Public Agenda Pack

Council Meeting

Thursday 10" March 2022



Caistor Town Council
Town Hall

14 High Street
Caistor

LN7 6TX

You are hereby summoned to attend the meeting of Planning Committee which will be held on Thursday 10 March 2022
commencing at 6.45 pm at the Caistor Town Hall.

The business to be dealt with at the meeting is listed in the agenda.

Members of the public may make representations, answer questions and give evidence at a meeting which they are entitled
to attend in respect of the business on the agenda. This must be done in the Public Questions item, and members of the
Public cannot interrupt the business of the meeting at other times, unless Standing Orders are suspended by the Chair of
the Council.

This council supports the rights of anyone to record this meeting but advises that anyone so recording cannot disrupt the
meeting, by means of the recording, and expresses the hope that the person (or persons) carrying out the recording have
obtained the necessary legal advice, for themselves, to ensure they understand the rights of anyone present who does not
wish to be filmed or recorded

Planning applications may be viewed online at https://planning.west-lindsey.gov.uk/planning/

Carl Thomas

Town Clerk

04/03/2022

AGENDA

1 To receive apologies and reasons for absence

2 To receive declarations of interest under the Localism Act 2011 - being any pecuniary or non-
pecuniary interest in agenda items not previously recorded on Members Register of Interests

3 To approve the minutes of the Planning Committee Meeting held on 10/02/22

4 To confirm planning decisions:-

a) Application Number 144358. Land at 15 Whitegate Hill, Caistor (Openreach).

Notice of intention to install 1no pole (7.2 metres in height) under Regulation 5 of the Electronic
Communications Code (Conditions and restrictions) (Amendment) Regulation 2017 — reference
PHG940SL). No observations/objections.

b) Application Number 141068. 24 South Street, Caistor (Mr and Mrs Kneale).
Request for confirmation of compliance with conditions 2, 3, 4 and 5 of planning permission 137944
granted 7 September 2018. Condition Discharge Partially.

c) Application Number 141068. 24 South Street, Caistor (Mr and Mrs Kneale).
Request for confirmation of compliance with conditions 2, 3, 4 (part) and 5 of listed building consent
137945 granted 7 September 2018. Condition Discharge Partially.

d) Application Number 144342. Wolds View Touring Park, 115 Brigg Road, Caistor LN7

6RX (Mark Simmonds Planning Services Ltd).

Request for a Screening Opinion for proposed extension of site further to the west and relocation of
the existing caravan storage area and reed bed system to allow the extension of the site for additional
holiday lodges. EIA (Environmental Impact Assessment) not required.



Planning Committee
10/03/2022

e) Application Number 143663. 11 Plough Hill, Caistor (Mr Wilkin).

Request for confirmation of compliance with conditions 1-7 of planning permission 141820 granted 11
August 2021. Condition discharged.

To discuss planning applications:-

a) Application Number 144379. 3 North Street, Caistor (Mr Neil and Mrs Ellen Knapton).

Request for confirmation of compliance with condition 2 of planning permission 144093 granted

26 January 2022.

b) Application Number 144461. 1 Millfields, Caistor (Mr and Mrs Day).

Planning application for removal of existing conservatory, erect 2 storey extension to the rear, convert
attic with installation of dormer windows to front.

c) Application Number 144449. Radley’s Mill, Whitegate Hill, Caistor (Mr John Hazen-

Smith).

Request for confirmation of compliance with conditions 3-12 of planning permission 142875 granted 9
July 2021.

d) Application Number 144513. Application Number 144449. Radley’s Mill, Whitegate Hill,

Caistor (Mr John Hazen-Smith).

Request for confirmation of compliance with conditions 3-8 of listed building consent 142876 granted
9 July 2021.

e) To discuss any additional planning applications received.



Town Hal

14 High Stree
Caisto

LN7 6T

Minutes of the Planning Committee held at 6.45 pm
at the Caistor Town Hall on 10 February 2022

Present: CliIr J. Wright, ClIr P. Richardson, ClIr J. Bowman, Clir S. Critten, Clir S. Gaughan (Chair), ClIr R. Lyus,
Clir M. Galligan, ClIr S. Hodson, CliIr J. Hughes, Clir C. Mackenzie, Clir A. Somerscales,

In Attendance: C Thomas (Clerk),

Members of public present: 2

1 To receive apologies and reasons for absence - Ref: 1027
Clirs Sizer, Davey

N

To receive declarations of interest under the Localism Act 2011 - being any pecuniary or non-pecuniary
interest in agenda items not previously recorded on Members Redgister of Interests - Ref: 1028
None

Iw

To approve the minutes of the Planning Committee Meeting held on 13/01/22 - Ref: 1029
It was resolved to approve the minutes as a true record.

Proposed: ClIr J. Wright Seconder: Clir A. Somerscales  For: 10 Against: 0 Abstain: 1

I~

To confirm planning decisions:- - Ref: 1030

a) Application Number 144093. 3 North Street, Caistor (Mr and Mrs Neil and Ellen Knapton). - Ref: 1031
Planning application to remove flat roof extension and extend bungalow to include erection of double garage,
replace windows and render property, and associated access and landscaping works. Granted time limit and
conditions.

b) Application Number 144085. Caistor Grammar School, Church Street, Caistor (Shona Buck). - Ref:
1032

Planning application for removal 3no existing mobile classrooms and the erection of a purpose-built two storey
classroom block. Granted time limit and conditions.

Application for lawful development certificate to confirm planning permission 136656 meets cr|ter|a for new build
and not conversion. Refused.

d) Application Number 144276. Land South of North Kelsey Road, Caistor (Mr Ben Gibson) - Ref: 1034
Request for screening opinion for proposed leisure and tourism development. County Matter - refer to LCC.

(3]

To discuss planning applications:- - Ref: 1035

a) Application Number 144324. The Beeches. 44 Nettleton Road. Caistor LN7 6NJ (Mr
and Mrs Hebdon). - Ref: 1036

Planning application for single side extension to form sun room, side extension with flat roof, larger terraced
areas and other internal and external alterations including increasing the size of the windows to the master
bedroom suite.

No objections

Notice of intention to install 1no pole (72 metres in height) under Regulatin 5 of the Electromc Communications
Code (Conditions and Restrictions)(Amendment) regulations 2017 - reference PHG940SL).
No objections

c) Application Number 144342. Wolds View Touring Park, 115 Brigg Road, Caistor (Mark Simmons
Planning) - Ref: 1038

Request for a Screening Opinion for proposed extension of site further to the west and relocation of the existing
caravan storage area and reed bed system to allow the extension of the site for additional holiday lodges.

No objections

These are draft minutes and have not been formally approved and adopted



Minutes of the Planning Committee held at 6.45 pm
at the Caistor Town Hall on 10 February 2022

d) Application Number 144233. Land at Brigg Road, Caistor (Mr Stevens). - Ref: 1039

Application for approval of reserved matters to erect 48no bungalows considering appearance, landscaping
layout and scale — following outline planning permission 136604 granted 22 January 2019.

Caistor Town Council objected to the original planning application (131181) in June 2016 and again in respect
of the re-submission (136604) in September 2017. Nothing has

changed and the council believe the points raised in the objections are still relevant today.

The council are particularly concerned regarding highway safety given the position of the highway
access/egress, which is approached from the west, the site is on a bend and in

summer is shaded by tree growth. Another major concern is waste water, sewage disposal and surface water;
placing 'conditions'; on the decision does not mean they will be complied with.

Caistor Town Council are of the opinion that Waterhills is not suitable for a housing development of any size.

e) To discuss any additional applications - Ref: 1040

None

Meeting closed at 7.00 pm

These are draft minutes and have not been formally approved and adopted



Caistor Town Council
Town Hall

14 High Street
Caistor

LN7 6TX

You are hereby summoned to attend the meeting of Caistor Town Council which will be held on Thursday 10 March 2022
commencing at 7.00 pm at the Caistor Town Hall.

The business to be dealt with at the meeting is listed in the agenda.

Members of the public may make representations, answer questions and give evidence at a meeting which they are entitled
to attend in respect of the business on the agenda. This must be done in the Public Questions item, and members of the
Public cannot interrupt the business of the meeting at other times, unless Standing Orders are suspended by the Chair of
the Council.

This council supports the rights of anyone to record this meeting but advises that anyone so recording cannot disrupt the
meeting, by means of the recording, and expresses the hope that the person (or persons) carrying out the recording have
obtained the necessary legal advice, for themselves, to ensure they understand the rights of anyone present who does not
wish to be filmed or recorded.

Carl Thomas

Town Clerk

04/03/2022

AGENDA

1 Apologies for absence & reasons given

2 To receive declarations of interest

3 Public Session (10 minutes)

4 Chairmans Report

5 To approve the draft minutes of Town Council meeting held on 10/02/22
6 Finance

a) To approave the Accounting Statements for period ending 28/02/22
b) To approve the Schedule of Payments
7 Reports from External bodies:-
a) Lincolnhsire Police
b) West Lindsey District Council.
c) Lincolnshire County Council
d) Caistor Cares
e) Caistor Goes
8 Reports from Committee's
a) Finance Committee
b) Employment & Personnel Committee
c) Market Committee
d) Economic Development Committee
e) Town Hall Management Committee
9 Clerks Report & Parish Matters



10

11

Caistor Town Council
10/03/2022

a) Co-option to two vacancies
b) CS&SC Kitchen

c) Committee Meetings

d) Christmas Lights

e) Policy Review:-Data Protection Policy
Dignity at Work Policy
GDPR Privacy Policy
Scheme of Delegation Policy
Social Media Policy

f) New councillor Code of Conduct

g) Review Tracking Report

Correspondence Received

a) ES - Damage to property from Church tree

b) Law Together - Injury claim on play area (June 2021)
Date of next meeting 14th April 2022



Minutes of the Caistor Town Council held at 7.00 pm
at the Caistor Town Hall on 10 February 2022

Present: ClIr J. Wright (Chair), ClIr P. Richardson, Clir J. Bowman, CliIr S. Critten, ClIr S. Gaughan, Clir R. Lyus,
Clir M. Galligan, ClIr S. Hodson, CliIr J. Hughes, ClIr C. Mackenzie, Clir A. Somerscales,

In Attendance: Carl Thomas, Clir T. Smith (LCC),

Members of public present: 4

1 Apologies for absence & reasons given - Ref: 995
Clir Sizer, Clir Davey

Clirs Bierley. Lawrence (WLDC)

The clerk announced that CliIr Sizer had tendered his resignation due to work commitments.

