed

B MBI UMOL

sjuswabuele
uonnisuos Mmau

Sy} Ul |Ie}ap Ul pauuyuod
usy) pue Aoljod

MBU 8L} ul passaldxe aq
flim ss200.4d maIAs) B |

{102
1aquiana(] Jo se) sa)Is

410Q WOJ paulego uaag
MOU BARY S|IB1ep 888l |

Tew
Buleq s suaplec) ainsia

10} pueulsp au} 4l ysi|gelss o}
siseq Jeinbal e uo pamainal
9q pInoys sjlejsp assy L

"sisl] Buniem ay)

10 s|ielep pue sjoid sigejieae
/ paidnaooun jo Jsquinu

ay) ‘s|ie1sp sjueus) ‘padnooo
SJUSWIO||B JO Jagquwinu

BU} JO s|IE}Sp WIM JIoUno D ay)
apInoid plNoys suoiRenossy
slauaplies) ainsia |19
S2JUI0Y] pUB Peoy S|[IUMoT

wnipajy

abewep
[euonenday

ssoooud Bunew
L0ISI09p 2Al0aYaU|

sisi Bunepn o}

sprefial yum suonelnossy
SJAUBpIED) BINSIET

auy} Jo Jayya Aq pepiaoid
10U Auaing st Ucljewlo|

[2Y

LL0C YoIE |LE

10SIAIRANG SYied

B 48| umoy

wnwh g aEis

‘sluswabuele
UoIINJIISUCD MaU

3yl Ul |Iejop Ul psuujuod
usay) pue Aoijod mau

ay} u1 passaudxa aq |jim
awBai Buliojuow sy Jo
sjuswialinbal oiseq 8y

"[19UN0 D) ayj 0} pauodal

oq ued uoneuwoUl Jey}

0S SUOIBIOOSSY Sisuaples)
ainsia syl yum psalbe
pue paysijgeise aq pinoys
sjuswebueue Buuojuop

wnipsjy

abewep
[euoneInday

ssoaooud Bunew
UOISIDap @AI1a8U|
WMQ

_uUnod 2y} o}

pajodal uonewiojul Aue
S JoU ‘SsauaAnoaye Jay}
PUE S8}IS SUBPIES) INSIa
ay} jo usweabeuew
$,UOIJEIDOSSE |oESD

10} 32e|d Ul sjuswebuele
8y} Jo |Ivunod ay)

Aq Buuopuow ou si akey]
i




LL0Z 1940120 LE

Josiatedng sysed

9 21D umo |

"1eak [elpuBUY 61/8102
ay} Jo pesye ‘ooed

ul ale sjuswabuele
feuonn)isucd pue Asijod
ay} souo Jabpng wis)
wnipaw e ol padojeasp
aq |Im siy) pue paasbe

s 39Bpng g//10Z su}
2ouo padojaasp aq [m
awwelboud ssueusiuiew
dAlJ0BBI WIS} Loys

"SUOIIEIDOSSY

siauspies) ainsia

9y} Jo} suoneso)e Jebpng
[enuue Bulujuwueiep 10}
wisiueyoaW ay) se padojarsp
8q swweiboid soueusjuletl
pauueld wis) wnipawl y

wnipsjy

‘Aiey 1o Ajoaiion
pauciuodde
lou s}abpng

1ebpng
JO puadsitang

S8)Is 4joq 1sA0 paledo|e
8Q pinoys 386pnq sy} moy
01 spiebal yum sjeuone.
ou Ajjuaino st alay)
JOASMOH "eoUeuSjUIeL
3yl yum pajeinosse
S}1S00 pue $9)s uaplec)
ains{a sy} 10 Yyloq 1o}
2119102 Joj papliaoid usaq
sey 01'G3 Jo Jebpng v

90

Z10C Ydlel g

Josinvedng syied

sjuswabuele
uolNsu0d mau

BU} Ul rejsp ul pswlijuoo
uay} pue Aaljod

Mau ay) Ul pessaldxs aq

SUONE(DOSSY SlauapIen)
8InsIaT anoadsal sy} woly
anjejusssudal pajeuiwiou
B UM S9)IS suaplen)
aINs197 Jo N0 palled aq
pIRCYs suolloadsu) 2IpoLS

Wnipsy

'sjoid [enpiaipu)
10 S3)Is Jo
ash sjeudouddeu)

"sIseq ooy

pe ue uo Jno palues ale
susp.eg) ainsia] sy JO
suonoadsul Jey) pauuyuod

Josiaedng syled sy
e

T




Appendix 5: Reports with a Limited Assurance Opinion

Leisure Gardens

An Assurance review that considered the effectiveness of the Council's control
framework in place for the management of risks associated with Leisure Gardens.

The review identified two High and four Medium Priority issues summarised below:

Constitution and formalised arrangements

« There are no formal agreements in place between the Council and the Leisure
Gardeners Associations that would be used to deal with any potential
breaches of the agreed arrangements or legislation.

» Following the dissolution of the Peterlee Leisure Gardeners Association
(PLGA) each Association is required to have a written constitution in place.
Whilst a draft constitution has been produced by Thorntree Gill, and presented
to the Council for review, at the time of the audit, no constitution has been
received from Lowhills Road.

Monitoring and management arrangements

e There is no monitoring by the Council of the arrangements in place for each
association’s management of the Leisure Gardens sites and their
effectiveness, nor is any information reported to the Council.

"« The Council is not provided with waiting list information by either Association
that would help it to monitor the demand for leisure gardens and ensure the
current provision of land is adequate.

Leisure Garden Inspections

e The Parks Supervisor confirmed that inspections of the Leisure Gardens is
carried out on an ad hoc basis only.

Budget Monitoring

« A total budget of £5,410 has been allocated in 2016/17 to cover both of the
Leisure Garden sites and the costs associated with their maintenance.
However there is currently no rationale with regards to how this budget should
be allocated between the sites.

An action plan has been prepared to address each of the recommendations
highlighted and the Town Clerk has confirmed that corrective action is being taken to
address recommendations identified. A follow up review is to be scheduled as a
revision to the 2017/18 agreed Internal Audit Plan.



MINUTES OF THE SCRUTINY COMMITTEE OF THE 13™ JANUARY
2017

PETERLEE TOWN COUNCIL

MINUTES OF THE SCRUTINY COMMITTEE

HELD ON FRIDAY 13™ JANUARY 2017

IN THE COUNCII, CHAMBER, PETERLEE AT 10.00AM

PRESENT:-
Mesdames:- K Hawley & S McDonnell
Messrs:- W M Jeffrey & A Watson

43,  APOLOGIES FOR ABSENCE

No apologies for absence had been submitted.

44. THE MINUTES OF THE LAST MEETING of the 2" December 2016, a
copy of which had been previously circulated, were accepted.

45. SCRUTINY FORWARD PLAN

The Town Clerk spoke about the role of scrutiny and how they could be
more actively involved. He suggested he could set up shared folders for
Members to access and he could include information and research on the
areas that the group were considering. The Chair felt that this would be
an excellent way of being able to engage and become more involved in
the scrutiny work of the council.

The Town Clerk mentioned the area of opening hours and the opening
and closing of the Town’s parks and cemetery. He referred to feedback
from other councils around the country about the opening and closing of
parks and play areas where there was a move to leaving areas open for the
public and residents to access.

Members considered and agreed the list to be used as a programme of

work :-

(a) The restructure
(b)Use of reserves
(c) The ongoing review of policies
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46.

(d)Public engagement
(e) Leisure Gardens

It was felt that the restructure could now become a standard agenda item,
along with policies. The issue of public engagement could be considered
along with the use of reserves, with a view to getting some public
involvement in the Councils priorities and programmes of improvement.
Members said they would welcome the opportunity to regularly meet
with residents and get them more actively engaged on a one to one basis
in the Council’s business.

Members also agreed the need for a mission statement and to set
objectives and noted it was the intention to draft and then publish a
council plan with the new council was elected in May 2017.

ACTIONS:-

o It was agreed Policies and the re structure be standard agenda
items;
* A set of shared folders be established in Office 365 for the

future scrutiny projects;
e A project brief be prepared for the use of reserves and
circulated to Members as soon as practicable.

USE OF THE BAR AREA, THE PAVILION

To consider a motion submitted by the Scrutiny Working Group that
“exclusive room hire by private, public or community groups will be
prioritised over an open public bar, other than when a clear commercial or
community opportunity exists (such as sporting events, Peterlee Show,
etc).

The Town Clerk and Facilities Manager to be granted plenary powers to
discern between private and community use as appropriate. A summary
report on hire of the bar area to be presented to the Finance & General
Purposes Committee on a quarterly basis as part of the quarterly budget
outturn report for the Pavilion.”
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47.

48.

AGREED this be submitted to the Council Meeting for
consideration.

POLICIES — UPDATE

(a) Equality & Diversity

(b} Digmissal Policy

Members were circulated with drafts of these policies for feedback. It
was asked if they could be “shared” in the folder set up for this Group.

AGREED policies be placed on the shared drive for this group.

DATE & TIME OF NEXT MEETING

It was agreed the next meeting be held on Friday 3 February 2017 at
10.00am in the Council Chamber, Shotton Hall.
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Background:

Headlines:

Commentary:

Peterlee Town Council Finance & General Purposes Committee
6™ February 2017
lan Morris, Town Clerk

Peterfee Town Council draft budget 2017/8

To seek Members feedback on the detailed budget for 2017/18.

At the Full Council meeting on Monday 23™ January 2017 Members approved a total
budget for 2017/18 and set the precept figure of £1,256,977 — representing a 2%
reduction in individual taxpayer precept contributions compared to 2016/17.

Total projected expenditure 2017/8: £2,475,050 (up £209,473 from 2016/167)

Total projected income {before precept): £1,117,930 (up £190,160 from 2016/17)

Projected use of Reserves: £100,143 {up £14,304 from 2016/17)
Precept demand: £1,256,977
Average Council Tax Band D cost: £289.00 (down 2% from £294.90 in 2016/17)

The draft budgets provide for a total turnover {gross expenditure) of £2,475,050 for 2017/8, an
increase of £209,473 from 2016/17.

A number of pressures including:

- reduction in revenue support grant {c£48,000);
- annual pay rises and increments (c£20,000);

- employers pension costs (c£3,000), and

- other inflaticn {c£51,000)

have been offset by:

- ambitious targets for increased income generation (c£122,000 (net});

- efficiencies identified by Managers from their discretionary budgets (¢£69,000, representing
15% of discretionary budget spend);

- an increasing tax base (c£30,000), and

- use of reserves (c£100,000).

Members have agreed that the 2017/18 precept sum be set at £1,256,977 which will equate to a
Council Tax band D payment of £289.00, representing a 2% reduction from £294.90 in 2016/17.



Details: At recent meetings members have raised questions about a number of detailed budget areas.
These include:

Budget area 2016/17 2017/18 Comment

Mayors Personal ) 4 No increase for 2017/18 }
Aliowance and Civic Dutles

' Potential costs for
organizing 2017
remembrance day parade.

The detailed draft budget for 2017/18 is included as appendix 1 to this report.

Members are reminded that the precept request agreed by Council has now been formally
submitted to Durham County Council. As such any changes to detail budgets must be met from
within the identified income/expenditure streams or from use of reserves.

Recommendation:

Members are recommended to note the contents of this report and to provide feedback
on the itemised areas of expenditure itemised in this report or in the appended detailed
budgets, prior to the final detail budget being presented to Council for approval in
February 2017.

