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MEETING PAPER 
Subject: Briefing Note on the Agenda for Councillors
 

Meeting: Council 


Date: 14 May 2019
Officer: Shona Bendix


NOT CONFIDENTIAL
In law, the first item of business must be the election of the Mayor. However, as this is a fundamental safety concern, information about the fire evacuation procedure has been provided to be read out before the meeting. 

	Item
	Detail
	Notes on attachments and recommendations

	1. Election of Mayor
	The outgoing Mayor (Chair of the Town Council) presides for this item. Any councillor may stand for office. The Mayor is the person elected by absolute majority of those present and voting and must sign a Declaration of Acceptance of Office (DAO). They must preside immediately and at subsequent meetings. The Mayor has a procedural and civic role, both of which require commitments during the day-time, evening and weekends. An example is the Council’s Commemoration of the 75th anniversary of D Day – The People’s Picnic in the Park on the 6th June. The Deputy Mayor cannot preside at Council meetings if the Mayor is present.
	Any candidates who wish to write a paragraph for consideration by Council in support of them standing as Mayor are welcome to provide this in advance by email to the office for circulation. There will also be an opportunity to speak for up to 2 minutes at the meeting. Candidates unable to attract a seconder, will not be taken to the vote. All councillors might wish to be present from 7pm onwards as an informal opportunity to meet each other and make introductions. 
A DAO will be provided to the Mayor for signing on the night. 

	2. Mayor’s welcome
	As per the agenda. Plus note that reference should be made to the fire evacuation procedure having been read so that this can be recorded as part of the meeting.

The elected Mayor may wish to thank the outgoing Mayor and welcome councillors to the meeting as well as recognising the contribution of outgoing councillors. 
There might be a short break for photographs of the new Mayor taking office with, if relevant, the outgoing Mayor.
	Fire evacuation and public right to report notices will be made available for the Mayor to read.

	3. DAOs
	DAOs must be signed to avoid the risk of councillors automatically losing their positions. All councillors can contact the office from 8 May onwards so that their DAO can be signed in advance. They can also be signed at the meeting but to avoid disruption of business, please see the Clerk before the meeting starts. Council might give permission for later signing but this is at its discretion.
	Copy of DAO attached.

	4. Apologies
	Apologies for absence. Councillors are summoned to meetings and situations arise where they might automatically lose their position for failure to attend without apologies being approved. If they wish their absence from the meeting to be approved by the Council, they should submit their request in writing together with reasons for absence to the Clerk before the meeting takes place. The Council has discretion whether to accept the apologies. Sensitive issues will be dealt with appropriately or in confidential session.
	

	5. Declarations of interests
	Councillors should ensure they are familiar with the Code of Conduct (on the LTC website) and should declare relevant financial or other interests. In some circumstances a councillor may seek a dispensation from the Clerk to enable them to take part in the debate and vote on an item on which their participation would normally be barred.
	Copy of Code of Conduct attached.

	6. Minutes
	All councillors can vote on the accuracy of the minutes, regardless of whether they were at the previous meeting. The vote confirms your opinion that it would be reasonable for the Council to accept the minutes as an accurate record, in the absence of a reason to believe otherwise.
	Copy of past minutes attached.

	7. Election of Deputy Mayor
	No Declaration of Office is required for this optional position. Absolute majority voting applies. 
	

	8. Casual vacancy
	There is one vacancy unfilled by election and this has been advertised and interest has been expressed already. This will be filled at the first normal meeting of the Council on 28 May. As this vacancy arises from the ordinary election, it is not subject to a potential demand for a bye-election.  This vacancy is likely to be contested and any successful candidate will be need an absolute majority. 
	Copy of the casual vacancy notice attached.

	9. Standing Orders
	These are the rules of procedure for the Council and are based on a model document used nationally. The parts in bold reflect legal requirements. These were reviewed in February 2019.
	Standing Orders are attached and, given their significance, are recommended for adoption, with review by Finance and Governance Committee over the course of the financial year and as and when legal requirements change. 

	10. Financial Regulations
	These are the rules of procedure for the Council’s finances and are based on a model document used nationally. These were reviewed in January 2019 and have been unchanged in the few months that have passed since then, other than to remove the provision for market income to be paid into petty cash (to reduce bank charge payments). With the progression of credit cards, petty cash will not be used so frequently. The italicised text at 5.20 b) has been deleted: ‘Income received must not be paid into the petty cash float but must be separately banked, as provided elsewhere in these regulations, except as provided by the Council’s agreed Petty Cash Policy and Procedure.’ The Petty Cash policy has been amended to align with Financial Regulations.
	Financial Regulations and Petty Cash Policy and Procedure are attached and, given their significance, are recommended for adoption, with review by Finance and Governance Committee over the course of the financial year and as and when legal requirements change. 

	11. Committees and delegations
	Given the quantity of business for this Council, some business is conducted through committees and delegations. Delegations cannot be made to individual councillors. To date the Council has accepted anyone onto a committee who expresses interest. Please ensure you look at the proposed meeting schedule to determine whether the level of commitment is suitable for you.
	Lists of existing committees and delegations are attached. These are recommended, subject to the Council reserving its right to review the arrangements should they not meet its needs over the coming year. 