Town Hall

14 High Street

Caistor
LN7 6TX

2 To receive declarations of interest - Ref: 996
None
3 Public Session (10 minutes) - Ref: 997
One resident raised a question in respect of the legal matters. No comment could be made as the Police matter
was not yet closed. He also questioned the parking problem on Bank Lane which was clarified.
4 Chairmans Report - Ref: 998
Covid was still having an impact on civic functions.
Only one function had been attended being the High Sheriff's Legal Service on 25th January 2022.
5  To approve the draft minutes of Council meeting held on 13th January 2022 - Ref: 999
It was resolved to approve the minutes as a true record.
Proposed: ClIr S. Critten Seconder: ClIr A. Somerscales  For: 10 Against: 0 Abstain: 1
6  Finance - Ref: 1000

a) To approave the Accounting Statements for period ending 31/01/22 - Ref: 1001

The clerk had previously circulated the accounting statements ending 31/01/22.
It was resolved to approve these as a true record.

Proposed: ClIr J. Wright Seconder: CliIr S. Critten  All in favour

b) To approve the Schedule of Payments - Ref: 1002
It was resolved to approve the schedule of payments totalling £6220.30.

Proposed: Clir J. Bowman Seconder: Clir M. Galligan  All in favour

7 Reports from External bodies:- - Ref: 1003
a) Lincolnhsire Police - Ref: 1004

No report was available.

b) West Lindsey District Council. - Ref: 1005

Clir Bierley had circulated a report prior to the meeting.

c) Lincolnshire County Council - Ref: 1006

Clir Smith confirmed the pot hole repairs along Hersey Road and Navigation Lane and been completed and

further work was planned.

Councillors expressed concern at the state of the footpaths particularly along the A46 between Caistor Top
towards Nettleton; the cones to mark the missing drain covers alongt he A46 between Cabourne and Caistor

Top are almost invisible due to the dirt. Dirt and leaves on Rawlinson Avenue causing issues to mobility

scooters.

d) Caistor Cares - Ref: 1007

Coffee mornings in the Town Hall continue on Fri mornings. Chris Robey has retired due to ill health and Julia

These are draft minutes and have not been formally approved and adopted
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9

Minutes of the Caistor Town Council held at 7.00 pm
at the Caistor Town Hall on 10 February 2022

Whitaker has taken over as chair.

e) Caistor Goes - Ref: 1008

An event leading on from the beer festival will be held for the Queens jubilee celebrations with afternoon teas
being served. Steve Critten was thanked for being the treasurer and this role was now taken over by Jayne
Bowman.

Reports from Committee's - Ref: 1009
a) Finance Committee - Ref: 1010

Meetings were held with no matters arising.

b) Employment & Personnel Committee - Ref: 1011

No meetings had taken place.

c) Market Committee - Ref: 1012

Market was very quiet and volunteers were sought to put out and take in signage.

d) Economic Development Committee - Ref: 1013
No meetings had taken place.

e) Town Hall Management Committee - Ref: 1014

There was no matters arising.

Clerks Report & Parish Matters - Ref: 1015

a) Appointment of Internal Auditor - Ref: 1016

It was resolved to appoint Andy Hopkins as the Internal Auditor.

Proposed: Clir M. Galligan Seconder: Clir S. Critten  For: 10 Against: 0 Abstain: 1

b) Trees in Church Yard & Sports Ground - Ref: 1017

It was resolved to appoint contractor C to undertake tree surveys at the Sports ground and churchyard.
Proposed: Clir A. Somerscales Seconder: Clir J. Wright ~ For: 10 Against: 0 Abstain: 1

c) Town Hall car park makeover - Ref: 1018

The Clerk had circulated a proposal to give the Town Hall car park a makeover.
It was resolved to go ahead with the proposal up to a maximum budget of £2000 from reserves.

Proposed: Clir S. Critten Seconder: Clir J. Wright ~ For: 8 Against: 0 Abstain: 3
d) Market Place Clock - Ref: 1019

It was resolved to appoint Time Assured to maintain the Town clock at a cost of £145 per annum.
Proposed: Clir J. Wright Seconder: Cllr R. Lyus  All in favour

e) Street Name Change - Ref: 1020

There were no objections to the proposed name change of Mill View to Whitegate Rise.

f) New Caistor leaflet and town map. - Ref: 1021

A draft of the new Caistor leaflet and map were circulated. It was suggested to expand the map and change the
colour of text from green to an alternative colour.

h) Review Tracking Report - Ref: 1023

15568 - CCTV at Sports Ground
Pricing had been requested for CTC to take over the CCTV system. Prices would also being obtained for

alternative systems.

15627 - Welcome Back Fund
The Welcome Back Funding had now been exhausted. Caistor had received funding of £32407.

16482 - Highway Service - Volunteering Days
Highway Services had agreed to provide the labour to refurbish the play areas. CTC would need to purchase

These are draft minutes and have not been formally approved and adopted



Minutes of the Caistor Town Council held at 7.00 pm
at the Caistor Town Hall on 10 February 2022

paint and equipment to undertake the task. Quotes would also be obtained to repair/replace the play surface as
appropriate at the same time. Work was expected to commence in May.

17784 - Hersey Road
A public consultation on parking restrictions along Hersey Road was in progress and due to end in the next two

weeks. Parking restrictions are then likely to be put into place.

18950 - Neighbourhood Plan Steering Group
Further meetings had taken place and a questionnaire to start the process was in progress.

19218 - Car Parking Consultation
The Neighbourhood Plan Review would incorporate parking.

10 Correspondence Received - Ref: 1024
None received

11 Date of next meeting - 10th March 2022 - Ref: 1026
All items for the agenda by 3rd March 2022.

Meeting closed at 8.05 pm

These are draft minutes and have not been formally approved and adopted



Accounting Statements

Current Financial Year Ending 31/03/2022

Financial Period 01/04/2021 to 28/02/2022



Explanation of Variances

Contractors

Actual Total: 15103.60 Budget: 11570.04

Variation:

Addiitonal jobs underataken not allowed for in budget.

Other Staff Expenses
Actual Total: 49.40 Budget: 0.00

Locum clerk expenses not budgeted for

Hall Hire

Actual Total: 260.00 Budget: 0.00

Not budgeted for

Legal Fees
Actual Total: 5824.00 Budget: 0.00

Legal costs in burial matter not budgeted

Section 137

Actual Total: 50.00 Budget: 5000.04

Transfer this budget to Community Dev

Electricity - Market Place LN7 6TU
Actual Total: 124.45 Budget: 50.04

Budgeted £50

Electricity - South Street Park
Actual Total: 169.85 Budget: 0.00

Not budgeted

Electricity - Market Place LN7 6TL
Actual Total: 66.64 Budget: 0.00

Not budgeted

Electricity - Sports Ground

Actual Total: 151.28 Budget: 0.00
Not budgeted

Gas

Actual Total: 0.00 Budget: 0.00

Not budgeted

Variation:

Variation:

Variation:

Variation:

Variation:

Variation:

Variation:

Variation:

Variation:

-3533.56

-49.40

-260.00

-5824.00

4950.04

-74.41

-169.85

-66.64

-151.28

0.00

/3054.00%

/10000.00%

/10000.00%

/10000.00%

/-9900.00%

/14870.00%

/10000.00%

/10000.00%

/10000.00%

/10000.00%



Explanation of Variances

Water: Sports Ground
Actual Total: 150.50 Budget: 50.04

Budgeted £50

Water: Cemetery

Actual Total: 42.23 Budget:
Not budgeted

Projects

Actual Total: 450.00 Budget:

Marking out of Cornhill for parking not budgeted for

Equipment

Actual Total: 3062.09 Budget: 500.04

Variation:

Variation:

Variation:

Variation:

-100.46  /20076.00%

-42.23 /

-450.00 /

-2562.05 [51237.00%

New mowers purchased £2264. Repairs/maintenance of equipment totalling £672 YTD.

Market Place

Actual Total: 908.44 Budget: 500.04

Electrical work and repairs to christmas tree lights.

Variation: -408.40 /8167.00%



Summary of Income & Expenditure

Current Financial Year Ending 31/03/2022
Financial Period 01/04/2021 to 28/02/2022

End of year forecast auto
calculated based on actual year

Actual Variance Eoy  Domemerdedow !l
YTD Budget £ % Forecast where appropriate.

Income
Income: General
100  Precept 0 93900  -93900 -100 93900
140  Cemetery Income 5565 3100 2465 80 6071
120  Allotment Income 355 350 5 1 355
130  Market Rents 2701 1000 1701 170 2800
150  Caistor Sports & Social Club 1388 312 1076 345 1563
160 WLDC Street Cleaning 0 1404 -1404 -100 1404
170  Grass Cutting 1545 0 1545 100 1545
180 Grants 0 2665 -2665 -100 0
350 VAT Reclaimable 13935 0 -13935 100 13935
375  Town Hall 480 0 -480 100 480
199  Miscellaneous Income 3240 -3240 3240

Income: General Totals 29208 102731 -108833 -72 125293

Income Totals 29208 102731 -108833 -72 125293

Expenditure
Expense: General
500 Salaries 18131 27800 9669 -35 18187
503 PAYE & NI 628 2600 1972 -76 5983
501  Staff Travel & Benefits 0 0 0 100
502  Contractors 13860 11570 -2290 20 16477
509  Other Staff Expenses 49 0 -49 100 100
520  General Office 804 1000 196 -20 911
530  Hall Hire 220 0 -220 100 240
540 Insurance 3428 3535 107 -3 3428
550  Audit 760 850 90 -11 760
560  Subscriptions 40 500 460 -92 500
570  Training 155 500 345 -69 250
580  Election 0 0 0 100
581  Mayor Allowance 0 0 0 100
555  Professional Fees 11 1000 989 -99 1000
556 Legal Fees 5824 0 -5824 100 6500
590  Amenity Cut 1838 4100 2262 -55 3008
591  Public Rights of Way 0 550 550 -100
592  Parks 942 3000 2058 -69 1150
593  Sportsground 1528 3000 1472 -49 2047
594  Cemeteries/Church 1335 2000 665 -33 3240
595  Allotments 0 300 300 -100 300
610 Market 0 0 0 100
596  Community Orchard 78 160 82 -51 78
750  Section 137 50 5000 4950 -99 5000
650  Community Dev 10479 5000 -5479 110 5000
521  Telephone & Broadband 629 900 271 -30 620
700  Electricity - Market Place LN7 6TU 102 50 -52 105 136
701  Electricity - South Street Park 157 0 -157 100 218
702  Electricity - Market Place LN7 6TL 67 0 -67 100 114
703  Electricity - Sports Ground 151 0 -151 100 185
710 Gas 0 0 0 100 0
720  Water: Sports Ground 151 50 -100 201 226
721 Water: Cemetery 42 -42 50

722  Water: Allotments 0 0 50



Summary of Income & Expenditure

Current Financial Year Ending 31/03/2022
Financial Period 01/04/2021 to 28/02/2022

End of year forecast auto
calculated based on actual year
to date averaged over 11

Actual Variance EOY months manually adjusted
YTD Budget £ % Forecast where appropriate.