Appendix 1: latest draft budget for 2017/18 {correct as at 30" January 2018)



Peterlee Town Council 2016/17
Forward Budget Detail - By Centre

Note - {-} Net Expenditure means INCOME is greafer than EXPENDITURE

Current Next Year
Year Budget Budget

101 Central & Civic HQ Costs Variance %
4000 Salaries, Wages, Superan, NI 197300 219747 22447 11%
4003 Overtime 1500 1575 75 5%
4010 Cleaning Wages 4040 5633 1593 39%
4011 Facilities Staff - Wages 10000 10000 0 0%
4099 Pension Cont - Former Staff 12000 4500 -7500 -83%
- 4100 Training & Development - Staff 12000 12000 0 0%
4175 Personnel Services 20000 20000 0 0%
4190 Wages Processing DCC 5000 5000 0 0%
4200 Electricity 3500 3675 175 5%
4201 Gas 4000 4200 200 5%
4202 Water 840 882 42 5%
4205 Rates 2875 3019 144 5%
fem & CCTV 300 300 0 0%
fdalism 250 250 0 0%
4220 Window Cleaning 400 400 0 0%
2 hing:Materials 7000 7000 0 0%
Furniture 250 250 0 0%
4240 MiscellaneousExpenditure 2000 1000 -1000 -50%
4250 Repairs & Decoration 2000 5000 3000 150%

i8] it & Tools 6000 1000 -5000 -83%
Telephones 1150 1150 0 0%

4401 Mobile Phone 1950 2200 250 13%
4405 Postage 6000 4500 -1500 -25%
4406 Petty Cash 400 200 -200 -50%
4410 Office Machine Hire & Mtce 13000 13000 0 0%
4412 Stationery & New Office Equip 5000 10000 5000 100%
4420 Publicity/Council Publications 4000 2000 -2000 -50%
nstiranice 85000 90000 5000 8%

Health & Safety 3750 3750 0 0%

4499 Occupational Health 3000 3000 0 0%
14500 15225 725 5%

‘ 650 650 0 0%

4502 Vehicle Maintenance/Spares 16000 16000 0 0%
4503 Motor Insurance XS 500 500 0 0%
Total Over Head Expenditure 446,155 467606 21451 5%
Total Income 0 0 0 0

‘osts - Net Expenditure 446,155 467606 21451 5%



102 Democratic Costs

4101 Training & Dev - Counciliers
4125 Mayors Personal Allowance
4126 Mayoers Civic Duties

Participation Allowances
: liia

Total Over Head .Expenditure'
Josts - Net Expenditure

103 Corporate Management
4426 Subs to L.A. Bodies

4430 Electicns
4450 Audit Fees
4455 Banking Pick Up Service

4458 Card Machine/Bank Fees
Total Over Head Expenditure

nent - Net Expenditure

105 Other Costs and income
446@ e und
4461 Castle Eden Dene Centre
Total Over Head Expenditure

1045 Precept Received
1046 Precept Support Grant
1209 Bank Interest
Total Income

ome - Net Expenditure

5000
1500
5000
28000
1000
1500
42000

42000

3400
6000
6000
750
2500
18650

18650

1000
5000
6000

1251968
288198
8000
1548166

-1542166

7500
1500
5000
28280
1000
5500
48780

48780

4000
14000
8900
1000
5000
30900

30900

500
5000
5500

1256977
238870
2000

1497847

-1492347

2500

280

4000
6780

6780

600
8000
900
250
2500
12250

12250

-500

-500

5009
-49328

-6000
-50319

49819

50%
0%
0%
1%
0%

267%

16%

16%

18%
133%
15%
33%
100%
66%

66%

-50%
0%
-8%

0%
“17%
-75%

-3%

-3%



201 S/Hall Banqueting Suite

4000 Salaries, Wages, Superan, NI
4003 Overtime

4008 Building Maint. Contracts
4010 Cleaning Wages

4070 Wages - Shotton Hall Grounds
4174 Clothing & Uniferms

4200 Electricity

4201 Gas

4202 Water

4205 Rates

4208 Licences

4209 Trade Refuse Costs
4210 Alarm System & CCTV

4211 Ins XS/Vandalism

4213 Hygiene Services

4215 Refreshments

4220 Window Cleaning

4230 Furniture

4240 MiscellaneousExpenditure
4250 Repairs & Decoration
4400 Telephones

4420 Publicity/Council Publications
4421 Shotton Hall Events

4424 Bond

Total Over Head Expenditure

Mis
Hire Income
Refreshment Income
Hire of Equipment
Shotton Hall Events
Hire Chair covers etc
Hire disco lights etc

Total Income

Suite - Net Expenditure

99070
8500
1000
7210

24900

500

12000

10000
2500
9660
3500
1200
1000

250
2250
1300

600
5000
3000
3500
3850
2900
2000
6000

211690

4500
1600
500
68000
2000
1500
5000
0

0
83100

128590

103350
8925
1000
11266
25644
500
12600
10500
2625
10143
3500
1200
1000
250
1125
1843
600
3000
1000
2500
0
4110
2835
0

209516

4725
1600

0
92000
2970
2228
7425
3267
5495
119710

89806

4%
5%
0%
56%
3%
0%
5%
5%
5%
5%
0%
0%
0%
0%
-50%
42%
0%
-40%
-67%
-29%
-100%
42%
42%
-100%
-1%

5%

0%
-100%
35%
49%
49%
49%
#DIV/O!
#DIV/O!
44%

-30%



210 Shotton Hall Bar

4005 Bar Gas

4030 Bar Wages - Casuals
4214 Stocktaking Fees
4570 Bar Purchases

Total Over Head Expenditure

1315 Bar Income
Total Income

Shotton Hall Bar - Net Expenditure
215 Shotton Hall Catering
4572 Catering Expendifure
Total Qver Head Expenditure
1329 Catering Franchise

1330 Catering Income
Total Income

aring - Net Expenditure

450
20330
1000
68000
98780

175000
175000

-76220

125000

125000

20000

130000

150000

-25000

638
41533
1100
96390
139661

259875
259875

120214

177188

177188

20000

193050

213050

-35862

188
12203
100
28390
40881

84875
84875

-43994

52188
52188

63050
63050

-10862

42%
42%
10%
42%
41%

49%
49%

58%

42%

42%

0%

49%

42%

43%



4000
4003
4006
4009
4010
4056
4057
4061
4081
4174
4200
4201
4202
4205
4208
4209
4210
4211
4213
4218
4217
4220
4230
4240
4250
4400
4408
4410
4412
4420
4424

221 The Pavilion (Inc Sports Fac)

Salaries, Wages, Superan, N}
Overtime

Building Maint. Contracts
Bistro Expenditure

Cleaning Wages
Wages-Helford Rd Cricket Fld
Wages-Helford Rd F/Fields
Wages-Helford Road MUGA
Wages-Helford Rd Grounds
Clothing & Uniforms
Electricity

Gas

Water

Rates

Licences

Trade Refuse Costs

Alarm System & CCTV

ins XS/Vandalism

Hygiene Services

Line Cleaning Costs

Lift Maintenance Costs
Window Cleaning

Furniture
MiscellaneousExpenditure
Repairs & Deceration
Telephones

Petty Cash

Office Machine Hire & Mtce
Stationery & New Office Equip
Publicity/Council Publications
Bond

4584
4585

1312
1314
1319
1320
1321
1341
1507
1508
1509

Sattelite TV Cosis
Loan Repayment
Total Over Head Expenditure

Miscellaneous Income
Bistro Sales

Hire Income

Refreshment Income

Hire of Equipment

Pool Table iIncome

Helford Road Cricket Facility
Heiford Road Football Field
Helford Road MUGA

Total Income

108740
4000
3370
11500
18150
7225
5385
3400
8050
500
15800
8610
4000
12130
5000
1000
2400
250
1050
1300
2000
1000
1000
1000
3500
2040
200
1250
750
1500
5000
950
3000
50450

296110

1800
13500
30000

500
50
1000
900

1700
17760
67210

123892
4200
3400

25600
24222
7453
5565
3507
8304
500
16275
9041
4200
12737
500
1000
2400
250
525

0
2000
1000
1000
1000
2500
2940
100
1250
750
1500
0

950
3000
50450
322010

1500
29700
44550

743

50
500
800

1700
18000
97643

-300
16200
14550

243

-500

240
30433

14%
5%
1%

123%

33%
3%
3%
3%
3%
0%
5%
5%
5%
5%

-90%
0%
0%
0%

-50%

-100%
0%
C%
0%
0%

-28%
0%

-50%
0%
0%
0%

-100%
0%
0%
0%
9%

7%
120%
49%
49%
0%
-50%
0%
0%
1%
45%



xpenditure

225 The Pavilion Bar
4005 Bar Gas

4030 Bar Wages - Casuals
4214 Stocktaking Fees
4570 Bar Purchases

Total Over Head Expenditure

1315 Bar Income
Total Income

The Pavilion Bar - Net Expenditure

241 Lowhills Road Community Fac
4010 Cleaning Wages
4055 Wages-lowhills Rd F/Fields
4079 Wages-L/Hill Rd Grounds

4200 Electricity
4202 Water
4205 Rates

4209 Trade Refuse Costs
4210 Alarm System & CCTV

4211 Ins X8/Vandalism

4213 Hygiene Services

4220 Window Cleaning

4240 MiscellaneousExpenditure
4250 Repairs & Decoration

4400 Telephones

Total Over Head Expenditure

ixpenditure

1506

1307 Water Refunds - Surestart
1308 Electricity Refund - Surestart
e
Lowhills Road Football Field
Total Income

228900

550
21730
1000
40000
63280

83600
83600

-20320

2450
10380
3130
5952
1905
840
250
1014
250
200
75
500
3000
250
30256

500
1400
5500
2000
9400

20856

224367

780
30802
1050
56700
89332

124146
124146

-34814

3380
5585
3229
6250
2095
882
250
1014
250
100
75
500
1500
250
25339

526
1470
5500
2000
9495

15844

-£533

230
2072
50

16700
26052

40546
40546

-14494
930
-4785
89

298
100

95

-5012

-2%

42%
42%

5%
42%
41%

49%
49%

71%

38%
-46%
3%
5%
5%
5%
0%
0%
0%
-50%
0%
0%
-50%
0%
-16%

5%
5%
0%
0%
1%

24%



242 Lowhills Road Bowling Club
4010 Cleaning Wages
4054 Wages-Lowhills Rd B/Green

4200 Electricity
4240 MiscellanecusExpenditure
4250 Repairs & Decoration

Total Over Head Expenditure

1505 Lowhills Road Bowling Green
Total Income

*xpenditure
261 Eden Lane Community Fac

elds
ds Maint

Total dver Head Expenditure

1210 Communication Mast Rental
1319 Hire Income
1332 Activities (Classes etc)
1502 Eden Lane Football Fields
Total Income

xpenditure

568
5680
830
250
300
7426

550
550

6876

3580
8080
18625
3000
5500
2500
1500
500
1030
450
200
100
500
100
150
4950
200
50
50
1200
2200
54465

7322
5200
2000
1600
16122

38343

563
5858
862

0
6500
13584

550
550

13034

8335
10212

o OO0 0O 000 C O OO0

-3
179
32
-250
6200
6158

0
0
6158

-3580
255
587
-3000
-5500
-2500
-1500
-500
-1030
-450
-200
-100
-500
-100
-150
-3950
-200
-50
-50

-1200

-2200
-25918

-4922
-5199
-2000

-800
-12921

-12997

0%

3%

5%
-100%
2067%
83%

0%
0%

90%

-100%
3%
3%

-100%

-100%

-100%

-100%

-100%

-100%

-100%

-100%

-100%

-100%

-100%

-100%

-80%

-100%

-100%

-100%

-100%

-100%

-48%

-67%
-100%
-100%

-50%

-80%

-34%



262 Eden Lane Depot
4010 Cleaning Wages
4200 Electricity
4202 Water

4205 Rates

4210 Alarm System & CCTV
4211 Ins XSA/andalism

4230 Furniture

4240 MiscellaneousExpenditure
4250 Repairs & Decoration

4400 Telephones

4410 Office Machine Hire & Mtce

4412 Stationery & New Office Equip
Total Over Head Expenditure

den Lane Depot - Net Expenditure

263 Eden Lane Bowling Club

4010 Cleaning Wages

4050 Wages-Eden Lane B/Green
4240 MiscellanecusExpenditure
4250 Repairs & Decoration

Total Over Head Expenditure

1601 Eden Lane Bowling Green
Total Income

Club - Net Expenditure

280 Woodhouse Park
4010 Cleaning Wages
4078 Wages-Woodhouse Park
4200 Electricity
4202 Water

4210 Alarm System & CCTV

4211 Ins XS/\andalism

4240 MiscellaneousExpenditure
4250 Repairs & Decoration
4400 Telephones

Total Over Head Expenditure

voodhouse Park - Net Expenditure

4555
5250
600
3780
1575
250
250
750
2000
3000
3000
1000
26010

26010

566
3880
250
500
5196

550
550

4646

3330
30060
4024
630
1500
750
250
1050
3000
250
45744

45744

6196
5513
630
3969
1575
250
250
500
2000
1000
2000
2000
25883

25883

563
4002

1000
5566

550
550

5016

4506
31937
4225
6682
1500
750
250
500
4000
250
48580

48580

1641
263
30
189

-250

-2000
-1000

1000
127

127

122
-250

500
370

370

1176
977
201

32

-550
1000

2836

2836

36%
5%
5%
5%
0%
0%
0%

-33%
0%
-B67%
-33%
100%
0%

0%

0%
3%
-100%
100%
7%

0%

8%

35%
3%
5%
5%
0%
0%
0%

-52%

33%
0%
8%

6%



290 Sports Development
4062 Wages - Sport Development
Marketing

Equipment'