	12. Representatives
	The number of councillor representatives on other bodies has grown over the two years. Councillors taking up these positions are expected to attend and, where substitutes are permitted, arrange the alternative attendance should this be necessary. Councillor representatives are also expected to provide written reports which should be sent to the office for distribution with Full Council agendas. 
	List of councillor representatives and substitutes is attached.


	13. Policies and procedures
	The Council has a range of policies and procedures which help create consistency, regulation and clarity in relation to its business.  
	A list of policies and procedures is attached and all policies and procedures are available at http://www.lowestofttowncouncil.gov.uk/about-the-council/important-documents/, unless they are subject to proposed amendment or need particular highlighting when they are attached. Given their significance, the policies and procedures are recommended for adoption, with review by Finance and Governance Committee over the course of the financial year and as and when legal requirements change. 

	14. Meeting schedule
	The meeting schedule is set up to reflect the existing committee structure. Please note the training days, held at our offices, open to all councillors and attended by councillors from other councils. These are designed to help you understand the legal framework in which the Council operates and help you make the most of your role.
	Lists of meetings based on existing committees attached. These are recommended, subject to the Council reserving its right to review the arrangements should they not meet its needs over the coming year.

	15. Events
	The above also contains details of any imminent Mayoral commitments and Council events.
	

	16. Subscriptions
	Various organisations are subscribed to in order to ensure that the Council has access to the support and information it needs to enable it to manage risks and run its business effectively. The relative cost of the subscription given its cost and the availability of information elsewhere is taken into account. 
	List of subscriptions attached. Those recommended for adoption at their next due date are marked on the list and are considered essential support. 

	17. Asset register
	The Asset Register has been updated to include the transfer back to Waveney District Council of Gunton Warren, the purchased office furniture and IT equipment, and the transfer from Waveney District Council of civic items. Arnold’s Bequest is noted on the Asset Register as Charity Board land.
	The Asset Register is available online and is attached. Councillors are also able to view this Asset Register on the website. It is important for our annual audit processes that this Register (which has already been subjected to scrutiny both  internally and through internal audit, is noted and agreed at this meeting).

	18. Insurance
	Insurance is in place (see payments list), following progression of the delegated authority to the Clerk to ensure this is in place, as part of the annual review of a 3 year agreement for insurance with Zurich.
	Confirmation of insurance attached.

	19. Electronic summons
	The Council has previously agreed that electronic summons is efficient and environmentally-friendly and should be used, other than for confidential items. 15bi of Standing Orders states ‘at least five clear days before a meeting of the council, a committee or a sub-committee, serve on councillors by delivery or post at their residences or by email authenticated in such manner as the Proper Officer thinks fit, a signed summons confirming the time, place and the agenda (provided the councillor has consented to service by email)’. 
	It is recommended that councillors agree to electronic summons.

	20. General Power
	The Council must formally declare itself eligible and declare itself a Council which uses the General Power in order to continue use. The Council has at least two-thirds of its councillors elected, a suitably qualified and trained clerk. The Council is eligible and benefits from use of the power which enables it to have greater and more flexible powers – the power to do anything which an individual may do. Even if the Council does not envisage doing anything that it could not otherwise do, having the General Power will lessen the risk of an inadvertent action which is outside of its powers and will thereby reduce the risk of a qualified audit over the next 4 years.
	It is recommended that the Council make this recommendation. There are no disadvantages.

	21. Public Forum
	This is an annual meeting and contains largely governance matters. However, there are some items which might attract interest. There is a public participation protocol to help the Council to enable participation but get the balance right as it has to conduct its business (see item 13).
	

	22. Finance 
	Council business continues regardless of any changes in councillors and the Council must fulfil its annual accounting and audit obligations. This Council is in a unique position, as a new authority with a significant asset transfer, and has had to exercise particular financial diligence since its exception.  The provision of annual year-end information provides new councillors with the opportunity to start becoming familiar with the overall financial framework for the Council.
22.1 The accounts and end of year bank reconciliation – the Council uses RBS software and has extended its software capacity. Reports go to Finance and Governance Committee and then Full Council throughout the year; the former scrutinises the reports in detail and makes recommendations to Full Council and has a budget working group that was crucial to review of current and future budgets.  
22.2  It is a requirement in law to be subject to Internal Audit and we use Trevor Brown. He provides a detailed report and you will be advised of the related RFO action plan. 

22.3  Urgent matters. Bank signatories need to be reviewed in light of the elections. Councillors might wish to have a tour of assets to aid familiarity. The Plaisir visit has been agreed and is part of the Twinning arrangements; a gift was given by Plaisir on their visit here last year. Fees need to be set for the year and Council has a policy on leisure fees which requires further discussion. A background paper will be provided.  
	The end of year accounts and bank reconciliation are attached. 
The Internal Audit report and Mr Brown’s statement are attached.

The AGAR will be projected at the meeting.



	23. 
	An urgent confidential item which will be taken along with any other such items within item 26, should Council so resolve to go into confidential session.
	