765  Play Park Refurbishment 0 500 500 -100 500
760  Projects 450 -450 450
597  Caistor Sports & Social Club 2533 3500 967 -28 3500
522  Town Hall 39 2500 2461 -98 2500
582  Civic 0 500 500 -100 500
601  Equipment 2986 500 -2486 497 3100
660 WLDC 0 1040 1040 -100 1040
598  Market Place 558 500 -58 12 250
603  Gritting & Snow Clearance 2150 2500 350 -14 2500
751  Community Development 1500 0 -1500 100
766 CCTV 0 3000 3000 -100 3000
799  Contingency 0 1200 1200 -100 1200
652  Grants & Donations 0 0 0

Expense: General Totals 71676 89205 17529 -20 94298

Expenditure Totals 71676 89205 17529 -20 94298



Bank Reconciliation

Balances as per bank statements as at 02/03/2022

Natwest Current Account 5003.68 98936.41
Natwest Business Reserve Account 93932.73
Unrepresented Payments & Receipts
Date Invoice Ref Type Description Credit Debit
Nett balance as at 02/03/2022 97661.03
Cash Book
General Reserves —
Openina Balance Bank 1 106333.36 144261.54
Earmarked Reserves
Openina Balance Bank 2 37928.18
CIL (Open plan 2340 + other) 5874.00 Obening Bal Bank 3 0.00
Elections (2022) 2050.00 penina Bafance San '
Parks equipment 100.00 Openina Balance Bank 4 0.00
South Street Park Millenium 100.00
Market Place trading 500.00
Market Place layout 1000.00
Sports Field fencin 500.00
P 9 Receipts in current year 32191.29
Sports and Social Club roof 1000.00 Payments in current year 74806.50
Sports and Socila Club 500.00 .
Youth Council 500.00 Cash Book Closing Balance 97661.03
EMR ?? 6250.00
Cash Reserves 12338.71




J. Marshall Funeral Directors

Outstanding Invoices

Report Date: 11/10/2020

Total
Outstanding Current 31-60 61-90 90+

30.00 30.00
30.00 30.00
60.00 60.00
30.00 30.00

500.00 500.00
30.00 30.00
30.00 30.00
30.00 30.00
30.00 30.00
30.00 30.00
30.00 30.00

830.00 830.00



This report is based on Payment Date

Budget Report - Income

Current Financial Year Ending 31/03/2022

Financial Period 01/04/2021 to 28/02/2022

Financial Year Ending 31/03/2022

Year 2020/21 al Q2 Q3 Variation
Details Budget Actual|| Budget Actual Actual Actual Actual YTD £ %
Income: General
Precept 93900 -93900 ?
Cemetery Income 3100 1735 1220 710 1900 5565 2465 79.52
Allotment Income 350 225 100 30 355 5 1.42
Market Rents 1000 736 800 778 386 2701 1701 170.07
Caistor Sports & Social Club 312 163 875 525 1563 1251 400.80
WLDC Street Cleaning 1404 2808 2808 1404 100.00
Grass Cutting 1545 1545 1545 100.00
Grants 2665 -2665 ?
VAT Reclaimable 13935 13935 -13935 100.00
Town Hall 520 -40 480 -480 100.00
Miscellaneous Income 360 1 2878 1 3240 -3240
Income: General Total 102731 3219 16056 7307 5610 32191 ? -69
Total 102731 3219 16056 7307 5610 32191 ? -69




This report is based on Payment Date

Budget Report - Expenditure

Current Financial Year Ending 31/03/2022
Financial Period 01/04/2021 to 28/02/2022

Financial Year Ending 31/03/2022

Year 2020/21 Q1 Q2 Q3 Variation
Details Budget Actual|| Budget Actual Actual Actual Actual YTD £ %

Expense: General
Salaries 27800 3001 9358 3768 2003 18131 9669 -35
PAYE & NI 2600 628 628 1972 -76
Staff Travel & Benefits 100
Contractors 11570 2088 4954 4576 3486 15104 -3534 31
Other Staff Expenses 49 49 -49 100
General Office 1000 163 319 323 804 196 -20
Hall Hire 120 100 40 260 -260 100
Insurance 3535 3428 3428 107 -3
Audit 850 360 400 760 90 -11
Subscriptions 500 35 5 40 460 -92
Training 500 155 155 345 -69
Election 100
Mayor Allowance 100
Professional Fees 1000 11 11 989 -99
Legal Fees 5809 15 5824 -5824 100
Amenity Cut 4100 1532 1226 2758 1342 -33
Public Rights of Way 550 550 -100
Parks 3000 22 436 484 192 1134 1866 -62
Sportsground 3000 184 1089 471 58 1802 1198 -40
Cemeteries/Church 2000 325 620 390 1335 665 -33
Allotments 300 300 -100
Market 100
Community Orchard 160 78 78 82 -51
Section 137 5000 50 50 4950 -99
Community Dev 5000 1010 1050 8419 10479 -5479 110
Telephone & Broadband 900 169 169 189 102 629 271 -30
Electricity - Market Place LN7 6TU 50 34 34 11 45 124 -74 149
Electricity - South Street Park 30 49 47 43 170 -170 100
Electricity - Market Place LN7 6TL 33 33 67 -67 100
Electricity - Sports Ground 43 46 19 43 151 -151 100
Gas 100
Water: Sports Ground 50 24 68 59 151 -100 201
Water: Cemetery 13 17 13 42 -42
Water: Allotments
Play Park Refurbishment 500 500 -100
Projects 450 450 -450
Caistor Sports & Social Club 3500 1323 772 130 308 2533 967 -28
Town Hall 2500 39 39 2461 -98
Civic 500 500 -100
Equipment 500 2037 826 156 43 3062 -2562 512
WLDC 1040 1040 -100
Market Place 500 182 350 376 908 -408 82
Gritting & Snow Clearance 2500 2150 2150 350 -14
Community Development 1500 1500 -1500 100
CCTV 3000 3000 -100
Contingency 1200 1200 -100
Grants & Donations

Expense: General Total 89205 10722 30943 21981 11161 74807 14399 -16




This report is based on Payment Date

Budget Report - Expenditure

Current Financial Year Ending 31/03/2022
Financial Period 01/04/2021 to 28/02/2022

Financial Year Ending 31/03/2022

Year 2020/21 Q1 Q2 Q3 Variation
Details Budget Actual|| Budget Actual Actual Actual Actual YTD £ %
Total 89205 10722 30943 21981 11161 74807 14399 -16




Sales Invoice Analysis

Current Financial Year Ending 31/03/2022

Financial Period 01/04/2021 to 28/02/2022

Invoice Payment Invoice

Date Date No Client Details Nett VAT Total
09/04/2021 09/04/202 80 605114 Bank Payment: Miscellaneous Income 50.00 50.00
09/04/2021 09/04/202 81 605114 Bank Payment: Miscellaneous Income 805.00 805.00
12/05/2021 12/04/202 82 Caistor Running Club Bank Payment: Caistor Sports & Social 52.00 52.00
12/05/2021 12/04/202 83 Caistor Hillside Bank Payment: Licence Fee 52.00 52.00
30/04/2021 30/04/202 79 Natwest Bank Bank Payment: Bank Interest 0.31 0.31
30/04/2021 30/04/202 84 Market Rent Bank Payment: Market Rents 31.50 31.50
30/04/2021 30/04/202 85 West Lindsey District Council Bank Payment: Miscellaneous Income 306.94 306.94
30/04/2021 30/04/202 86 Nat West Bank Bank Payment: Interest 0.31 0.31
01/05/2021 01/05/202 87 Bank Payment: 0.01 0.01
07/05/2021 07/05/202 88 Caistor Tennyson Tigers Bank Payment: Caistor Sports & Social 52.00 52.00
10/05/2021 10/05/202 89 Market Rents Bank Payment: Market Rents 236.75 236.75
20/05/2021 20/05/202 102 1 Bank Payment: Allotment Income 25.00 25.00
18/05/2021 23/05/202 o7 I - otrent Rent 25.00 25.00
18/05/2021 25/05/202 o I - oiment Rent 25.00 25.00
25/05/2021 25/05/202 103 Market Rents Bank Payment: Market Rents 131.25 131.25
18/05/2021 26/05/202 o1 I - otment Rent 25.00 25.00
28/05/2021 28/05/202 117  Nat West Bank Bank Payment: Interest 0.29 0.29
18/05/2021 01/06/202 o5 I 25.00 25.00
19/05/2021 02/06/202 101 (I - otment rent for the period 01/04/2021 25.00 25.00
09/06/2021 09/06/202 112 Market Rents Bank Payment: Market Rents 216.05 216.05
09/06/2021 09/06/202 113  Walking Football Bank Payment: Miscellaneous Income 52.00 52.00
09/06/2021 09/06/202 115 Overpayment Bank Payment: Caistor Sports & Social 6.50 6.50
10/06/2021 11/06/202 109 J.W. Varlow & Son 620.00 620.00
18/05/2021 17/06/202 oo 25.00 25.00
23/06/2021 23/06/202 118 Market Rents Bank Payment: Market Rents 120.75 120.75
23/06/2021 23/06/202 119 IR Bank Payment: Burial plot reservation 310.00 310.00
30/06/2021 30/06/202 120 Nat West Bank Bank Payment: Bank Interest 0.34 0.34
18/05/2021 11/07/202 o2 25.00 25.00
18/05/2021 11/07/202 o3 I 25.00 25.00
11/07/2021 11/07/202 124  Lincolnshire Co-operative Funeral 250.00 250.00
11/07/2021 11/07/202 125 I C -t =s direct bank payment -25.00 -25.00
11/07/2021 11/07/202 126 I C -t cue to direct bank payment -25.00 -25.00
11/07/2021 11/07/202 131 Lincolnshire Co-operative Funeral Credit on invoice 124 issued in error -250.00 -250.00
11/07/2021 13/07/202 123  Cliff Bradley and Sons 495.00 495.00
18/05/2021 15/07/202 os D 25.00 25.00
18/05/2021 15/07/202 9% I 25.00 25.00
18/05/2021 16/07/202 100 (I - otment rent for the period 01/04/2021 25.00 25.00
21/07/2021 21/07/202 133 Market Rents Bank Payment: Market Rents 252.50 252.50
15/06/2021 26/07/202 110 Co Op Funeralcare Interment of the late Mr Bryan Hornsby 180.00 180.00
09/07/2021 30/07/202 121 J. Naylor (Funeral Directors) Limited 360.00 360.00
30/07/2021 30/07/202 132 Nat West Bank Bank Payment: Bank Interest 0.31 0.31
11/07/2021 31/07/202 122  Co-Op Funeralcare Internment fee for the late Mr Brian 180.00 180.00
31/07/2021 31/07/202 174  Co-Op Funeralcare -180.00 -180.00
26/06/2021 04/08/202 116 Lincolnshire Co-Operative Funeral Care Interment of the late Edith Smith - Grave 185.00 185.00
18/08/2021 18/08/202 137 Market Rents Bank Payment: Market Rents 246.80 246.80
18/05/2021 25/08/202 os D 25.00 25.00
31/08/2021 31/08/202 138 Nat West Bank Bank Payment: Interest 0.33 0.33
07/09/2021 07/09/202 145 HMRC Bank Payment: VAT Reclaimable 13935.25 13935.25
22/09/2021 22/09/202 146 Market Rents Bank Payment: Market Rents 300.65 300.65
20/09/2021 23/09/202 142 Lincolnshire Co-Operative Funeral Care Memorial application - plot 335 Jenny 65.00 65.00
23/09/2021 23/09/202 143 Lincolnshire Co-Operative Funeral Care Credit of invoice 142 -65.00 -65.00
30/09/2021 30/09/202 159 Nat West Bank Bank Payment: Interest 0.31 0.31
02/10/2021 02/10/202 151  Opus Energy Bank Payment: Electricity - South Street 4517 4517
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Sales Invoice Analysis