4069 Training & Development
4073 Licences, Membership Ins
4174 Clothing & Uniforms

4215 Refreshments

4412 Stationery & New Office Equip
Total Over Head Expenditure

1514 Coaches Forum income
1510 Activities Ex Classes & Events
1513 Funding Grant

Total Income

nent - Net Expenditure

301 Parks General

4000 Salaries, Wages, Superan, NI
4001 Sick Pay

4002 Holiday Pay

4003 Overtime

4071 Wages-Dene Parks

4072 Wages-Parks Attendants
4074 Wages-Misc. None Site Duties
4075 Wages-General Open Spaces
4078 Wages-Play Areas

4174 Clothing & Uniforms

4202 Water

4211 Ins XS/Vandalism

4240 MiscellanecusExpenditure
4300 Equipment & Supplies

4305 Manures,Fertilizers & Seeds
4310 Bedding Plants,Shrubs & Bed
4360 Play Equipment-Repairs
4370 Tree Maint, Surveys & Services
4371 Public Seats & Bins

4373 Hire of Skips

TBC Vehicle Leasing

Total Over Head Expenditure

Total Income

Parks General - Net Expenditure

56950
500
12000
300
600
250
200
50
150
71000

16000
5000
21000

50000

60150
12390
50580
12000
16665
57720
2405
25805
15480
3000
175
500
250
7900
10000
20000
5000
6500
1500
3900
0
312010

312010

58649
500
15800
300

300
200
50
150
75749

2000
20800
1000
23800

519249

64645
12781
52175
12600
17191
59086
2574
26619
15968
3000
184
500
250
7900
11000
18000
5000
8500
1500
6000
13600
339073

339073

1699

3600

-600
50

4749

2000
4800

-4000
2800

1949

4495
391
1595
600
526
1366
79
814
488

OO OWwo

1000
-2000
0
2000
0
2100

13600
27063

0

27063

3%
0%
30%
0%
-100%
20%
0%
0%
0%
7%

30%
-80%
13%

4%

7%
3%
3%
5%
3%
2%
3%
3%
3%
0%
5%
0%
0%
0%
10%
-10%
OD/D
31%
0%
54%
#DIV/O!
9%

#DIV/0!

9%



325 Cemetery & Burials

4000 Salaries, Wages, Superan, Ni
4200 Electricity

4211 Ins XS/Vandalism

4240 MiscellanecusExpenditure
4300 Equipment & Supplies

4502 Vehicle Maintenance/Spares
4701 Past Burials-Contrib to Hord

Total Over Head Expenditure

1702 Burials and Charges
Total Income

rrials - Net Expenditure

350 Allotments

4000 Salaries, Wages, Superan, NI
4202 Water

4211 Ins XS/Vandalism

4240 MiscellaneousExpenditure

4300 Equipment & Supplies
4306 Allotment Access Paths
Total Over Head Expenditure

1754 Allotment Rents & Water

Total Income
Allotments - Net Expenditure
401 Town Centre Office
4200 Electricity
4202 Water
4205 Rates
arges
: m & CCTV
Total Over Head Expenditure
Total income

Hfice - Net Expenditure

35815
680
250
200
900

1000
8700
47545

12000
12000

35545

3250
1260
250
400
500
2500
8160

2040
2040

6120

310
325
5410
12000
3090
800
21735

21735

36945
714

1200
1000

4350
44209

12000
12000

32209

3353
1323
250
500
500
2500
8426

2040
2040

6386

326
341
5681
12000
3090
600
22037

22037

1130
34
-250
1000
100
-1000

-4350
-3336

-3336

103
83
100

266

266

3%
5%
~100%
500%
11%
-100%
-50%
7%

0%
0%

-9%

3%
5%
0%
25%
0%
0%
3%

0%
0%

4%

5%
5%
5%
0%
0%
0%
1%

#DIv/0!

1%



410 Town Activities (S.137 Exp)
4427 Donations
4720 Gritting Service & Bins
4725 Dag Fouling Maint. & Bins
TBC Remembrance Parade
Total Over Head Expenditure

xpenditure

430 Town Events

4730 Peterlee Show

4733 Garden Competition
4740 Fireworks Display

4742 Mayoress at Home/Carol
4751 Senior Citizens

4756 Summer Evenis

4757 Childrens Pantomine
Z . Fake Festival
Total Over Head Expenditure

Total Direct Expenditure

TBC -7 Fake Festival
18 Peterlee Show

Total Income
Town Events - Net Expenditure

901 Capital Projects
4912 New Vehicles
4913 Capitalised Maint - S/Hall
4920 Consultants Fees
4930 Eden Lane Works
4940 Helford Road MUGA Sinking
4954 Organisational Strategy Fund
4955 Play Equipment
Total Over Head Expenditure

Total Income
Capital Projects - Net Expenditure
Total Budget Expenditure :

Income :
Net Expenditure

11000
515
2000
2250

15765

15765

50000
1500
10000
2000
1800
2000
2800

70100

11000
11000

59100

38500
50000
9000
50000
45000
25000
25000
242500

242500

2,265,577
2179738
85,839

11000
515
2000
2250
2000
17765

17765

65000
1500
15000
2000
1800
2000
3500
25000
115800

30000
11000
11000

104800

26000
50000
9000
25000
54000
25000
25000
214000

214000

2475050
2374907
100143

(e = e o)

2000
2000

2000

15000

5000

700

25000
45700

30000
30000

15700
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MINUTES OF THE FINANCE SUB COMMITTEE OF THE 12TH JANUARY 2017

PETERLEE TOWN COUNCIL

FINANCE SUB-COMMITTEE

HELD IN THE COUNCIL. CHAMBER,

SHOTTON HALL, PETERLEE

ON THURSDAY 12™ JANUARY 2017

PRESENT:- Councillors

C Robbins & G Cowie

17.  ACCOUNTS FOR PAYMENT

The accounts for payment for December 2016 amounting to
£23,726.82 including all payments made for that month, a copy of
which had been circulated to each Member, were considered.

RECOMMENDED the payments as listed, be made.



Benefits of Membership briefing note —January 2017

The National Association of Local Councils (NALC) and County Associations have a key national
and local role including:

building the sector's reputation with principal councils, national organisations and the
media.

lobbying the government and Parliament.
identifying and sharing good practice.
improving councils’ capacity to do the job.

providing high quality advice and guidance, including on legal, finance, planning, housing
and other subjects.

ensuring councils are aware of upcoming legislation and issues of potential interest to
them so they can act accordingly.

Some of the direct benefits of membership for local councils are set out below:

access to, and direct influence over, a national family of county associations and national
body working together to help them provide services to their communities, understand
the legal and financial framework in which they work, and provide a strong national voice
in the media and to government,

lobbying and campaigning for policy and other changes to make the work of councils
easier, recent successes include:

successfully lobbying against the extension of referenda principles to local
councils, a continuing battle

- setting up an independent company — SAAA — to procure external audit services
for our councils to save them time and money;

- successfully slowing the withdrawal of council tax support funding, ensuring £120
million has been passed on to local councils since 2013,

- securing £4.7 million for a Transparency Fund to help smaller councils comply with
new transparency rules;

- impending regulations to increase the number of people required to trigger a
parish poll to reduce vexatious use;

- extension of role of ombudsman to cover local councils;

- persuading the Treasury to consider giving the sector a share of business rates and
exempting public conveniences from business rates, with new powers for principal
councils to provide full relief to local councils from 2018;

- new work to promote and support the role of local councils in devolution including
during the passage of the Cities and Local Government Devolution Act 2016, a
dedicated area on the website, a free joint conference with the Local Government
Association and development of new guidance and case studies;

Page 1 of 2



- securing government funding for councils getting involved in Our Place, financial
support for county associations and communities through the new councils
programme {£1m} and a continuation of grant support for councils to develop a
neighbourhood plan (£22.5m);

- securing measures in the Housing and Planning Act 2016 and Neighbourhood
Planning Bill 2017 to support and strengthen neighbourhood planning.

a package of work to better support and engage with larger councils, including a new
fees cap at £1750, extending the Direct Access Scheme to 500 local councils,
establishing a new national ‘Super Councils Network’ including LGA associate
membership, facilitating a ‘coastal towns’ special interest group, nnew resources such
as a procurement toolkit and eHub to facilitate online networking and sharing of
information and practice, greater iinvolvement with national work and meetings with
government, new events such as access to parliamentary receptions, introduction of
roundtables and leadership development events with LGA, and a dedicated conference
for larger councils.

s up-to-date advice and guidance through member only websites, publications such as
our national journal LCR, Chief Executive’s bulletin, DIS, and e-newsletter; toolkits and
conferences on an extensive range of subjects including devolution, securing external
funding, neighbourhood planning, affordable housing, procurement, and using social
media; our website had over 350,000 page views last year.

e to improve your council and enhance the skills of councilors and clerks, including
through nationally agreed training such as the Certificate in Local Council
Administration, participating in the Local Council Award Scheme, councillors benefitting
from other National Training Strategy initiatives such as the Good Councillors Guide and
attending personal development and training events;

e access to advice on financial and audit matters through collective procurement of audit
services, using the practitioners guide to audit, and model financial standing orders.

e up-to-date information on the legal and financial framework in which councils work
including access to model standing orders and around 110 legal topic notes and
briefings.

e written and telephone advice from a dedicated resource of three highly experienced
solicitors and an external expert on finance and audit; our team dealt with around 650
queries last year.

e communications advice and guidance including media relations, marketing and help
with crisis communications.

e advice and guidance on your role as employers on everything from contracts, disciplinary
procedures and performance management, to recruitment and pay; this year we published
an updated version of the popular councillors guide to good employment.

Affiliation fee for NALC services — 6.73p per elector in 2017/18 and 6.86p per elector in
2018/19
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Kaz Tweddle

From: Stephen Ragg <Stephen.Ragg@durham.gov.uk>
Sent: 12 January 2017 13:48
Subject: External Auditors and Their Reports

Afternoon All

Following the demise of the Audit Commission, The Public Sector Audit Appointments Limited
(PSAA) became responsible for appointing auditors to tocal public bodies and for overseeing the
delivery of consistent, high-quality and effective external audit services. Following completion of
the 2015/16 audit process the PSAA has produced a report focusing on the performance of both
principal council and parish council audits for 2015/16. This s their second report and summarises
the results of auditors’ work at 497 principal bodies and 9,756 small bodies for 2015/16. The report
covers the timeliness and quality of financial reporting, auditors’ local value for money work, and
the extent to which auditors used their statutory reporting powers. A fink to their website and
further reports and information on which councils received qualified audits etc can be found in

the link below,

hitp: /fwww. psad.co.uk/appointing-auditors/terms-of-appointment/ reports-on-the-results-of-
auditors-work/

Small bodies included in this report were required to prepare their 2015/16 accounting statements
in accordance with statutory requirements and timetables, as set out in the Accounts and Audit
Regulations 2015, and proper practices in the form of the Practitioners' Guide approved by the
Joint Practitioners' Advisory Group and published jointly by the National Association of Local
Councils, the Society of Local Council Clerks and the Association of Drainage Authorities.

Small bodies complete their accounting statements in the form of an annual return. The annual
retum includes the:

0 accounting statements

0 annual govemance statement (AGS); and

0 external auditor's certificate and opinion.

According to this report, parish councils {(Small bodies) were required to publish their 2015/16
accounting statements together with any certificate or opinion entered by the local auditor, and
the AGS on a website, by 30 September 2016. In practice, small bodies fulfil this requirement by
publishing the annual return. Parish Meetings can meet this requirement by posting their annual
return in @ conspicucus place.

Using the above link you will be able to read that

e Forsmall bodies, auditors were able to issue their opinion on the annual return by 30
September 2016 for 97 per cent of parish councils however this is down from 99 per cent
the previous year,

« The number of qualified opinions issued to parish councils remained consistent with the
previous year at 14 per cent or 1,342 parish councils. Using the link above you can find
details of these councils. :

e The most common reason for Annual Governance Statement [AGS) qualificafions for small
bodies for 2015/16 related to accounts preparation, followed by risk management
arrangements and the response of audited bodies to internal and external audit reports.

» I'm pleased to report that no Public Interest Reports were issued for parish councils in

County Durham.



If you want to read this report in full please use the link shown above.

The PSAA will most likely publish a simitar report at this time next year focusing on the final year of
their involvement with parish council Audits of the 16/17 accounts,

As you will be aware the new Smaller Audit Appointments Authority has just released details of the
new Auditors {(Mazars LLC) who will be undertaking audits of parish councils from 17/18 accounts

onwards.

Steve
County Durham Association of Local Councils

03000 269921
cdalc@durham.gov.uk

Heip protect our enviconment by only printing this email if absohitely necessary. The information it contains ang any files ransmitted with i are confidential
and are onfy intended for the person or organisation 1o whom it is addressed. #f may be unlawdul for your 1o use, share or copy the information, i you are not
authonised 1o do so. i youl recede this emall by mistaks, piease inform the person who sent it al the above address and then deiete the emall from your
syster, Durham County Councif 1akes reasonable pracautions 1o ensure that its emalls ara virus free. However, we do not accapt responsibility Tor any
tosses incurred as a result of virusas we might transmit and recommend that you should use your own viru§ checking procedures.
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From: Stephen Ragg <Stephen.Ragg@durham.gov.uk>

Sent: 26 January 2017 08:59

Subject: Arrangements to Count the Votes at the May 2017 Elections
Attachments: Briefing Note to Members of Arrangements to Count the Votes.docx
Dear All

Please find attached details of a briefing paper | have received from David Collingwood -
Electoral Services Manager at Durham County Council. This paper provides more detailed
information of the count and verification process for the counting of votes following the 4 May
ballot.

Please note that the counting of parish council votes for contested elections will not start until
Saturday morning (6 May) and this will be heid in Spennymoor Leisure Cenfre.

Should you have any queries regarding this process please contact David Colingwood on 03000
261201 or email david.collingwood@durham.gov.uk

Steve RaggQ
County Durham Association of Local Councils

03000 269921
cdaic@durham.goyv.uk

This email is for #he sole use of the intended recipient(s} and contains Infarmation that may be priviieged and/or confidential. If you
are not an intended recipient, piease notify the sender by return emaif and delete this email and any affachmens,

Help proteet our environmant by only printing this emall if absclulely necessary. The information i containg and any files transmitted with it are confidential
and are only intended for the person or organisation 1o whom it is addressed, i may be uniavedul for you fo use, share o copy the information. if you are not
authorisad 1o do 5o, 1f you recelve this email by mistake. please infonm the person who sent # slihe above address and then delale the amall from your
system. Durham County Gounclf fakes roasonable precautions to enswue that s amalls are virus froe. Mowevsr, we do not accep! responsibifity for any
Insses incured as o rasudl of viruses we might transmit and rpoomimend thai you should use your ownt virug checking procedures,



Briefing Note for Members 7‘;;':
Durham&iE

25 January, 2017 County Council &

Report of Returning Officer

Report of Colette Longbottom, Head of Legal and Democratic
Services

Purpose of the Report

1

To advise members of arrangements to count the votes cast in the County
and Parish Council elections taking place 4 May, 2017.

Background

2

At the first all out Durham County and Parish Council elections in 2013 the
verification and counting of the votes was split between two venues,
Spennymoor Leisure Centre and the Louisa Centre, Stanley. The allocation
of Divisions to count venues was based on the distance between the Division
and the count venue

Ballot boxes were taken in at Close of Poll on the Thursday night, the
verification for both County and Parish ballot papers was undertaken on the
Friday morning with the counting of the votes for the County Divisions taking
place on the Friday afternoon and those for the contested Parish areas on the
Saturday.

Although the above process worked well, | believe there are areas for
improvement by taking a different approach in May 2017.

| am arranging that ballot boxes be taken in, and the number of ballots at both
County and Parish elections be ‘verified’ on the Thursday night following close
of poll. The large number of vehicles attending to drop off ballot boxes means
that we need to retain both of the existing venues for this process. Following
verification the ballot papers will be sealed in boxes for each Division and
Parish, and be securely stored overnight.

The counting of the votes, both County and Parish, will take place at a single
venue, Spennymoor Leisure Centre.

The County elections will be counted on the Friday, commencing at 11.00am.

Depending on the number of contested Parish elections, they will be counted
on the Saturday, again at Spennymoor Leisure Centre.
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To achieve this, the ballot papers securely stored overnight will be brought
together at Spennymoor Leisure Centre Friday morning ready for the County
count to commence at 11.00am.

It should be noted that the count at Spennymoor Leisure Centre will take
place in two rooms, the Sports Hall and the North Stage Ballroom. Count table
numbers would reduce by 6. Whilst the counting may take a little longer it will
start earlier in the day and should be concluded by 5.30pm which is a similar
time to the last set of county and parish elections. | am also arranging that
count supervisors use laptop computers in order that the totalling up can be
done on excel which will be quicker and prevent human error in adding up.

The Electoral team will all be working together at the same venue which
provides for cover and support. The Returning Officer and deputies will be in
one place which will ensure consistency in the adjudication of doubtful ballot
papers. The Declarations of Results will be announced from one venue which
will allow the overall picture to be seen without delay and will aid the
Communications Team.

This arrangement will also prove cost effective as savings will be made by not
using the Louisa Centre, Stanley for 2 additional days and as such, venue and
table hire costs will be reduced.

Division counts will be allocated to specific tables. We could either start with
the counts for the three member divisions (as they are the most complicated),
followed by the two member divisions and finally the single member divisions.
Alternatively we could allocate tables three, two and single member divisions
from the beginning which would have the benefit of spacing out the timings of
the declarations.

Wherever the counting of the votes takes place, parking will be an issue.

Discussions have been held with a view to transporting count staff from the
park and ride (P&R) facilities in Durham. Both Howlands and Sniperley P&R
are at capacity and cannot be used for this purpose. The Belmont P&R would
be available for use.

| am also looking into other possible alternatives such as Durham Gate to
locate a temporary P&R.

This will be at a cost to the County Council but should mean that sufficient
parking will be available within Spennymoor for candidates and agents. There
is also potential to transport candidates and agents from the park and ride
facility at Belmont.

In addition to using a P&R arrangement, | am also looking to “reserve” one of
the Council car parks in the area for the sole use of candidates and agents.



Recommendations and reasons

19 Members to note the changed arrangements to centralise the Counting of the
Votes and Declaration of Results at the 4 May elections into one venue at
Spennymoor Leisure Centre.

Contact: David Collingwood Tel: 03000 261 201




Kay Tweddle
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From: Stephen Ragg <Stephen.Ragg@durham.gov.uk>
Sent: 25 January 2017 09:54
Subject: County Durham and Darlington Fire and Rescue Service public consultation

A public consultation is taking place to help County Durham and Darlington Fire and Rescue
Service [CDDFRS) plan for the future provision of services. The consultation will run for 12 weeks

until Monday 20 February 2016.

A document giving background information about the consultation and CDDFRS and can be

viewed at http://bitly/consultation_2017-18

Three consultation questions, including information relating to each one, are set outin this
document. Answers and comments can be submitted online via the survey

at www.smartsurvey.co.uk/s/consultation2017-18/

For a hard copy of the document please call 0845 3058383 or email ServiceHQ@ddfire.gov.uk

Funding for the fire and rescue service comes from two main sources: a government grant,
providing approximately 35 per cent of the total, and precept payments from local tax-payers

and non-domestic rate-payers in County Durham and Darlington, which make up the remaining

65 per cent.

Since 2010, CDDFRS has transformed the way it provides services o the community in response 1o
a £6m cut in central government funding. In 2016 the Fire Authority agreed to accept the
government's offer of a four year funding settlement. This settlement still results in a reduction in

govemment funding of 19 per cent in the medium term, forcing the Service to consider further

proposdls to reduce costs.

Before decisions are made CDDFRS is keen o consult people living and working in the area about

three proposals which could affect spending and the way the Service operates.

Colin Bage, deputy chief fire officer for County Durham and Darlington Fire and Rescue Service,
said: “We would be very grateful if people could spare a few minutes to take part in our
consultation. This is your fire and rescue service, funded by you and in existence to protect the

community. Your help is invaluable fo us as we prepare to make decisions about future spending

pricrities.



“It is important fo stress that of the three proposals we are consulting on, none of them include
closure of fire stafions in County Durham and Darlington, reduction in the number of fire
appliances that we run or fewer firefighters. In fact, we are currently recruiting our first intake of
firefighter apprentices and we will be beginning another round of whole-time firefighter

recruitrment in the New Year.

“The three proposals we are consulting on cover further collaboration with partner organisations
such as police, ambulance, local councils and health services. We hope our 12 week consultation

will give everyone living and working in our area time o express their views.”

Councillor Michele Hodgson, chair of County Durham and Darfington Fire Authority, said:
“Protecting front line services continues to be our priority. These three proposals are designed to
ensure that we continue to work efficiently and effectively with other emergency services and

partner agencies to ensure our local communities are safe despite the financial challenges we

face.”

Steve Ragg
County Durham Association of Local Councils

03000 269921
cdalc@durham.gov.uk

This email is for the sole use of the intended recipient(s) and contains information that may be privileged and/or
confidential. If you are not an intended recipient, please notify the sender by return email and delete this email and

any attachments.

Hedn profect our govitonmrent by only printing this amail if absolitely necessary. The information it contains and any files transiitled with # are confidential
and are only intended for the person o organisation 1o whom it &5 addressed. [t may be uniswiul for you fo use, share o copy the information. if you ars ot
authansed 1o do so. H you receive ihie emal by misiake. pleass inform the person who sent it al the above addrass and then deiete the emalt from your
syster. Durham County Counclt fakes reasonable precautions to ansure that its emails are virus free. However, we do not accapt rasponsibitity for any
lnsses innured 25 o result of viruses v might tranamit and recommend het you shinuld usa your pwn virus chacking procedires.
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The Future for Local Government Youth Services
24*.26'" February 2017 The Royal Clifton Hotel & Spa, Southport

The National Association of Councillors will be holding its next conference
in Southport and the -s__U'bject will be The Future for Local Government Youth
Services. Local Government is under great pressure to reduce spending
and is therefore having to cut or reorganise services. Many authorities are
looking at ways to deliver youth services in ways that have not been
considered in the past. Many smaller Parish & Town Councils are getting

more involved than they have in the past.

This conference wili hear from éxperts that have delivered relevant, modern
and sustainable youth provision models. Councilors at all ievels need to
hear about these new innovations in youth service delivery,

| have attached an application/booking form for your convenience.

Accommodation may be limited so please book early to avoid
disappointment.

Yours Faithfully

K 9l —

Clir Brian Nelson

General Secretary

Representing local government councillors nationwide

General Secretary

Councillor
Brian Nelson
.
Council Offices
. 6 Goatbeck 1errace
Langley Moor
Durham. DH7 8]]

Office: 0191 378 9947
Mobile: 07791 574 879
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Great North Air Ambulance
Northumberland Wing

The Imperial Centre

Grange Road

Darlington DL1 5NQ

i Ty

il

MERGENCY CARE

T: 01325 487 263
F: 01325 489 819

Ms K Tweddle

Deputy Town Clerk
Peterlee Town Council
Shotton Hall
PETERLEE

SR8 2PH

QOur Reference: 15800
9 January 2017

Dear Ms Tweddle,

Thank you for choosing to support the Great North Air Ambulance Service.

Last year, we flew 869 missions across our region. We were there when those people needed
us most. To enable us to continue to provide this service, we must raise £4.5m every year.

We can only achieve this with the generous support of people like you.

Your donation of £250.00 from Councillors R Kyle, K Liddell, S Miles, R 1 Curtis and C Watkins
will help toward the continued funding of life-saving services.

Qur 2015-2016 annual report has been finalised and we are currently awaiting printed copies.

Once we have received these I will post a copy to you for your information which I hope you
will find useful.

Best wishes

Laura Simpson
On behalf of Great North Air Ambulance Service

Privacy Notice: (Please read)

From time to time we may wish to contact you by email, post or teiephone. If you do not
wish us to do this please let us know by calling 01325 487263, emailing
info@greatnorthairambulance.co.uk or completing the contact preferences form on our
website.

www.gnaas.com f /GNairambulance ’ @GNairambulance  Registered Charity No. 1082204  Registered Company No. 4436859
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Code of Conduct Policy

1 Introduction

1.1 What is the Code about?

Peterlee Town Council expects high standards of conduct from its employees. This document sets
out the minimum standards we expect of you and provides a framework to help you understand
the protocols which apply to you and gives guidance to help you comply with them.

All employees of Peterlee Town Council must maintain the standards and integrity of this Code
and carry out their duties honestly and fairly.