Current Financial Year Ending 31/03/2022

Financial Period 01/04/2021 to 28/02/2022

Invoice Payment Invoice

Date Date No Client Details Nett VAT Total
04/10/2021 04/10/202 150 Caistor Goes Bank Payment: Return of grant 1010.00 1010.00
12/09/2021 08/10/202 140 Natwest Group 520.00 520.00
08/10/2021 15/10/202 147  Caistor Sports & Social Club 525.00 525.00
16/09/2021 18/10/202 141 Lincolnshire County Council 1544.83 1544.83
23/09/2021 25/10/202 144  Lincolnshire Co-Operative Funeral Care Memorial application x 2 - Mrs & Mrs 130.00 130.00
29/10/2021 29/10/202 155 Natwets Bank Bank Payment: Interest 0.30 0.30
01/11/2021 01/11/202 148 Caistor Sports & Social Club 175.00 175.00
03/11/2021 03/11/202 157 Market Rents Bank Payment: Market Rents 301.15 301.15
05/11/2021 05/11/202 158 Leake's Masonry Bank Payment: Memorial - A. Cressy 65.00 65.00
12/11/2021 12/11/202 160 HMRC Bank Payment: VAT Refund 1866.67 1866.67

23/11/2021 23/11/202 161 | R

23/11/2021 23/11/202 (. |
23/11/2021 23/11/202 (< | 500.00 500.00
30/11/2021 30/11/202 167 Nat West Bank Payment: Miscellaneous Income 0.65 0.65
01/12/2021 01/12/202 164 Caistor Sports & Social Club 01/12/21 - 31/12/21 Lease payment of 175.00 175.00
08/12/2021 08/12/202 168 Serenity Memorials Bank Payment: Memorial fee 15.00 15.00
09/12/2021 09/12/202 169 | EGN Bank Payment: Salary Overpayment 305.04 305.04
22/12/2021 22/12/202 170 Market Rents Bank Payment: Market Rents 377.25 377.25
31/12/2021 31/12/202 173  Nat West Bank Bank Payment: Bank Interest 0.87 0.87
24/12/2021 04/01/202 171 Caistor Sports & Social Club 175.00 175.00
04/01/2022 04/01/202 176  Adjustment Bank Payment: Electricity - Sports 12.14 12.14
13/01/2022 14/01/202 177  J.W. Emberson 2nd interment (ashes of his wife) 625.00 625.00
14/01/2022 14/01/202 179 Market Rents Bank Payment: Market Rents 183.15 183.15
25/01/2022 25/01/202 181 SM Bottles Bank Payment: Market Rents ?? 5.25 5.25
26/01/2022 26/01/202 182 BT Bank Payment: Telephone & Broadband 36.99 7.40 44.39
28/01/2022 28/01/202 184 Bank Payment: Market Rents 5.25 5.25
29/12/2021 31/01/202 172 Lincolnshire Co-Operative Funeral Care 150.00 150.00
31/01/2022 31/01/202 187 Natwest Group Bank Payment: Interest 0.84 0.84
23/01/2022 01/02/202 180 Caistor Sports & Social Club 175.00 175.00
27/01/2022 06/02/202 183 (I - cusivc Right of Burial - Plot 667 Right  500.00 500.00
08/02/2022 08/02/202 191 SM Bottles Bank Payment: Market Rents 5.25 5.25
15/02/2022 15/02/202 e 000 | Bank Payment: Cemetery Income 125.00 125.00
18/02/2022 18/02/202 195 J. Marshalls Bank Payment: Cemetery Income L. 500.00 500.00
21/02/2022 21/02/202 215 Market Rents Bank Payment: Market Rents 176.50 176.50
22/02/2022 22/02/202 205 30.00 30.00
22/02/2022 22/02/202 211 R - cclation of invoice 205 due to -30.00 -30.00
26/02/2022 26/02/202 216 SM Bottles Bank Payment: Market Rents 5.25 5.25
22/02/2022 28/02/202 204« 30.00 30.00
28/02/2022 28/02/202 220 Bank Payment: Market Rents 5.25 5.25
2 29547.95 740 29555.35



Expense Analysis

Current Financial Year Ending 31/03/2022

Financial Period 01/04/2021 to 28/02/2022

Invoice Payment Invoice

Date Date Ref Supplier/Payee Details Nett VAT Total
06/04/2021 06/04/202 343 Opus Energy Electricity 48.11 2.41 50.52
09/04/2021 09/04/202 344 Farm & Garden Machinery Bank Payment: Handyman Equipment 138.66 27.73 166.39
09/04/2021  09/04/202 46 R Bank Payment: Handyman wages 57.00 57.00
09/04/2021  09/04/202 347 West Lindsey District Council Bank Payment: Premises licence 10.50 10.50
09/04/2021  09/04/202 48 1R Bank Payment: Staff Expenses 49.40 49.40
09/04/2021  09/04/202 49 Bank Payment: Padlock for Millfields 22.00 22.00
09/04/2021  09/04/202 350 Nugent Pumps Bank Payment: Maintenance 184.24 36.85 221.09
12/04/2021 12/04/202 351 Information Commissioner Office Bank Payment: Annual fee 35.00 35.00
14/04/2021 14/04/202 352 Vodaphone Bank Payment: Telephone & Broadband 18.14 3.63 21.77
26/04/2021 26/04/202 353 BT Bank Payment: Broadband 36.99 7.40 44.39
30/04/2021 24/05/202 354 Southdale Service Station Fuel 10.00 2.00 12.00
28/02/2021 24/05/202 355 Southdale Service Station Fuel 57.27 11.46 68.73
31/03/2021 24/05/202 356 Southdale Service Station Fuel 15.21 3.05 18.26
12/04/2021 24/05/202 357 Caistor Farm & Garden Machinery Ride on Mower 1806.94 361.39 2168.33
21/04/2021 24/05/202 358 Caistor Farm & Garden Machinery Poly fingers for strimmer 9.20 1.84 11.04
30/04/2021  30/04/202 o« I -y - Aol 2021 M1 1321.79 1321.79
07/05/2021 24/05/202 366 LS Joinery repairs to roof at CS&SC 1290.00 1290.00
04/05/2021  04/05/202 367 Opus Energy Bank Payment: Electricity 47.93 2.40 50.33
18/05/2021  18/05/202 s6s G Bank Payment: Salaries 1321.79 1321.79
11/05/2021 11/05/202 369 HMRC Bank Payment: PAYE & NI 628.20 628.20
12/05/2021 12/05/202 370 Vodaphone Bank Payment: Telephone & Broadband 21.77 21.77
15/05/2021  15/05/202 371 R Bank Payment: Contractors 981.00 981.00
18/05/2021 18/05/202 373 Anglian Water Bank Payment: Water: Sports Ground 12.35 12.35
18/05/2021 18/05/202 374  Anglian Water Bank Payment: Water: Sports Ground 11.27 11.27
24/05/2021 24/05/202 375 Caistor Sports & Social Club Bank Payment: Keys 32.50 32.50
26/05/2021 26/05/202 382 BT Bank Payment: Telephone & Broadband 36.99 7.40 44.39
27/05/2021 27/05/202 383 Caistor Goes Bank Payment: Grants & Donations 1010.00 1010.00
28/05/2021  28/05/202 s« Bank Payment: Salary - May 2021 M2 1134.78 1134.78
03/06/2021  03/06/202 385 N Bank Payment: Contractors 1049.50 1049.50
03/06/2021  03/06/202 386 Opus Energy Bank Payment: Electricity 4511 2.26 47.37
08/06/2021 12/07/202 388 Cassells Limited Internal audit fees 360.00 72.00 432.00
31/05/2021 12/07/202 389 Southdale Service Station Fuel 30.86 6.17 37.03
08/06/2021 12/07/202 390 Caistor Town Hall Room hire 20/05/21 AGM 30.00 30.00
11/06/2021 12/07/202 391 Bridge Mcfarland LLP Legal services in respect of Andre 4840.80 4840.80
15/06/2021 12/07/202 393 ICCM Membership Fee 95.00 95.00
26/06/2021 26/06/202 394 BT Bank Payment: Telephone & Broadband 36.99 7.40 44.39
26/06/2021 12/07/202 395 Rialtas Business Solutions Ltd Alpha support contract 124.00 24.80 148.80
17/06/2021 12/07/202 396 Rialtas Business Solutions Ltd Alpha support contract credit -62.00 -12.40 -74.40
21/06/2021 12/07/202 397 The Cumbria Clock Company Caistor Church clock service 24/05/21 170.00 34.00 204.00
14/06/2021 14/06/202 398 Vodaphone Bank Payment: Telephone & Broadband 18.14 3.63 21.77
03/06/2021  12/07/202 399 Brian Hunter (Electrician) Electrical installation condition reports 213.00 42.60 255.60
17/05/2021 12/07/202 401 Caistor Farm & Garden Machinery Repairs to Stihl Strimmer 117.51 23.50 141.01
21/06/2021 12/07/202 402 Caistor Farm & Garden Machinery Lawn mower repairs 19.12 3.82 22.94
02/07/2021  12/07/202 4503 I -oconsc Claim 140.48 2810  168.58
12/06/2021  12/07/202 s0+ Expense Claim 9.97 9.97
02/07/2021  02/07/202 405 Opus Energy Bank Payment: Electricity: South Street 17.57 0.88 18.45
02/07/2021  02/07/202 406 Opus Energy Bank Payment: Electricity: Market Place 11.03 0.55 11.58
02/07/2021  02/07/202 407 Opus Energy Bank Payment: Electricity: Market Place 10.86 0.54 11.40
02/07/2021  02/07/202 408 Opus Energy Bank Payment: Electricity: Sports 13.85 0.69 14.54
29/06/2021  29/06/202 s00 Bank Payment: Salaries - June 2021 M3 1679.64 1679.64
30/06/2021 03/09/202 410 S R Thompson 6 months mole control on sports field 560.00 560.00
30/06/2021 23/08/202 411  Southdale Service Station Oil 43.12 8.63 51.75
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Expense Analysis

Current Financial Year Ending 31/03/2022

Financial Period 01/04/2021 to 28/02/2022

Invoice Payment Invoice

Date Date Ref Supplier/Payee Details Nett VAT Total
26/07/2021  26/07/202 412 BT Bank Payment: Broadband 36.99 7.40 44.39
04/07/2021 23/08/202 414  Caistor Town Hall Hire of Town Hall 40.00 40.00
20/07/2021  23/08/202 a5 I -oonsc Claim 22.08 442 26.50
05/07/2021  05/07/202 416 R Bank Payment: Contractors 1716.00 1716.00
14/07/2021 14/07/202 430 Vodaphone Bank Payment: Telephone & Broadband 18.14 3.63 21.77
15/07/2021  15/07/202 431 N Bank Payment: Salaries 190.60 190.60
22/07/2021  29/07/202 432 Glendale Countryside Services Parks 461.77 92.35 554.12
22/07/2021 29/07/202 433 Glendale Countryside Services Amenity Cut 598.28 119.66 717.94
22/07/2021 29/07/202 434 Glendale Countryside Services Amenity Cut 630.85 126.17 757.02
17/07/2021 23/07/202 435 Tailored Highway Support Training for Caistor Goes 1050.00 210.00 1260.00
22/07/2021 23/08/202 436 Bridge Mcfarland LLP Interim invoice 418.20 418.20
28/06/2021 23/08/202 437 Caistor Farm & Garden Machinery Repairs to grass cutter 90.00 18.00 108.00
01/06/2021  23/08/202 438 Caistor Farm & Garden Machinery Repair to mower 59.86 11.57 71.43
09/06/2021 23/08/202 439 Caistor Farm & Garden Machinery Repairs to strimmer 18.92 3.78 22.70
01/06/2021 23/08/202 440 Caistor Farm & Garden Machinery New mower 458.33 91.67 550.00
27/07/2021 27/07/202 441  Pul Sellars Bank Payment: Supply & Fit New Front 750.00 150.00 900.00
29/07/2021 29/07/202 w7 R Bank Payment: Salaries July 2021 M4 1154.21 1154.21
02/08/2021 02/08/202 449 Opus Energy Bank Payment: Electricity : Market 11.36 0.57 11.93
02/08/2021 02/08/202 450 Opus Energy Bank Payment: Electricity: Sports 15.49 0.77 16.26
02/08/2021 02/08/202 451 Opus Energy Bank Payment: Electricity: South Street 16.23 0.81 17.04
02/08/2021 02/08/202 452  Opus Energy Bank Payment: Electricity: Market Place 11.23 0.56 11.79
09/07/2021  23/08/202 455  Wilkin Chapman Legal charges in respect of Mr R.P. 550.00 110.00 660.00
31/07/2021 23/09/202 456 Southdale Service Station Fuel / Oil 4410 8.82 52.92
03/08/2021 23/09/202 457  Caistor Town Hall Town Hall hire 50.00 50.00
03/08/2021 18/08/202 458 Wave Water 12.58 12.58
03/08/2021 18/08/202 459 Wave Water 67.91 67.91
26/08/2021 26/08/202 460 BT Bank Payment: Broadband 36.99 7.40 44.39
05/08/2021  05/08/202 s61 R Bank Payment: Contractors 1904.00 1904.00
12/08/2021 12/08/202 462 Vodaphone Bank Payment: Telephone & Broadband 21.77 21.77
25/08/2021 23/08/202 467 Caistor Farm & Garden Machinery VAT adjustment 0.40 0.40
21/07/2021  23/09/202 472 Caistor Farm & Garden Machinery Fingers 9.46 1.89 11.35
21/07/2021 23/09/202 473 Caistor Farm & Garden Machinery Fingers 9.46 1.89 11.35
10/08/2021 23/09/202 474  Caistor Town Hall Town Hall - Caistor Goes training event 50.00 50.00
27/08/2021  27/08/202 475 R Bank Payment: Salaries August 2021 1154.21 1154.21
01/09/2021 25/10/202 481 Caistor Town Hall 12/08/20 room hire 20.00 20.00
31/08/2021 25/10/202 482 Southdale Service Station Fuel 19.91 3.99 23.90
10/09/2021  25/10/202 484 PKEF Littlejohn External audit fee 400.00 80.00 480.00
26/09/2021 26/09/202 485 BT Bank Payment: Town Hall Broadband 36.99 7.40 44.39
30/08/2021 25/10/202 488 Glendale Countryside Services Grass cutting 461.77 92.35 554.12
21/09/2021 25/10/202 489 GM Road Markings Marking out of Cornhill 450.00 90.00 540.00
02/09/2021  02/09/202 490 Opus Energy Bank Payment: Electricity - Market 11.18 0.56 11.74
02/09/2021  02/09/202 491 Opus Energy Bank Payment: Electricity - Market 11.23 0.56 11.79
02/09/2021  02/09/202 492  Opus Energy Bank Payment: Electricity - Sports 16.04 0.80 16.84
02/09/2021 02/09/202 493 Opus Energy Bank Payment: Electricity - South Street 16.24 0.81 17.05
03/09/2021 03/09/202 495  Zurich Insurance Bank Payment: Insurance 3427.79 3427.79
06/09/2021  06/09/202 s N Bank Payment: Contractors 1290.00 1290.00
14/09/2021 14/09/202 497 Vodaphone Bank Payment: Telephone & Broadband 18.14 3.63 21.77
20/09/2021 20/09/202 s08 Bank Payment: Salaries 4570.06 4570.06
30/08/2021 25/10/202 502 Carr Lane Nurseries Flowers 5819.48 232.78 6052.26
09/09/2021 25/10/202 503 Liam Marchant Plumbing & Heating Heating repairs at Ciatsor Sports & 130.00 130.00
30/09/2021 25/10/202 504 Southdale Service Station Fuel 30.20 6.05 36.25
04/10/2021  04/10/202 506 Opus Energy Bank Payment: Electricity - Market 10.85 0.54 11.39
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Expense Analysis