1.2 Who does the policy and procedure apply to?

This Code covers all employees of Peterlee Town Council. Where applicable this Code will also
apply to agency workers, contractors, consultants or third parties providing work or services for, or
on behalf of, the Council.

1.3 Responsibilities

All employees of the Council have a responsibility to ensure they comply with this Code along with
any other policies or procedures referred to in this document. Employees are expected to give the
highest possible standard of service to the pu blic, and where it is part of their duties, to provide
appropriate advice to councillors and fellow employees with impartiality.

1.4 Monitoring

All information will be handled sensitively and used only for its proper purpose. However
confidentiality cannot be guaranteed as information might have to be disclosed where an issue
results in formal proceedings.

1.5 Publicising/distribution of the Code

A copy of this Code is available from your manager and copy can also be viewed on cloud storage
at (insert link here).

New employees will be informed of the existence of this Code in recruitment and induction
information.

1.6 Reviewing the Code

The operation of this Code will be kept under review and such changes will be made to the Code
as deemed appropriate and in accordance with agreed consultation protocols.

2 Principles

This Code has been developed in line with the recommendations of the Nolan Committee's
Standards in Public Life, establishing the Seven Principles of Public Life, which are:

Selflessness - You should act in the public interest and not in order to gain financial or other
material benefits for yourself, family, or friends.
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Integrity - You should not place yourself under any financial or other obligation to outside
individuals or organisations that might seek to influence you in the performance of your official
duties.

Objectivity - You must make choices on merit when making decisions on appointments,
contracts, or recommending rewards and benefits for individuals,

Accountability - You are accountable for your decisions and actions, and you must submit
yourself to whatever scrutiny is necessary to ensure this.

Openness - You should be as open as possible about all the decisions and actions that you take.
You should give reasons for your decisions and restrict information only when there are clear and

lawful reasons for so doing.

Honesty - You should be truthful. You have a duty to declare any private interests relating to your
work and you need to take steps to resolve any conflicts arising in a way that protects the public
interest.

Leadership - You should promote and support these principles in your behaviour and be willing to
challenge poor behaviour whenever it occurs.

2.1 When working on behalf of Peterlee Town Council, you must:

. act in the interests of the Council when carrying out your duties, and in accordance with
the Nola principles of public life of selflessness, integrity, objectivity, accountability,
openness, honesty and leadership;

. comply with the service requirements, policies and standards, legislation and other
professional standards which apply to your role;
. declare to the Town Clerk (or in the case of the Town Clerk to the personnel committee)

any potential or actua! conflicts of interest or relationships that may impact on your work,
or that of the Council;

. report any concerns or breaches of this Code, or any other Council policies, to your
manager;
. ask your manager if you are unsure what is required of you.

3 Declaration forms

Declaration forms (CCE1 — CCE4) are to be completed as detailed in this Code. All declaration
forms are available from the cloud based storage her (insert link here) and will be held by the
Town Clerk {or nominated representative) to be stored onto a central register. A copy of the
completed declaration form will also be placed on an employee’s personal file. All forms will be
acknowledged and recorded whether approved or declined. The forms must be completed in full.

Form CCE1 Declaration of Relationships with External Contractor or Supplier
Form CCE2 Declaration of Personal Interests

Form CCE3 Request for Approval to Undertake Outside Work

Form CCE4 Declaration of Offers of Hospitality/Gifts
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4 Procedure

4.1 Personal conduct

As an employee and representative of the Council, you are expected to conduct yourself to the
highest standards and act with honesty, integrity and professionalism.

You must:

. carry out the full requirements of your role, as detailed in your contract of employment
(statement of particulars), job description and Councif policies and procedures;

. attend work in accordance with the terms of your contract of employment (statement of
particulars) and comply with the Council's Attendance Management Palicy and
Procedure;

. act in an appropriate manner in any situation where you can be readily identified as a
Council employee, whether at work or otherwise;

. maintain acceptable standards of appearance and personal hygiene;

. wear, and maintain in a reasonable condition, Council uniform, clothing and personal
protective equipment, if provided to you;

. report any shortfalls in the provision of Council services to your manager;

. report any concerns / allegations / suspicions of fraud, corruption, bribery, theft or other
irregularity, as a matter of urgency, to your manager,

. keep relationships with councillors, employees, contractors or partners, potential

contractors or service users, on a professional basis.

You must not:

. engage in any conduct or behaviour that is harmful to the reputation of the Council, its
services or interests, or conduct which brings the Council into disrepute, even when
outside of work;

. be under the influence of alcohol or unprescribed drugs so as to adversely affect your
work;

. misuse your official position or seek to use information obtained in the course of your
work, for personal interests or the interests of others;

. criticise the Council either through media, social media, verbal or written

communication.

4.2 Protecting confidential information

Maintaining confidentiality of sensitive information is essential. Information must only be disclosed
in accordance with the Data Protection Act 1998 which covers manual and computerised
information, including emails.

You must:
. obtain manager approval prior to taking any paper records/hard copy material off site
which contain personal or confidential information;
. report any suspected data losses or security breaches immediately to your manager and
to the Town Clerk;
. label and store information documents to allow access to authorised users and restrict

unauthorised users;
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. refer any media or press enquiries to the Town Clerk immediately, and follow his

instructions;
check with your manager if you are in doubt about whether you can provide information

to a third party.

You must not:

. disclose your computer password / login details to anyone;

. use information or facilities provided, for unauthorised personal use, improper or
commercial gain, or for fraudulent or malicious activities;

. compromise the security of Council information, for example by installing unauthorised
software, inappropriately securing information or interfering with standard security
settings;

. disclose any confidential information relafing to the Council, service users, employees or

anyone else who has contact with the Council, either whilst at work or outside of work,
unless you have express permission to do so;

. release any information relating to an employee’s private affairs unless their consent
has first been obtained, unless there is a statutory duty on the Council to provide this
information.

4.3 Internet and social networking

Internet access for personal use is at the Council's discretion and must not affect an employee’s
performance or productivity at work.

The Council may monitor the use of the internet for legitimate business reasons, including
compliance with this Code. By using the internet whilst at work and/or from a Council-provided
device, employees are deemed to have consented to the monitoring, recording and auditing of
internet use.

You must:
. make it clear when posting information or comments on social networking sites that any
personal views expressed do not represent those of Peterlee Town Council;
. inform your manager immediately if you have acted inappropriately when using social
media, even if the mistake has since been resolved;
. report to your manager any instances where you believe another employee has posted

inappropriate or offensive comments on social networking sites.

You must not:

. post information on social networking sites which is confidential to the Council, its
suppliers, customers or contractors;
. post entries on social networking sites about work colleagues, customers or any other

person linked to the Council which are derogatory, defamatory, discriminatory or
offensive in any way or which could bring the Council into disrepute.
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4.4 Political neutrality

Employees of the Council are required to work with all councillors, not just those of the majority
group.

You must try at all times to:
. remain politically neutral and objective in your work role.
You must not:

. allow your personal or political opinions to interfere with your work;
. display political posters, including election materiat, in Council buildings or areas.

Certain posts within the Council are deemed to be ‘politically restricted’ due to the nature of the
job. Your job description will state whether your post is politically restricted. If you hold a
politically restricted post you must not:

. stand as a candidate for public elected office for another Parish or Town Council;

. hold office in a political party,

. canvass at elections or act as an election agent or sub-agent for a candidate for election;
. speak or write publicly, demonstrating support for a political party.

4.5 Working with councillors

Mutual respect, trust and courtesy between employees and councillors is essential to good local
government.

You must:

. give appropriate and impartial advice to councillors when requested;

. ensure working relationships are kept on a professional basis;

. speak to your manager if you are unsure what information you are able to provide to
councillors.

You must not:

. form close personal relationships with councillors which could damage your working
relationship.

4.6 Working with the public, service users and colleagues

You must:

. be polite, courteous and helpful when dealing with all members of the local community,
customers, councillors and fellow employees;

. treat all groups and individuals with respect, value their opinions and beliefs and behave
in an appropriate manner;

. keep all service users’ money, personal records, information and correspondence
secure in accordance with the Council procedures, and the Data Protection Act;

. advise your manager if you have any concerns about the standard of service being

provided to service user.
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You must not;

. discriminate unfairly in the provision of facilities, services, employment practices or any
other area of Council duties;

. form inappropriate close personal relationships with service users, their relatives or carers;

. give any service information to anyone except those authorised to receive it.

4.7 Criminal convictions/loss of licence or qualification

You must inform your manager immediately if you:

J receive any criminal conviction, caution or are held on bail, or placed under bond during
your employment with the Council, either within or outside of your normal working hours;

. receive any driving convictions that result in the loss of your driving licence;

. have engaged in behaviour that has resulted in loss of licence, affiliation, accreditation
or qualification that may impact on your ability to carry out the duties of your contracted
role.

However, if your post is subject to a Disclosure and Barring Service (DBS) check, as well as the
above, you must also inform your manager immediately if you are subject to a criminal
investigation. If you are unsure about whether your post requires a DBS check, please seek
clarification from the Town Clerk {or nominated representative). All information you provide in this
regard will be dealt with in strict confidence.

4.8 Gifts and hospitality

Gifts, hospitality or benefits in kind offered to you must be treated with caution in order to avoid
any suggestion of improper motives or conduct.

It is a serious criminal offence under the Bribery Act 2010 to corruptly receive or give any gift, loan,
fee, reward or advantage for doing, or neglecting to do something, or showing favour or disfavour
to any person in your official capacity. If an allegation is made against you, it will be for you to
demonstrate that any such rewards have not been corruptly obtained. Offences can carry a
maximum of 10 years imprisonment and/or an unlimited fine for an individual. For the avoidance
of doubt, you must:

. complete form CCE4 to seek approval from the Town Clerk (or in the case of the Town
Clerk from the personnel committee} if you are offered any gifts, hospitality or
advantage, other than token gifts of a nominal value before you accept such items;

. use tact and courtesy if you need to refuse a gift or hospitality;

. report to your manager any gifts which are delivered to your place of work where you
may have a problem returning it;

. under no circumstances should gifts or hospitality be accepted that include attendance
at sporting events;

. report to the Town Clerk (or nominated representative) any approaches made to you

which could be viewed as being aimed at obtaining some form of preferential treatment.
In order to protect the Council and its employees from any suggestion of improper motives or
conduct, members of staff and their families are not allowed to accept gifts or legacies from
current or former clients.

If you are unclear about what is acceptable, ask your manager.

6
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4.9 Handling Council money or sponsorship

Sponsorship is defined as ‘an agreement between the Council and the sponsor, where the Council
receives either money or a benefit in kind for an event, campaign or initiative from an organisation
or individual which in turn gains publicity or other benefits.’

Peterlee Town Council is a publicly funded organisation and as such, all employees who are
authorised to be involved in financial activities and transactions on behalf of the Council must be
familiar with its Financial Procedure Rules and Financial Management Standards.

If this applies to you, you must:

. use authorised Council funds in a responsible, accountable and lawful way;

. comply with the Council's financial regulations and take legal and financial advice where
appropriate;

. seek value for money;,

. comply with relevant policies and procedures when handling money;

. make sure that any sponsorship accepted is related to Council business and is
approved by the Town Clerk (or in the case of the Town Clerk from the personnel
committee);

. disclose any benefit you yourself, partners, relations or close friends relating to any
sponsorship the Council proposes to make;

. if you suspect financial irregularity, bribery, corruption, theft or fraud, contact your

manager in the first instance. If for any reason this is not appropriate you should contact
the Town Clerk (or nominated representative).

You must not:

benefit from any contract or spansorship that is given to or by the Council, or show any
favour to a partner, spouse, relative, friend or associate.

4.10 Procurement, administering or managing Council contracts

Section 117 of the Local Government Act 1972 requires you to make a formal declaration about
contracts in which you have a financial interest. It is a criminal offence to fail to comply with this.
Where your role involves procuring, managing or administering Councit contracts or you have any
other professional or personal relationship with contractors:

You must:
. comply with the Financial Regulations and any other relevant Council procedures of
orders and contracts;
. exercise fairness and impartiality when dealing with all customers, suppliers, other
contractors and sub-contractors;
. declare any current or previous private or personal relationships with contractors, sub-

contractors or suppliers by completing form CCET1.
You must not:

. discriminate unfairly against anyone involved in the tendering and contracting process;
. disclose any confidential information refating to tenders or costs for internal or external
tenders to any unauthorised person;
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. Use your influence or show any special favour to current or former employees or their
partners, close relatives or associates when awarding contracts to businesses relating
to them or employing them in any capacity;

. play any part in the selection of tenderers if you have any direct or indirect interest in the
outcome.