Current Financial Year Ending 31/03/2022

Financial Period 01/04/2021 to 28/02/2022

Invoice Payment Invoice

Date Date Ref Supplier/Payee Details Nett VAT Total
04/10/2021  04/10/202 507 Opus Energy Bank Payment: Electricity - Sports 17.78 0.89 18.67
04/10/2021  04/10/202 508 Opus Energy Bank Payment: Electricity - South Street 4517 2.26 47.43
08/10/2021 25/10/202 509 Expense Claim 291.81 22.52 314.33
21/09/2021 25/10/202 510 Expense Claim 57.94 11.59 69.53
30/09/2021 30/09/202 511 Bank Payment: Salary - September 1154.21 1154.21
03/10/2021 12/11/202 513 Caistor Town Hall Town Hall Hire - 28/09/21 40.00 40.00
12/10/2021  12/11/202 514 Ben Legard Estate Chirstmas Tree 350.00 350.00
30/09/2021 12/11/202 515 Caistor Farm & Garden Machinery Repairs to BMC Friskney Fox P20 56.00 11.20 67.20
11/09/2021  12/11/202 516 Caistor Farm & Garden Machinery Fingers 9.46 1.85 11.31
26/10/2021 26/10/202 517 BT Bank Payment: Telephone & Broadband 36.99 7.40 44.39
01/10/2021  01/10/202 518 | EGNR Bank Payment: Contractors 1516.00 1516.00
04/10/2021 04/10/202 519 Burton & Dyson Bank Payment: ?? S/O 15.00 15.00
02/10/2021  02/10/202 520 Opus Energy Bank Payment: Electricity - South Street 4517 2.26 47.43
25/10/2021  25/10/202 523 | Bank Payment: Cemetery plot refund 620.00 620.00
13/10/2021  13/10/202 527 Vodaphone Bank Payment: Telephone & Broadband 18.14 3.63 21.77
27/10/2021  27/10/202 532 Caistor Lions Bank Payment: Grants & Donations 2500.00 2500.00
29/10/2021  12/11/202 533 Glendale Countryside Services Verges 461.77 92.35 554.12
29/10/2021  29/10/202 534 | EGEGEGNR Bank Payment: Salaries 1154.21 1154.21
03/11/2021  03/11/202 535 | EGNR Bank Payment: Contractors 1676.00 1676.00
02/11/2021  12/11/202 536 Caistor Town Hall Hire of Town Hall 14/10/21 20.00 20.00
01/11/2021  01/11/202 537 Lincolnshire Association of Local Councillors Training - S. Hodson 55.00 11.00 66.00
01/11/2021  01/11/202 538 Lincolnshire Association of Local Chairman Workshop - J. Bowman 22.50 22.50
25/11/2021 25/11/202 539 BT Bank Payment: Town Hall Broadband 36.99 7.40 44.39
12/11/2021  12/11/202 544  Vodaphone Bank Payment: Telephone & Broadband 18.14 3.63 21.77
02/11/2021  13/12/202 545 Caistor Town Hall Town Hall hire 20.00 20.00
31/10/2021  13/12/202 546 Southdale Service Station Fuel 10.83 217 13.00
03/11/2021  18/11/202 547 Wave Water at cemetery 17.07 17.07
03/11/2021  18/11/202 548 Wave Water at Sports Ground 58.97 58.97
16/11/2021  13/12/202 549 Lincolnshire Association of Local Training: Council Procedures (Stephen 55.00 11.00 66.00
30/09/2021  13/12/202 550 Glendale Countryside Services Verge grass cutting 923.54 184.71 1108.25
23/11/2021  13/12/202 553 Play Inspection Company Inspection of play areas 315.00 63.00 378.00
26/11/2021  26/11/202 554 Bank Payment: November Salary 1459.25 1459.25
26/11/2021  26/11/202 556 Tamar Telecom Bank Payment: Telephone & Broadband 5.99 5.99
29/11/2021  13/12/202 557 Lincolnshire Association of Local New Councillor Training : Stephen 22.50 4.50 27.00
01/12/2021 01/12/202 558 Bank Payment: Contractors 1384.00 1384.00
01/12/2021 01/12/202 559 Bank Payment: Parks 18.00 18.00
30/11/2021  13/12/202 560 Southdale Service Station Fuel for November 2021 6.66 1.34 8.00
03/12/2021 14/01/202 561 Caistor Town Hall Thurs 04/11 40.00 40.00
08/12/2021 08/12/202 562 Earth Bound Misfits 'Bah Humbug' at Christmas light switch 100.00 100.00
08/12/2021  08/12/202 563 Earth Bound Misfits paid from market cash on christmas light -100.00 -100.00
12/12/2021 12/12/202 564 Tamar Telecom Bank Payment: Telephone & Broadband 9.99 2.00 11.99
01/11/2021  01/11/202 572  Lincolnshire Association of Local Chairman Workshop - J. Bowman -22.50 -22.50
01/11/2021  01/11/202 573 Lincolnshire Association of Local Chairman Workshop - J. Bowman 22.50 4.50 27.00
14/12/2021  14/12/202 575 Vodaphone Bank Payment: Telephone & Broadband 18.14 3.63 21.77
29/12/2021  29/12/202 576 BT Bank Payment: Telephone & Broadband 36.99 7.40 44.39
30/12/2021 30/12/202 577 | R Bank Payment: Salaries 1154.21 1154.21
03/01/2022  03/01/202 57 | EGEGR Bank Payment: Contractors 1256.00 1256.00
04/01/2022 04/01/202 579 Opus Energy Bank Payment: Electricity - Market 11.74 0.59 12.33
04/01/2022 04/01/202 580 Opus Energy Bank Payment: Electricity - Sports 30.33 1.52 31.85
04/01/2022 04/01/202 581 Opus Energy Bank Payment: Electricity - South Street 19.65 0.98 20.63
05/01/2022 14/01/202 582 Len Hope Plumbing & Heating Heating repairs 220.00 220.00
01/01/2022  14/01/202 583 Caistor Town Hall Town Hall hire (02/12, 06/12, 09/12) 40.00 40.00
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Expense Analysis

Current Financial Year Ending 31/03/2022

Financial Period 01/04/2021 to 28/02/2022

Invoice Payment Invoice

Date Date Ref Supplier/Payee Details Nett VAT Total
03/01/2022  14/01/202 54 I -ocsc Claim 409.95 8.66  418.61
14/12/2021  14/01/202 587 Apex Services Gritting in Caistor 1400.00 280.00 1680.00
11/01/2022 11/01/202 588 Tamar Telecom Bank Payment: Telephone 4.99 1.00 5.99
12/01/2022 12/01/202 590 Vodaphone Bank Payment: Telephone & Broadband 18.14 3.63 21.77
26/01/2022 26/01/202 591 BT Bank Payment: Broadband at Town Hall 36.99 7.40 44.39
16/01/2022 12/02/202 597 Apex Services Gritting: 21/12, 05/01 and 07/01 750.00 150.00 900.00
26/01/2022 26/01/202 598 BT Bank Payment: Telephone & Broadband 36.99 7.40 44.39
27/01/2022 27/01/202 599 Earnshaws Fencing Centre Bank Payment: Postcrete for fence 88.17 17.63 105.80
27/01/2022  27/01/202 600 NG Expense Claim 411.00 7230  483.30
28/01/2022  28/01/202 602 |IIEGN Bank Payment: Salaries - Jan 21 M10 1154.21 1154.21
01/02/2022 01/02/202 603 Lincolnshire Fieldpaths Association Bank Payment: Subscriptions 5.00 5.00
01/02/2022  01/02/202 605 [IEGNG Bank Payment: Contractors 986.00 986.00
02/02/2022 02/02/202 606 Opus Energy Bank Payment: Electricity - Market 11.55 0.58 12.13
02/02/2022 02/02/202 607 Opus Energy Bank Payment: Electricity - South Street 10.24 0.51 10.75
02/02/2022 02/02/202 608 Opus Energy Bank Payment: Electricity - Sports 25.00 1.25 26.25
04/02/2022 04/02/202 609 Caistor Methodist Church Bank Payment: Grant 1500.00 1500.00
08/02/2022 08/02/202 612 West Lindsey District Council Bank Payment: Garden waste collection 234.00 234.00
08/02/2022 08/02/202 613 West Lindsey District Council Bank Payment: Garden Waste x 1 39.00 39.00
08/02/2022 08/02/202 614 West Lindsey District Council Bank Payment: Garden Waste x 4 156.00 156.00
12/02/2022 12/02/202 617 Tamar Telecom Bank Payment: Telephone & Broadband 4.99 1.00 5.99
13/02/2022  13/02/202 618 (IIIIGIGIGEGEEEEEEEEEE -ocsc Caim 24.96 2.99 27.95
14/02/2022 14/02/202 620 Turnbull & Co Bank Payment: Parks 147.31 29.46 176.77
28/02/2022 28/02/202 621 BT Bank Payment: Telephone & Broadband 36.99 7.40 44.39
18/02/2022 18/02/202 622 Wave / Anglian Water Bank Payment: Water: Cemetery 12.58 12.58
30/04/2021  30/04/202 623 I  s-o - Aol 2021 M1 - paid direct from  -1321.79 -1321.79
28/02/2022  28/02/202 624 |IEGNE Bank Payment: Salary Feb 22 M11 1154.21 1154.21
2 730311 3262.49 76293.59



Schedule of Payments

Invoice Invoice Total
Date Ref Supplier/Payee Details VAT Payment
01/02/2022 610 Caistor Town Hall Town Hall hire 0.00 40.00 [][]
24/01/2022 611 Lincolnshire Association of Local LALC Membership 0.00 558.10 D D
08/02/2022 612 West Lindsey District Council Bank Payment: Garden waste collection x 6 0.00 234.00 D D
08/02/2022 613 West Lindsey District Council Bank Payment: Garden Waste x 1 0.00 39.00 D D
08/02/2022 614 West Lindsey District Council Bank Payment: Garden Waste x 4 0.00 156.00 D D
12/02/2022 617 Tamar Telecom Bank Payment: Telephone & Broadband 1.00 5.99 D D
13/02/2022 618 [ IEGN Expense Claim 2.99 27.95 [1[7]
14/02/2022 620 Turnbull & Co Bank Payment: Parks 29.46 176.77 D D
28/02/2022 621 BT Bank Payment: Telephone & Broadband 7.40 44.39 D D
18/02/2022 622 Wave / Anglian W ater Bank Payment: Water: Cemetery 0.00 12.58 D D
28/02/2022 62+ [IIEGEGNE Bank Payment: Salary Feb 22 M11 000  1154.21 ][]
28/02/2022 625 HMRC PAYE Feb 22 M11 0.00 404.71 ][]
18/01/2022 626 Caistor Farm & Garden Machinery Servicing of Stiga Tornado mower 62.19 373.16 |:| |:|
14/02/2022 627 FedEx Import VAT - Party tent 120.44 133.19 (][]
02/03/2022 628 IIEGINE Bank Payment: Contractors 0.00  1244.00 [ ][]
02/03/2022 629 Opus Energy Bank Payment: Electricity - Market Place LN7 0.55 11.58 |:| |:|
6TU
02/03/2022 630 Opus Energy Bank Payment: Electricity - South Street Park 0.64 13.47 |:| |:|
02/03/2022 631 Opus Energy Bank Payment: Electricity - Market Place LN7 0.55 11.58 |:| |:|
6TU
TOTAL: 4640.68

Authorised Signatory

Authorised Signatory

Print Name

Print Name

Minute Ref

Date

Date




COMMITTEE MEETINGS

It has been a struggle to set up committee meetings on an ad hoc basis due to availability
of both councillors, myself and the Town Hall.

I'd therefore like to suggest that we have a set date each month for committee meetings
and as rooms at the Town Hall are proving somewhat problematic we have committee
meetings at the Arts & Heritage Centre.

| would therefore propose the following:-

Second Tuesday of each month is established for Committee Meetings which would then
lead into the Council meeting on the Thursday.

Jan
Feb
Mar
Apr
May
Jun
July
Aug
Sep
Oct
Nov
Dec

Finance

Economic Development (7 pm) / Market (8 pm)
Finance

Personnel

Finance

Economic Development (7 pm) / Market (8 pm)
Finance

Personnel

Finance

Economic Development (7 pm) / Market (8 pm)
Finance

Personnel

This does not need to say a meeting of the committee should be held. If there is no need to
meet than no meeting will take place at the discretion of the Committee Chairman.

Any additional meetings could be held as necessary such as Neighbourhood Plan Steering
Group or any working parties established.

Carl Thomas

21° February 2022



DATA PROTECTION POLICY

Caistor Town Council

This policy should be read in conjunction with the GDPR — Data Privacy Policy
Introduction

The Town Council holds and processes information about employees, Councillors, residents and
customers, and other data subjects for administrative and commercial purposes. When handling
such information, the Town Council, and all staff or others who process or use any personal
information, must comply with the Principles which are set out in the General Data Protection
regulations and the Data Protection Act 1998 (the Act). In summary these state that personal data
shall:

e be processed fairly and lawfully;

e be obtained for a specified and lawful purpose and shall not be processed in any manner
incompatible with the purpose;

e be adequate, relevant and not excessive for the purpose;

e be accurate and up-to-date;

e not be kept for longer than necessary for the purpose;

e be processed in accordance with the data subject’s rights;

¢ be kept safe from unauthorised processing, and accidental loss, damage or destruction;

e not be transferred to a country outside the European Economic Area, unless that country
has equivalent levels of protection for personal data, except in specified circumstances.

Definitions

Staff, Councillors, residents and customers and other data subjects may include past, present and
potential members of those groups.

Other data subjects and third parties may include contractors, suppliers, contacts, referees, friends
or family members.

Processing refers to any action involving personal information, including holding, obtaining,
recording, using or storing.
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Notification of Data Held

The Town Council shall notify all staff and Councillors, residents and customers and other relevant
data subjects of the types of data held and processed by the Town Council concerning them, and
the reasons for which it is processed. The information which is currently held by the Town Council
and the purposes for which it is processed are set out in the Appendix 1 to this Policy. When
processing for a new or different purpose is introduced the individuals affected by that change will
be informed and the Appendix 1 will be amended.

Staff Responsibilities
All staff shall:

e ensure that all personal information which they provide to the Town Council in connection
with their employment is accurate and up-to-date;

¢ inform the Town Council of any changes to information, for example, changes of address;

e check the information which the Town Council shall make available from time to time, in
written or automated form, and inform the Town Council of any errors or, where
appropriate, follow procedures for up-dating entries on computer forms.

Note: The Town Council shall not be held responsible for errors of which it has not been
informed.

When staff hold or process information about Councillors, residents and customers, colleagues or
other data subjects (for example, Councillors, residents and customers’ course work, pastoral files,
references to other academic institutions, or details of personal circumstances), they should
comply with Data Protection principles.

Staff shall ensure that:

o all personal information is kept securely;
e personal information is not disclosed either orally or in writing, accidentally or otherwise to
any unauthorised third party.

Unauthorised disclosure may be a disciplinary matter, and may be considered gross misconduct in
some cases.

When members of staff supervise Councillors, residents and customers doing work which involves
the processing of personal information, they must ensure that those Councillors, residents and
customers are aware of the Data Protection Principles, in particular, the requirement to obtain the
data subject’s consent where appropriate.
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Councillor and other Data Subject’s Responsibilities
All Councillors, residents and customers shall:

e ensure that all personal information which they provide to the Town Council is accurate and
up-to-date;

e inform the Town Council of any changes to that information, for example, changes of
address;

e check the information which the Town Council shall make available from time to time, and
inform the Town Council of any errors or, where appropriate, follow procedures for up-
dating entries on computer forms.

NOTE: The Town Council shall not be held responsible for errors of which it has not been
informed.

Rights to Access Information

Staff, Councillors, residents and customers and other data subjects in the Town Council have the
right to access any personal data that is being kept about them either on computer or in structured
and accessible files. Any person may exercise this right by submitting a request in writing to the
Town Clerk. This process is called a subject access request.

The Town Council will make a charge of £10 for each Subject Access Request under the Act.

The Town Council aims to comply with requests for access to personal information as quickly as
possible, but will ensure that it is provided within 40 days unless there is good reason for delay. In
such cases, the reason for the delay will be explained in writing by the Town Clerk to the data
subject making the request.

Subject Consent

In some cases, such as the handling of sensitive information or the processing of customer data,
the Town Council is entitled to process personal data only with the consent of the individual.
Agreement to the Town Council processing some specified classes of personal data is by
agreement with the customer, and a condition of employment for staff. (See Appendix 1)

Sensitive Information

The Town Council may process sensitive information about a person’s health, disabilities, criminal
convictions, race or ethnic origin, or trade union membership. For example, some jobs or courses
will bring the applicants into contact with children, including young people between the ages of 16
and 18, and the Town Council has a duty under the Children Act 1989 and other enactments to
ensure that members of staff are suitable for the job. The Town Council may also require such
information for the administration of the sick pay policy, the absence policy or the equal
opportunities policy.

The Town Council also asks staff for information about particular health needs, such as allergies to
particular forms of medication, or conditions such as asthma or diabetes. The Town Council will

Data Protection Policy Page F3 of F5

Adopted:
Review Date : Feb 2023



only use such information to protect the health and safety of the individual, for example, in the
event of a medical emergency.

The Data Processor and the Designated Data Processor

The Town Council (as a Corporate Body) is the data processor under the Act, and is ultimately
responsible for implementation. Information and advice about the holding and processing of
personal information is available from the Clerk to the Council.

Retention of Data

The Town Council will keep different types of information for differing lengths of time, depending on
legal and operational requirements.

Compliance

Compliance with the Act is the responsibility of all Councillors and members of staff. Any
deliberate or reckless breach of this Policy may lead to disciplinary and, where appropriate, legal
proceedings. Any questions or concerns about the interpretation or operation of this policy must be
taken up with the Town Clerk.

Any individual, who considers that the policy has not been followed in respect of the processing of
personal data about him or herself, must raise the matter with the Data Processor. If the matter is
not resolved it should be referred to the staff grievance or complaints procedure.

If the matter cannot be resolved then a complaint can be raised with the Information
Commissioners Office.

Telephone - 0303 123 1113
Email - casework@ico.org.uk

Address - Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire,
SK9 5AF
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Appendix 1

Town Council Information Processing
The Town Council processes data, including personal data, for the following purposes:

o Staff, Agent and Contractor Administration

Advertising, Marketing and Public Relations (no personal data is processed for this
purpose)

Accounts & Records

Staff Support Services

Research

Other Commercial Services

Publication of the Town Council magazines or newsletters

Crime Prevention and Prosecution of Offenders

Contractual Purposes
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DIGNITY AT WORK POLICY

Caistor Town Council

Purpose & Scope

Caistor Town Council is committed to ensuring that all employees and councillors are treated with
dignity and respect at work and to promoting a working environment that is free from all forms of
discrimination, bullying and harassment. This policy has been developed to give employees and
councillors who believe they have been subjected to bullying or harassment a route to raise a
complaint either formally or informally in order to resolve the situation. As part of its overall
commitment to equality the Council recognises the right of all employees and councillors to be
treated with dignity in all working relationships.

This is irrespective of the protected characteristics as outlined in the Equality Act 2010:

e Marriage & Civil Partnership e Pregnancy & Maternity
e Sexual Orientation e Gender Reassignment
e Sex e Disability
e Religion or Belief o Age
e Race

Objectives

The Council recognises its duty to ensure that all employees and councillors are aware of the
importance of a bullying and harassment free workplace. This policy informs employees of the types
of behaviour that are unacceptable. It is the duty of employees and councillors to implement and
comply with the policy. All employees and councillors carry responsibility for their own behaviour
and will be held accountable as such. This policy should be read in conjunction with the Council’s
policies on Grievance and Disciplinary handling as well as the Code of Conduct for Councillors.

The Legal Position

Caistor Town Council has a duty of care towards all their employees and a liability under the
Employment Rights Act 1996, the Health and Safety at Work Act 1974 and the Harassment Act
1997. If an employer fails to act reasonably with regard to this duty of care by allowing bullying or
harassment to continue unchallenged, an employee may decide to resign and claim ‘constructive
dismissal’ at an Employment Tribunal. Under the Equality Act 2010 bullying or harassment related
to one of the protected characteristics covered by the Act can be considered unlawful discrimination
which could lead to an Employment Tribunal claim for discrimination against the employer, the
council and the perpetrator(s) as individual named Respondents.
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Definitions

Bullying may be characterised as a pattern of offensive, intimidating, malicious, insulting or
humiliating behaviour; an abuse of this use of power or authority which tends to undermine an
individual or a group of individuals, gradually eroding their confidence and capability, which may
cause them to suffer stress.

Harassment is unwanted conduct that violates a person’s dignity or creates an intimidating, hostile,
degrading, humiliating or offensive environment. Both bullying and harassment are behaviours which
are unwanted by the recipient.

Bullying and harassment in the workplace can lead to poor morale, low productivity and poor
performance, sickness absence, lack of respect for others, damage to the Council’s reputation and
ultimately, Employment Tribunal or other court cases and payment of compensation.

Unacceptable behaviour

Examples of unacceptable behaviour are as follows; (this list is not exhaustive) spreading malicious
rumours, insulting someone, ridiculing or demeaning someone, exclusion or victimisation, unfair
treatment, overbearing supervision or other misuse of position or power, unwelcome sexual
advances, making threats about job security, deliberately undermining a competent worker by
overloading work and/or constant criticism, preventing an individual's promotion or training
opportunities.

Bullying and harassment may occur face-to-face, in meetings, through written communication,
including e-mail and social media, by telephone. It may occur on or off work premises, during work
hours or non-work time.

Penalties

Bullying and harassment are considered examples of serious misconduct which will be dealt with
through the Disciplinary Procedure at Gross Misconduct level and may result in summary dismissal
from the Council for employees or through referral to West Lindsey District Council as a
contravention of the Member’s Code of Conduct, which may result in penalties against the member
concerned. In extreme cases harassment can constitute a criminal offence and the Council should
take appropriate legal advice.

Process for Dealing with Complaints of Bullying and Harassment
Informal Approach

Anyone; employee, contractor, member or visitor, who feels he or she is being bullied or harassed
should try to resolve the problem informally, in the first instance. It may be sufficient to explain to the
person(s) involved in the unwanted behaviour that their conduct is unacceptable, offensive or
causing discomfort.
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Formal Approach

Employees : Where the employee feels unable to resolve the matter informally any complaint about
harassment or bullying can be raised confidentially and informally, initially with the Town Clerk or if
the matter involves the Town Clerk, with the Chair of the Personnel Committee. It may be appropriate
for the complaint to be put in writing after the initial discussion, which would then be dealt with in
accordance with the Council’s Grievance Policy.

Others : Any other party to the Council, other than an employee, who feels he or she is being bullied
or harassed should refer to the Council’'s Complaints Procedure if an informal approach cannot be
taken to resolve matters. If a complaint is regarding the conduct of a Councillor, this should be raised
with the Monitoring Officer at West Lindsey District Council, as included in the Complaints Procedure.
Once the matter is reported to the Monitoring Officer, the Town Council's formal role ceases.