4.11Intellectual property

Some aspects of the work you carry out, or produce, on behalf of the Council may be intellectual
property. All creative designs, writings, report, drawings and inventions produced by employees in
the course of their duties are the property of the Council.

You must not:
. disclose, publish or otherwise use the work you produce for the Council for personal

gain or benefit unless you have the express written permission of the Town Clerk (or in
the case of the Town Clerk from the personnel committee).

4.12Recruitment and other employment matters

You must not:

. be involved in a selection process or interview if you are related to an applicant orin a
close personal relationship with them or a member of their immediate family,

. canvas on behalf of applicants for council posts, either directly or indirectly;

. be involved in, or try to influence, any employment decisions including those relating to

discipline, promotion, pay adjustments, for any employee with whom you have a close
personal relationship;
. ask a councillor to provide a reference for you in relation to a job within the Council.

4.13 Commitments outside work

Outside work means any paid or unpaid work, including voluntary work, undertaken in
addition to your Council employment. Any requests to carry out other employment will be
considered and will not be unreasonably refused, however outside work must not, in our view,
conflict with Council interests or weaken public confidence in the Council, or adversely impact
upon your ability to carry out your role with the Council. All approvals will be reviewed on an
annual basis by the Town Clerk.

If you wish to undertake any outside work:

You must:
. obtain permission from the Town Clerk (or in the case of the Town Clerk from the
personnel committee) by completing form CCES3 prior to undertaking any outside work;
. inform the Town Clerk (or in the case of the Town Clerk from the personnel committee)

by completing another CCE3 if there are any changes relating to your outside work.

You must not:

. put yourself in a position where your duty and private interests conflict or could appear
to conflict;
. seek to gain business in the course of carrying out your Council duties;

8
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v carry out any outside work or a private interest during working hours, including
making/sending or receiving telephone calls, emails, correspondence/goods;
. use any Council facilities or equipment or confidential information in relation to

commitments outside of work.

4.14 Personal interests

Section 117 of the Local Government Act 1972 requires you to make a formal declaration about
contracts in which you have a financial interest, that is any direct or indirect interest of monetary
value, whether or not the value is readily ascertainable. Itis a criminal offence to fail to comply

with this.

Other financial interests could include when money other than your salary is paid into your bank
account by the Council or where your address is linked to a business receiving payment from the

Council.

Non-financia! interests could include governorship of a local school, membership of an NHS Trust
Board or involvement with an organisation or pressure group which may seek to influence the
Council's policies.

You must:

. declare any financial or non-financial interests which could conflict or be seen to conflict
with the Council's interests to the Town Clerk (or in the case of the Town Clerk to the
personnel committee) by completing form CCE2.

You must not;

. make or become involved with any professional decisions about matters in which you
have a personal interest.

4.15Using Council equipment, materials and property

The facilities and equipment provided as part of your work belong to the Council.

You must:
. comply with health and safety regulations and use personal protective equipment as
required;
. take care of Council property or equipment, keeping it secure and reporting any
damages or breaches in security;
. use equipment and facilities for authorised purposes only;
. use equipment and facilities appropriately and only for the purposes provided.

You must not:

. use Council equipment or property for personal gain or fraudulent activity;
. use Council vehicles for unauthorised purposes.

4.16 Reporting improper or illegal activities

In regard to all aspects of this Code, should you be concerned about any activities which you think
may conflict with the Code of Conduct, carried out by yourself or other employees, you should

9
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raise the matter with your manager or the Town Clerk (or in the case of the Town Clerk to the
personnel committee).

You must:

. report any activity which you believe is illegal, improper, unethical, and dangerous or a
breach of Code to your manager or the Town Clerk {or in the case of the Town Clerk to
the personnel committee).

5 Further information

5.1 Confidentiality

All information will be handled sensitively and used only for its proper purpose.

Under the Data Protection Act 1998 individuals have the right to see their own personal data held
subject to the rights of confidentiality of any third parties involved in that information.

5.2 Dealing with abuses of the Code

Employees who attempt to abuse this code may face disciplinary action. The Council takes false
or misleading accusations very seriously which may result in further action taken through the
disciplinary procedure. This will not include ill-founded allegations that were made in good faith.

5.3 Monitoring compliance

Peterlee Town Council is required by law to protect the public funds it administers and, as part of
this duty, will carry out routine monitoring to ensure compliance with this and other Council
policies. This will include reviewing declarations made under this code against any information
held on manual and / or electronic records and systems controlled or managed by the Council.
This may also include data matching of records containing personal data held on and / or across
council systems. Any breaches of the Code of Conduct identified as part of these reviews will be
brought to the attention of the Town Clerk (or in the case of the Town Clerk of the personnel
committee) for appropriate action to be taken. Where any criminal activity is suspected or
detected details may also be referred to the police and/or any other relevant bodies.

5.4 Equality and diversity

Peterlee Town Council is committed to promoting equality of opportunity, valuing diversity and
ensuring discrimination, harassment or victimisation is not tolerated.

Our aim is to treat people fairly, with respect and dignity. We also aim to comply with legal

requirements in relation to age, disability, gender, pregnancy and maternity, marriage and civil
partnership, gender reassignment, race, religion or belief and sexual orientation.

6 Contact details

If you would like any further advice or would like the document in an alternative format, please
contact the Town Clerk using the contact details below:

Email: clerk@peterlee.gov.uk
Tel: 0191 586 2491
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1 Policy outline

1.1 What is the policy about?

Peterlee Town Council {the Council) recognises that its employees are its most valuable asset
and that only through their development in a healthy and safe working environment can they
contribute fully to its aims and objectives. Whilst the Council has little control over external
factors, as a good employer it wishes to promote the physical, psychological and social well-
being of all its employees.

1.2 Who does the policy apply to?

This policy applies to all Council employees.

1.3 Responsibility

All Council employees have a responsibility to ensure that they comply with this policy and any
subsequent processes that are developed to support it.

Everyone involved in implementing this policy and any subsequent processes that are developed
to support it is responsible for ensuring that it is fairly implemented and must ensure that they:

+ do not breach the policy or any related processes;

+ seek advice from the Town Clerk {or nominated representative), if unsure of
how to implement the policy; and

» deal with any issues arising equitably without direct or indirect discrimination
on grounds of age, disability, gender reassignment, marriage and civil
partnership, pregnancy and maternity, race, religion or belief, sex, sexual
orientation, or trade union membership.

1.4 Monitoring

Data in relation to ‘work-related stress’, (here to defined as ‘mental well-being and mental ill-
Health’), will be gathered through a range of management information used for recording and
reporting data, e.g. attendance management interviews, accident reporting, grievances etc. in
line with the Health and Safety Executive (HSE) best practice.

This data will be reviewed within the Council to identify the impact of work related mental ill-
health and used to develop any further mechanisms to address significant issues.

1.5 Confidentiality

All information will be handled sensitively and used only for its proper purpose. However
confidentiality cannot be guaranteed as information might have to be disclosed where an issue

resuits in formal proceedings.

Under the Data Protection Act 1998 individuals have the right to see their own personal data held
subject to the rights of confidentiality of any third parties involved in that information.
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1.6 Dealing with abuses of the policy

Employees who attempt to abuse this policy may face disciplinary action. The Council takes
false or misleading accusations very seriously which may result in further action taken through
the Disciplinary Procedure. This will not include ill-founded allegations that were made in good

faith.

1.7 Publicising/distribution of the policy

A copy of this policy is available from your manager and will be made availabie from your
manager. A copy will be made available to employees via cloud storage.

New employees should be informed of the existence of this policy during recruitment and
induction information processes.

1.8 Reviewing the policy

The Town Clerk (or nominated representative) will keep the operation of this policy under review
and will make such changes to the policy as deemed appropriate.

2 Procedure

2.1 Policy statement

The Council:

s is committed to protecting the health, safety and welfare of its employees. The
Council recognises that mental health issues in the form of 'work-related
mental ill-health’ is a management issue and acknowledges the importance of
identifying and reducing workplace stressors;

+ is committed to promoting the health and well-being of its employees through,
for example, the promotion of opportunities to lead healthier lifestyles;

» will work towards the Stress Management Standards as identified by the HSE
(a summary of the standards is provided in Section 3.4);

» will through its management, identify workplace stressors and conduct risk
assessments to eliminate or control as far as is reasonably practicable the
risks from mental ill-health. These risk assessments will be regularly reviewed;

» will provide access to confidential counselling for employees affected by work
related mental ill-health where appropriate; and

« will provide adequate resources to enable managers to implement this policy.

2.2 What is mental ill-health and how can it be addressed?

The HSE define mental ill-health (stress) as “the adverse reaction people have to excessive
pressure or other types of demand placed on them”. This makes an important distinction
between pressure, which can be positive if managed correctly and stress which can be
detrimental to health.

However, symptoms of mental ill-health can manifest as either physical and/or psychological
effects. A summary of such may include:

» physical effects — headaches, muscle tension, stomach problems, bowel and bladder
problems and increased heart rate; and
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« psychological effects - irritable, anxious, mood swings, short tempered, constant worrying,
low self esteem and poor concentration.

Workplace interventions to address mental ill-health related problems can be implemented at one
of three levels:

+ Individual Level — where an employee raises significant work-related mental ill-health
concerns, or is experiencing related symptoms, employee focused interventions can include:

(i counselling, support and advice referral to health practitioner;
(ii) specific work-related training and management support; and

(i)  processes to explore the extent to which their experience of work can reasonably and
sustainably be adapted to address their concerns.

* Management Level — employees in all forms of employment may experience work-related
mental ill-health concerns. Workplace support structures, work training and mechanisms for
such concerns to be raised, and acted on at an early stage, can address problems before
any overt health or well-being concerns arise.

s Organisational Level — an Organisational Risk Assessment involves the periodic collation
of Council-wide data that indicates potential ‘hot spots’ of work related mental ill-health
problems. Subsegquent organisational interventions and ongoing audit measure the
effectiveness of the risk management approaches taken.

2.3 Roles and responsibilities
2.3.1 Senior managers/Elected members

The ultimate responsibility in implementing the policy and provision of resources in terms of any
cultural change that is required lies with the Town Clerk and Elected members.

The Town Clerk (or nominated representative) will be responsible for the initiation of further
investigation and prioritisation of resources to address, as far as reasonably practicable,
concerns raised through the Workplace Mental Wellbeing Report process.

2.3.2 Managers

All managers and nominated supervisors are required to:

e advise and inform their team(s) in order to increase awareness and
understanding of the policy and any related issues,

+ record any work related mental ill-health on the Corporate Accident/Incident/Ill
Health or Near Miss Form which is available from the manager in each
department or from the Town Clerk {or nominated representative). The
completed form should be given in hard copy to the Town Clerk marked
‘Private and Confidential.’ In the case of the Town Clerk the completed form
should be given in hard copy to the HR subcommittee,

» attend training as requested, (or arranged for them as part of their role), in
good management practice and health and safety;

¢ ensure good communication between management and employees,
particularly where there are service, organisational and procedurai changes;
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ensure that all forms of actual or perceived bullying and harassment are not
tolerated within their areas of operational control, (see the Council's Grievance
Policy);

ensure that concerns, actions and issues are recorded and information passed
to SMT,;

identify training requirements and ensure employees are appropriately trained
to discharge their duties;

ensure employees are provided with relevant developmental opportunities
through the appraisal scheme and other training initiatives;

monitor workloads to ensure that employees are not overloaded:;

monitor working hours and overtime to ensure that employees are not
overworking;

monitor holidays to ensure that employees are taking their full entitlement;

be vigitant and offer additional support where appropriate to employees
experiencing mental ill-health outside work; and

ensure that employees are made aware of the opportunities to participate in
health improvement activities and give reasonable support to employees to
access them.

When work-related mental ill-health, or personal stressors (impacting on work-life balance), are
raised by employees, or are identified through the attendance management procedures, the
manager must clarify the nature of the employees concerns. They should then provide the
employee with any practical options to reduce these stressors.

In the situation described above, where interpersonal issues perceived by either party may
hinder the effectiveness of attempts to resolve workplace issues, the manager will facilitate the
steps above to be completed by another manager, acceptable to all parties.

2.3.3 Employees

All employees are required to raise issues of concern regarding work-related mental ill-health
with their manager in the first instance.

If an employee feels that they can’t raise the issue with their manager, they

should approach ancther appropriate manager (managers, line manager) or
seek advice from the Town Clerk (or nominated representative), their Trade
Union. In the case of the Town Clerk, advice should be sought from the HR
subcommittee,

If unsure of how to deal with issues seek help and advice on policies and
procedures from their manager, Town Clerk (or nominated representative) or
Trade Union,

Support approaches to eliminate or reduce the effects of work related mental
ill-health they are experiencing offered by their managers and supervisors.

Consider pursing opportunities for counselling and training when offered.

Recognise that they have a responsibility for their own personal mental ll-
health and try to help themselves where possible, e.g. by attending planned
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training, taking appropriate meal breaks, planning their work where possible,
raising concerns over workloads with managers,

+ Make full use of external support arrangements available for non-work related
mental ill-health management, e.g. their Unions, Doctors, NHS services and
charitable organisations such as Mind, Rethink and Sane.

2.3.4 Trade Union/Safety Representatives

Trade Unions / Safety Representatives will be:

* meaningfully consulted on any changes to work practices or work design to
consider whether such changes could precipitate mental ill-heaith;

¢ meaningfully involved in the mental ill-health risk assessment and risk
management process;

» provided with access to collective and statistical data:

» provided with paid time away from normal duties to attend any relevant Trade
Union training in accordance with local conditions: and

« allowed reasonable time in accordance with Council policy to conduct joint
inspections of the workplace to ensure that environmental stressors are
properly controlled.

2.3.5 Occupational Health Service

Occupational Health will:

» help support individuals who have been absent with workplace mental
wellbeing related ill-health and advise them and their management on a
planned return to work;

= provide support and advice to individuals who are at work but are experiencing
workplace mental wellbeing related health problems;

» refer individuals to workplace mental wellbeing counsellors or specialist
agencies as required;

» ensure maintenance of individual employee confidentiality in any data analysis;
and

* promote local and regional public health and Council pricrities as they relate to
employee health and wellbeing.

2.3.6 Telephone Based Counselling/Occupational Health Service (OHS)

Support for employees and managers can also be sought from Zurich Municipal by telephoning
the helpline on 0117 934 2121.

It may be appropriate for a person who is suffering from mental ill-health to have the opportunity
to have face-to-face access to a counsellor. In this case, the Council will give consideration to

face-to-face counselling where appropriate.

2.4 Managing Mental Wellbeing/ill Health

5
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2.4.1 Individual Level Interventions

The procedure for addressing work-related mental ill-health issues experienced by individual
employees is detailed within the Mental Well-being Management Toolkit. See section 3.3, for the
flowchart outlining the management process to be followed for both work and home related
mental ill-health,

Tackling mental ill-health has been shown to have real financial and weifare benefits to
organisations. It can for example, help improve employees morale and their commitment, reduce
costs associated with absence management and in turn bring higher productivity and lower
absenteeism.

The HSE has identified six broad categories of risk factors for work-related stress. The ‘Mental ill-
health Toolkit' provides a structured approach to individual risk assessment which includes:

« identification of the mental ill-health hazards/risks perceived by the employee:
» evaluation of the risks and recording of what needs to be done in an action plan; and
» review and revision of the assessment and actions taken.

2.4.2 Management Level Interventions

The HSE Stress Management Standards essentially represent aspects of good arganisational
and management practice.

Good standards of management practice can eliminate or reduce the effect of work related
stressors experienced by employees and its negative impact on service delivery. Aspects of
good practice include open lines of manager/employee communication, to ensure mental ill-
health reiated problems can be raised at an early stage.

The purpose of using the Mental Wellbeing Toolkit is to further clarify the nature of work-related
concerns and the extent to which employees may be open to reasonably practicable workplace
modification. These conclusions must be put to the employee for their consideration. It is
recognised that manager beliefs and behaviours may themselves be a source of mental ill-health
to employees.

24,3 Organisational Level Interventions

Organisational interventions are considered a key element in good workplace mental health
management by the HSE. No ideal method exists to determine whether existing control
measures to prevent harm from mental health related factors are sufficient. However a suitable
and sufficient standard of risk assessment at the organisational level is considered, by the HSE

to include:
» acontinuous quality improvement audit cycle;

* collation of routinely available data considered potential markers of mental health problems
(e.g. sickness absence rates, turnover rates, incident data and so on),

» data being presented in an organisationally meaningful manner that can identify potential
‘hot spots’ and allow consideration by senior managers for organisational development and
priority setting;

* processes to further clarify specific issues of concern in ‘hot spots’ to inform senior
management intervention;
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processes to develop and adopt solutions that are ‘reasonably practicable’, with a particular
emphasis on prevention and organisational solutions; and

provide documented and communicated workplace mental welibeing action plans for all
employees.

Equality and diversity

Peterlee Parish Town Council is committed to promoting equality of opportunity, valuing
diversity and ensuring discrimination, harassment or victimisation is not tolerated.

Our policy is to treat people fairly, with respect and dignity. We also comply with legal
reguirements in relation to age, disability, gender, pregnancy and maternity, marriage and
civil partnership, gender reassignment, race, religion or belief and sexual orientation.

Contact details

If you would like any further advice or would like the documentin an alternative format, please
contact the Town Clerk using the contact details below:

Email: cleryk@peterlee.qov.uk
Tel: 830002653437
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3 Toolkit

3.1 Managing Mental Well-being Management Toolkit
3.1.1 Who is this toolkit for?

This Toolkit provides advice and guidance to both managers and employees on when and how to
use the Mental Well-being Questionnaire (MWQ) and Mental Well-being Action Plan (MWAP).

3.1.2 When should | consider using this toolkit?

The Health and Safety Executive define ‘six standards’ to describe the most common aspects of
work that contribute to mental well-being.

If an employee does not feel these standard definitions are true for them, in relation to their work,
then this may contribute to psychological stress and/or physical ill-health.

Consider using this Toolkit when:

¢ such work-related psychological stressors are identified as a problem by the employee, or
observed by a manager or colleague. These stressors can be an important barrier to
employees providing regular and effective service, but may often be ‘hidden’ or
‘undeclared’; and

* in appropriate situations, to raise and discuss work related stressors with an employee,
such as at Attendance Management Interviews and Return to Work Interviews.

The following points are intended to help managers recognise situations when they should
consider raising the possibility of work-related stress with an employee. Such stressors are often
a significant contributory factor acting to:

o reduce employee psychological well-being - you or colleagues of your employee
may notice behavioural and mood changes;

o contribute to performance or behavioural concerns: and

o increase sickness absence — this can be long or recurrent short-term absence, or
attributed to physical symptoms (particularly long-term) as well as mental health
related.

This Toolkit should be used alongside other policies such as the Attendance Management Policy
and Procedure.

Employees should be offered a copy of the ‘Tackling Mental Health Problems: An Empioyee
Guide' Leaflet (Section 3.6). This includes details of the range of additional employee focused
support available through the Council and NHS Services. This is also useful for employees who
experience psychological distress not associated with work.

3.1.3 What training do | need as a manager?

Managers play a vital role in the identification and management of stress within the organisation.
They are likely to see the problems causing the stress first hand, will be in the best position to
notice changes in employees behaviour that may indicate a stress-related problem and will often
be the first point of contact when an employee feels stressed.
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However, managers also need to think about their behaviour, and how it can either add to the
stress their employees experience of help alleviate the problem. Management behaviour is often
highlighted as a major factor by those suffering from work related stress.

3.1.4 My employee may have a work-related stress problem, how do | clarify it?

Ask the employee to complete the MWQ. This helps narrow down the work-place problems the
employee is experiencing using the HSE stress standards as a guide. This will help focus
attention on the specifics of any stressors and provide appropriate options for support.

Give the employee enough time and privacy to complete the MWQ, but try to ensure you have
received it prior to any subsequent planned meeting to complete the MWARP so you can give
consideration to viable support options.

The experience of stress is subjective it cannot be measured reliably and cannot be eliminated
entirely from day-to-day working life.

As the manager you may not see things the same way as your employee but the purpose of the
MWQ is to enable you to understand the way your employee sees the problem, not a basis for
debate of the ‘reality’ of these perceptions.

Remember, all instances of work related mental ill-health must be recorded and on the Corporate
Accident / Incident / ill health / near miss report form.

3.1.5 What if my employee finds it difficult to discuss these problems with me?

Employee perceptions of interpersonal difficulties with line managers are a well-recognised
potential stressor within the workplace. In such circumstances it may be appropriate for the
responsibility of implementing this Toolkit to be undertaken by another officer.

Alternatively the process can be completed by the normal manager and employee, but with the
option for a Trade Union representative or work place colleague in attendance, and the meeting
supported by an appropriate HR Officer.

The employee should be given the opportunity to raise any concerns about feeling able to
engage in a meaningful discussion about the issues of concern with their manager, and if such
concerns apply, alternative management meeting arrangements described above should be
offered.

3.1.6 How do | prepare an Action Plan in response to a Questionnaire?

As the manager you should arrange a meeting with the employee within 2 weeks of receipt of
the completed MWQ.

The main purpose of the meeting is to discuss the employees MWQ responses and devise an
action plan which addresses the root causes, specifically looking at areas of concern that need to
be discussed, addressed and documented.

The completion of the MWQ should help you work together to develop a MWAP that recognises,
prioritises and provides effective solutions, where possible, to the issues raised in the MWQ
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A jointly developed and agreed MWAP should:

1. help you set goals to work towards;

2 help you to prioritise any actions are required;

3. demonstrate you are serious about addressing employees' concerns; and
4 provide something to evaluate and review against.

¢ Prioritising the main stressors will help identify the most likely effective interventions.

« The 'Possible Interventions’ section of this document matches types of stress with possible
actions for you to consider.

» Consider operational feasibility, the resources of the Council, and the impact on other
employees when considering the feasibility of any actions explored.

+ If some actions are time limited {(e.g. reduction in workload) ensure these timescales are
recorded in the MWAP and regularly monitored until complete.

+ Once the interventions have been discussed, the MWAP needs to be agreed between you
and the employee and, if involved, the HR representative and/or employee's trade union
representative.

e You and the employee must sign the MWQ and MWARP on completion.

3.1.7 What is the Desired Outcome of the Mental Well-being Action Plan (MWAP)?

The purpose of this policy, procedure and toolkit is to ensure that the Council has done ali that
reasonably can be done, accepting the organisational demands and resources issues to address
the sources of psychological stressors for the individual employee as far as practicable.

Once this situation has been established the employee experiencing mental health related
concerns will be able to judge whether they feel able to continue in the role.

Remember, the MWQ and MWAP are intended as a guide for managers and employees when
discussing the management of mental health and may need to be adapted to suit individual

circumstances.
3.1.8 What happens after the Action Plan is completed?

It is essential that the manager and employee review and evaluate any changes made to tackle
waork-related mental ill-health. At least one review meeting will be required, after a maximum of 4

weeks from when the action plan was implemented.

Managers should periodically check that agreed actions are being undertaken e.g. that agreed
meetings are being held, or that there is evidence that key actions have taken place.

It is important to ask the employee whether they feel the solutions are having the desired effect
and review the MWAP with the employee if appropriate, noting key changes.

If you have needed to use the Managing Mental Well being Toolkit to address work related ill-
health experienced by employees, you should raise this in future meetings with your manager, in
order that possible team or service level stressors can be identified and proactively managed.

10
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3.1.9 When would the toolkit be inappropriate to manage stress?

Whilst this toolkit is the preferred method of managing work-related stressors and resulting
mental ill-health, it is recognised that there may be some occasions when the toolkit is not
appropriate and may serves to create further unnecessary stress for those concerned.

If other management actions are the underlying trigger for the employee’s psychological stress,
e.g. disciplinary procedures or a suspension, timely resolution of these may prove to be more
effective instead of the use of this toolkit.

In these circumstances, the option of deferring completion of this toolkit (if still considered
relevant by the employee) until after the other management procedures are concluded would be
a reasonable course of action.

3.1.10 What if the process does not resolve the employees concerns?

Where the employee is absent from work, and the conclusion of the process described above
does not result in a return to work, or the employee continues to raise concerns in relation {o
health and work, Occupational Health Service referral through the Attendance Management
Policy and Procedure should be made. This MUST include a signed copy of the completed MWQ
and MWAP.

3.1.11 Ensure continuous mental ill-health management for colleagues?

It is important to assess the impact that workplace mental health related problems could have on
the team. Losing one colleague for an extended period with a mental health related illness could
have dramatic impact on the workload and morale of the rest of the team.

By taking action to tackle the causes of workplace mental ill-health early, it can help prevent or
reduce the impact of these problems on the team and the organisation.

3.2 The Mental Well-being Questionnaire (MWQ) and Action Plan (MWAP)

3.2.1 General advice for managers

Everyone experiences psychological pressure on a daily basis, we actually need it to motivate us
and enable us to perform at our best. However, if we experience too much pressure without the
opportunity to recover, we may feel unable to cope and stress and reduced mental health well-
being may result. The HSE defines stress as:

‘An adverse reaction a person has to excessive pressures or other types of demands
placed upon them.’

Given an excess of pressure, mental ill-health can therefore happen to anyone, and should not
be seen as a weakness. Instead, an individual needs to be helped to deal with these pressures.
As any health related impact of stress will vary from one individual to another — and may also
vary at different times of our lives — it is important that we learn to recognise mental ill-health and
understand what to do to reduce it.

The toolkit recognises the fact that whilst tackling ‘personal mental ill-health’ is an employee's
responsibility, the Council has a responsibility to help reduce any mental ill-health factors which
may arise during the employment of an employee.

During management meetings such as Return to Work Interviews or Attendance Management
Interviews, managers should ask employees if they consider any iliness/problem has been
caused or made worse by their work duties. In the event of an employee identifying that work

11
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may have been influential in causing an absence/problem; managers should pursue the
employee's responses to the MWQ,

The MWQ is based on the HSE advice on work related stress and provides the opportunity for
you and the employee to consider appropriate actions to be taken.

In some circumstances your employee may feel conducting the MWQ process with an officer

other than you more appropriate. Your employee should be given the opportunity to raise any
concerns about feeling able to engage in a meaningful discussion about their mental ill-health
with another manager (possibly your manager). Where such concerns are voiced, alternative
management meeting arrangements as described below.

3.2.2 General advice for employees

It would be helpful if you could complete and return ‘Part 1" of this MWQ and the employee
response section of Part 2 of the action plan to your manager before your next meeting. This is
so that you can discuss the issues raised and it can be used to develop an action plan to deal
with any identified stressors. Don’t worry if you don’t want to/don't manage to complete the
questionnaire as your manager and/or representative will talk you through it at the meeting if you
would prefer.

If you are in any doubt or want anything explained beforehand please talk to your manager, or
Trade Union representative. As a result of this meeting your manager will work with you to
produce an action plan that will help, where possible to address the issues that you raise.
Possible interventions are provided below. Please proceed to Part 1 of the questionnaire.

12
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3.3 Mental Wellbeing Management Procedure Flow Chart

Employee displays or describes stress-related signs
or Concerns

Consider early informal resolution

Discuss other support available (e.g. COLllnseIIing) and provide the employee with a
copy of ‘Tackling Mental Health Problems: An Employee Guide Leaflet

Identify the cause(s} and take appropriate

action
Work Work/Home Home
Complete the Accident/ Incident/ lll Health * Review work life balance and adjust
or Near Miss form and return to Town where possible
Clerk {or nominated representative) « If mutually acceptable local
resolution not achieved, consider:
o referral to OHS
. T o Seeking advice from HR
Identify the stressor(s) by completl_ng the * " o Use of Mental Well-being foolkit
Mental Well-being Questionnaire \

Prepare and agree an action plan to
address the stressor(s) within 2 weeks
of receiving the completed
questionnaire.

Review the action plan after a period of

4 weeks following its implementation to

assess if the plan is working to reduce

work place stressor(s). Make revisions
where necessary

Continue to monitor progress

If an employee is absent from work the
Attendance Management Policy must
also be followed

19
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3.4 Stress Management Standards-Summary

The HSE defines the following six elements as the primary triggers for stress. Each one is listed
with the ‘preferred states’ intended to help avoid work related stress.

These are simple summaries, more detailed advice on possible interventions, when an employee
believes these states are not true for them, is provided at section 3.5.

Change

Demands

Control

Support

Relationships

Role

Employees indicate that the organisation engages them frequently when
undergoing any organisational change
Systems are in place locally to respend to any individual concerns

Employees indicate that they are able to cope with the demands of their jobs
Systems are in place locally to respond to any individual concerns

Employees indicate that they are able to have a say about the way that they do
their work
Systems are in place locally to respond to any individual concerns

Employees indicate that they receive adequate information and support from
their colleagues and managers/supervisors
Systems are in place locally to respond to any individual concerns

Employees indicate that they are not subjected to unacceptable behaviours
e.g. bullying at work
Systems are in place locally to respond to any individual concerns

Employees indicate that they understand their role and responsibilities
Systems are in place locally to respond to any individual concerns

20
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Possible Interventions
Demands

Hold regular team meetings to discuss the anticipated workload for the forthcoming week(s)
Develop personal work plans to ensure employees know what their job involves

Allocate sufficient resources for employees to be able to do their jobs (time, equipment etc.)
Provide adequate training (formal or informal) and resources to help employees prioritise,
or provide information on how they can seek help if they have conflicting priorities

Consider changes to start and end times to help employees cope with pressures external to
the organisation (e.g. child care, commuting etc.)

Allow regular breaks, especially when the work is complex or emotionally demanding
Provide realistic deadlines

Don't ask people to do tasks they are not trained to do

Control

Agree systems that enable employees to have a say over the way their work is organised
or undertaken, e.g. through project meetings, team briefings etc.
Hold regular discussion forums during the planning stages of projects to talk about the
anticipated output and methods of working
Allocate responsibility to teams to take projects forward:
- discuss and define teams at the start of a project
- agree objectives
agree roles
agree timescales
- agree provision of managerial support, e.g. through regular progress meetings
Talk about the skills people have and if they believe they are able to use these to good
effect. How else would they like to use their skills?
Allow and encourage employees to participate in decision making
Allow employees some control aver the pace of their work

Support

Hold regular team meetings to discuss emerging issues or pressures

Include ‘work related mental ill-health/emerging pressures’ as a standing item for staff
meetings

Ask how employees would like to access managerial support — ‘open door' policies, agreed
times when managers are able to discuss emerging pressures, etc.

Use flexibility in the workplace procedures to enable employees to cope with domestic
commitments

Develop training arrangements and refresher sessions to ensure training and competencies
are up-to-date and appropriate for the core functions of employees’ jobs

Talk about ways the organisation could provide support if someone is experiencing
problems outside of work

Ensure that employees receive sufficient training to undertake the core functions of their job

Provide opportunities for career development

21
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Relationships

Communicate and display the Councils policy’s for dealing with unacceptable behaviour
e.g. grievance, discipline procedures

Select or build teams which have the right blend of expertise and experience for new
projects

Provide training to help employees deal with and defuse difficult situations

Encourage good communication and provide appropriate training to aid skill development
e.g. listening skills, confidence building etc.

Discuss how individuals work together and how they can build positive relationships
Identify ways to celebrate success e.g. informal lunches/wash-up meetings at the end of
the project

Create a culture where colleagues trust and encourage each other

Agree which behaviours are unacceptable and ensure that people are aware of these

Role

Hold regular team meetings to ensure that individuals are clear about their role and know
what is planned for the coming months

Agree specific standards of performance for jobs and individual tasks and review
periodically

Introduce or revise job descriptions to help ensure that the core functions and priorities of
the post are clear

Ensure all new employees receive a thorough induction and that all members of the team
understand the roles and responsibilities of the new recruit

Define work structures clearly, so that all team members know who is doing what, and why

Change

Ensure all employees are aware of why the change is happening — agree a system for
doing this

Define and explain the key steps of the change. Ensure employee consultation is a key
element of the programme

Agree methods of communicating e.g. meetings, notice boards, letters, emails and the
frequency e.g. weekly, monthly efc.

Ensure that employees are aware of the impact of the change on their jobs

Involve employees in discussions about how jobs might be developed and changed.
Review team and individual work plans after the change to ensure team and individual
objectives are clear

Explain what the organisation wants to achieve and why it is essential that the change(s)
takes place

22
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Report To: Peterlee Town Council Finance & General Purposes Committee

Date: 6t February 2017

Subject: Closing of Accounts - Year End Preparation

Report of: Kay Tweddle, Deputy Town Clerk

Purpose: To seek approval for the commissioning of the Council’s existing

accounts system provider, RBS Ltd, for additional work to complete
the year end accounts on behalf of Peterlee Town Council.

Background: Since 2007 the Town Council has engaged with the council’s accounts
system provider, RBS, to provide additional support to close the
accounts after year end and assist in the production of the various
year-end financial returns.

A qualified accountant from RBS uses various accounting records and
documentation provided by the Council to:

i Complete the year end closedown using the RBS software;
ii. Prepare the Annual Return, and supporting accounting

statements;
iii. Create the new financial year’s budgets on the software; and
iv. Assist in the preparation of the variances analysis for Audit

purposes.

In addition, for this year’s service the Town Clerk has identified a need
for additional support on advice on various items of the council’s
budgeting and reporting procedures, VAT de minimus issues, and the
impact of the new use of reserves policy currently being developed
through the council’s Scrutiny Committee.

A total of 3 days on site at Shotton Hall has been proposed, with two
days to close the accounts and produce next year’s budget in the
software and one additional day working directly with the Town Clerk
on the other issues.

i Estimates: The cost of the service is £495 per day, plus mileage, an estimated
total cost of £1,735 for the 3 consecutive days on site.

Under s12.1.v of the Council’s Financial Regulations the current
supplier RBS can be appointed for this work directly as a modification
of the existing contract as per s72(1){b) of the Public Contracts
Regulations 2015, This can be justified by the fact that the additional
services require a good working understanding of the existing
software and set up, and the procurement of an alternative contractor




Budget:

Recommendations:

would not be feasible from a time and cost perspective where they to
be required to familiarise themselves with the software and working
practices as well as completing the year end and additional services.

If approved the cost of the support will be financed from the
Corporate Management Budget, (Contractors) for 2017/18.

Members are recommended to approve that RBS be commissioned
the provision of additional support for the year end accounts as
outlined in this report at an estimated cost of £1,735, as per s12.1.v
of the Council’s Financial Regulations.



Report To:

Date:

Subject:

Report of:

Purpose:

Background:

Budget:

Recommendations:

Peterlee Town Council Finance & General Purposes Committee

6'" February 2017
Cash Collection Arrangements

Kay Tweddle, Deputy Town Clerk

To provide an update on the provision of cash collection services
from the Town Council’'s premises by Loomis under the new
arrangement.

In August 2016 the Town Council were given notice by its Banker, the
Co operative Bank, they were no longer to offer banking pick up
services. In October 2016 approval was given to link into DCC cash
collection arrangements, with a further report being made in three
month’s time.

The cost per site per month is £44.32, compared to £50.00 per site,
(Shotton Hall only) under the previous arrangement. Members will
recall that the Internal Audit report into Financial Controls , {October
2016), highlighted the issue of manual cash collection/transfer by
council staff, and the recommendation to extend cash collection to
both sites was subsequently approved by Council.

The new arrangements therefore ensure that the Council complies
with the Internal Audit recommendation and reduces risk to the
Council at a net cost of £88.64 per month.

The cost of the pick up service has been included in the 2017/18
Corporate Management Budget.

Members are recommended to approve the continued use of Loomis
for the provision of the banking pick up service.
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PETERLEE TOWN COUNCIL

REPORT OF THE DEPUTY TOWN CLERK

TO THE ESTABLISHMENT COMMITTEE

TO BE HELD ON MONDAY 6™ FEBRUARY 2017

ABSENCE REPORT — PERIOD COVERING JANUARY 2017

1. PARKS & CEMETERY DEPARTMENT

There have been no absences in the Department.

2. SHOTTON HALL ADMINISTRATION & BANQUETING
SUITES

There has been one short term absence in the Department during this
reporting period.

3. THE PAVILION

There have been no absences this month.

All absences are being managed in conjunction with DCC and in line with
the sickness absence management policy.

This report is for Member’s information only.

Members had requested further information on trends etc of sickness
absence. I can advise the cost of absence in 2014/15 was £60,200. In the
same period during 2015/16 it was £65,124. From January 2016 to date the
cost is £20,010. The pational average of absence is 6.7 days in the public
sector.



A sample of absence in June of recent years is as follows:-

DEPT 2016 L/T |S/T 2005 L/T | S/T 2014 L/T |S/T
PARKS 1 2 1 5 1 2
S/HALL |0 0 0 0 0 0

. S/HALL |0 2 1 1 1 2

ADMIN

THE PAV |0 0 1 0 0 0

5 total 1 4 3 6 2 4

e Short-term absence - where there are recurrent absences that are
intermittent

e Long-term absence - where the absence has exceeded 4 continuous
working weeks