Possible Outcomes

In cases where allegations are made regarding an employee of the Council, this may result in the
Council’s Disciplinary Procedure being invoked. The Monitoring Officer at ELDC will deal entirely
with any complaints involving the conduct of Councillors and will advise of and implement any
sanctions where required. In extreme cases, the Council may be required to refer details of any
harassment to the Police under the Protection from Harassment Act 1997.

False or Malicious Allegations

Intentionally false or malicious allegations of harassment or bullying which damage the reputation of
a fellow employee/member or other party to the Council, will not be tolerated and may be dealt with
as serious misconduct under the Disciplinary Procedure and/or a referral to the Monitoring Officer.

Responsibilities

Councillors and Council employees have a responsibility to ensure that their conduct towards others
does not harass or bully or in any way demean the dignity of others. If unacceptable behaviour is
observed then each individual can challenge the perpetrator and ask them to stop. The Council will
undertake to ensure that its members and employees adhere to the processes required by this policy
as deemed appropriate.
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‘GDPR - PRIVACY POLICY

Caistor Town Council

This policy has been issued by the Town Council in order to comply with the requirements of the
General Data Protection Regulations (GDPR) which came into force in May 2018.

Your Personal Data — What Is it ?

“Personal Data” is any information about a living individual, which allows them to be identified from
that data (for example a name, photograph, videos, email address or postal address). Identification
can be by directly using the personal data itself or by combining it with other information which helps
to identify a living individual. The processing of data is governed by legislation to personal data which
applies in the United Kingdom including the General Data Protection Regulations (the ‘GDPR’) and
other local legislation relating to personal data and rights such as the Human Rights Act.

Council Information

This privacy policy is provided to you by Caistor Town Council which is the data processor for your
data.

The Council’'s address is: Town Council
Caistor Town Council
Town Hall
14 High Street
Caistor
LN7 6TX

We will always respect the privacy of individuals who browse our website and leave contact details
with us. Please read our privacy policy carefully as it contains important information about what to
expect when we collect personal information about you and how we will use (“process”) that data.

Caistor Town Council does not track your activity as an individual.

The Council will process some or all of the following personal data where necessary
to perform its tasks:-

o Titles, names, aliases, photographs
e Contact details such as telephone numbers, addresses and email addresses
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The council will comply with data protection law. This says that the personal data we
hold about you must be:

Used lawfully, fairly and in a transparent way.

Collected only for valid purposes that we have clearly explained to you and not used in any
way that is incompatible with those purposes.

Relevant to the purposes we have told you about and limited only to those purposes.
Accurate and kept up to date.

Kept only as long as necessary for the purposes we have told you about.

Kept and destroyed securely including ensuring that appropriate technical and security
measures are in place to protect your personal data from loss, misuse, unauthorised access
and disclosure.

We use your personal data for some or all of the following purposes:-

To deliver public services including to understand your needs to provide the services that you request
and to understand what we can do for you and inform you of other relevant services;

To confirm your identity to provide some services;

To contact you by post, email and telephone;

To prevent and detect fraud and corruption in the use of public funds and where necessary
for the law enforcement functions;

To enable us to meet all legal and statutory obligations and powers including any delegated
functions

To promote the interests of the Council;

To maintain our own accounts and records;

To seek your views, opinions or comments;

To notify you of changes to our facilities, services, events and staff, councillors and role
holders;

To send you communications which you have requested and that may be of interest to you.
These may include information about campaigns, appeals, other new projects or initiatives;
To process relevant financial transactions including grants and payments for goods and
services suppled to the Council.

What is the legal basis for processing your personal data ?

The Council has always required a legal basis to processing personal data. The General Data
Protection Regulations include five lawful basis for local Councils. It is possible for more than one to
apply at the same time. The five basis are:-

Compliance with legal obligations: The Council is a Town Council and has certain powers and
duties. Most of your personal data is processed for compliance with a legal obligation which includes
the discharge of the Council’s statutory functions and powers. Sometimes when exercising these
powers or duties it is necessary to process personal data of residents or people using the Council’s
services. We will always take into account your interests and rights. This privacy policy sets out your
rights and the Council’s obligations to you in detail.
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Contractual Necessity: We may also process personal data if it is necessary for the performance
of a contract with you, or to take steps to enter into a contract.

Consent: Sometimes the use of your personal data requires your consent. On these occasions we
will first obtain your consent to that use.

Vital Interest: It is possible to process personal information to protect an individual without their
consent e.g. in a life or death situation where emergency contact information is needed.

Public Interest: When the Town Council is acting in the public interest , personal data may be
processed if it is necessary to undertake the tasks.

Sharing your personal data:-

The Council willimplement appropriate security measures to protect your personal data. This section
of the Privacy Policy provides information about the third parties with whom the Council may share
your personal data. These third parties also have an obligation to put in place appropriate security
measures and will be responsible to you directly for the manner in which they process and protect
your personal data. It is likely that we may need to share your data with some or all of the following
(but only when necessary):.

o West Lindsey District Council
e Lincolnshire County Council
e Contractors (such as contracted cleaning company)

We may need to share your personal data we hold with them so that they can carry out their
responsibilities to Caistor Town Council. If we work together for a joint purpose that involves your
personal data we are joint data controllers. This means those involved are all responsible to you for
how we process your data. If there is no joint purpose then each data controller is independent and
is individually responsible to you.

How long do we keep your personal data ?

We will keep some records permanently if we are legally required to do so. We may keep some other
records for an extended period of time. For example, it is current best practice to keep financial
records for a minimum period of eight years to support HMRC audits or provide tax information. We
may have legal obligations to retain some data in connection with our statutory obligations as a public
authority. The Council is permitted to retain data in order to defend or pursue claims. In some cases
the law imposes a time limit for such claims (for example 3 years for a personal injury claim or 6
years for contract claims). We will retain some personal data for this purpose as long as we believe
it is necessary to be able to defend or pursue a claim. In general, we will endeavour to keep data
only for as long as we need it. This means that we will delete it when it is no longer needed.

Your rights and your personal data

You have the following rights with respect to your personal data:-
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When exercising any of the rights listed below, in order to process your request, we may need to
verify your identity for your security. In such cases we will need you to respond with proof of your
identity before you can exercise these rights.

The right to be informed — e.g. through this policy. The right to access personal data we hold on you.
At any time you can request the data we hold on you as well as why we have it, who has access to
it and where it was obtained from. We will respond to requests within one month of receiving them.
There is no charge for the first request.

The right to correct and update the personal data we hold on you — If the data we hold on you is out
of date, incomplete or incorrect you can inform us and we will update it.

The right to have your personal data deleted — If you feel we should no longer be using it or are using
it unlawfully. When we receive your request we will then either confirm that it has been deleted or
explain why it cannot be deleted e.g. because we need it to comply with a legal obligation.

The right to object to processing of your personal data or to restrict it to certain purposes only — You
can request us to stop processing your data or ask to restrict what we do with it. When we receive
your request we will let you know if we are able to comply or if we have a legal obligation to continue.

The right to data portability — You can request that we transfer data to another controller. Where this
is feasible we will do this within one month of receiving your request.

The right to withdraw your consent — To the processing at any time for any processing of data to
which consent was obtained. Please use the contact details below to do this.

The right to lodge a complaint — with the Information Commissioner’s Office. You can contact the
Information Commissioners Office on 0303 123 1113 or via email to casework@ico.org.uk or by post
to Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF.

Use of cookies

Our website uses cookies to ensure it runs correctly. They are not used for tracking purposes but
just to hold site information for the duration of your browsing session. We do not use any third party,
tracking, advertising cookies.

Transfer of data abroad

Our website is accessible from overseas so on occasion some personal data (for example in a Town
magazine) may be accessed from overseas.

Further Processing

If we wish to use your data for a new purpose not covered by this privacy policy, then we will provide
you with a Privacy Notice explaining this new use prior to commencing the processing and setting
out the relevant purposes and processing conditions. Where and whenever necessary we will seek
prior consent to the new processing.
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Changes to this policy

We keep this Privacy Policy under regular review and we will place any updates on the Town Council
website.

Contact Details

Please contact us if you have any questions about this Privacy Policy or the personal data we hold
about you or to exercise all relevant rights, queries or complaints:

Data Processor
Caistor Town Council
Town Hall

14 High Street
Caistor

LN7 6TX
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SCHEME OF DELEGATION
POLICY

Caistor Town Council

This Scheme of Delegation authorises the Proper Officer and Responsible Financial Officer
(which may be one and the same person), Committees and Sub-committees and Working
Groups of the Council to act with delegated authority in the specific circumstances detailed.

1 Responsible Financial Officer Duties & Powers

The Town Clerk shall be the Responsible Financial Officer to the Council and shall be

responsible for the Town Council’'s accounting procedures, in accordance with the Accounts

and Audit Regulations in force at any given time.

2 Proper Officer Duties & Powers

2.1 The Town Clerk shall be the Proper Officer of the Council and as such is specifically
authorised to:

a) Receive declarations of acceptance of office;

b) Receive and record notices disclosing interests at meetings;

¢) Receive and retain plans and documents;

d) Sign notices, agreements, licences or other documents on behalf of the Council;

e) Receive copies of By-laws made by another local authority;

f)  Certify copies of By-laws made by the Council;

g) Sign and issue summonses to attend meetings of the Council;

h) Keep proper records for all Council Meeting;

i) Notify the Returning Officer of any casual vacancies and liaise with him regarding the
conduct of elections

2.2 In addition, the Town Clerk has the delegated authority to undertake the following matters on
behalf of the Council:

a) The day to day administration of services, together with routine inspection and control.

b) Day to day supervision, recruitment and control of all staff employed by the Council,
save where the Grievance & Discipline Procedures take precedence.

¢) Authorisation of routine expenditure within the agreed budgets.

d) Emergency or necessary expenditure up to £500 outside of the agreed budget.

e) Where, and only where Council cannot make a valid comment within the time frame, the
consideration, for consultation purposes, of minor planning applications in consultation
with 2 Councillors, (one of whom shall be the Chair or Vice Chair)

f)  Dealing with all press and public relations on behalf of the Council as per the adopted
Media Policy

2.3 Delegated actions of the Town Clerk shall be in accordance with Standing Orders, Financial

Regulations and this Scheme of Delegation and with directions given by the Council from

time to time.
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Council

3.1 The following matters are reserved to the Council for decision, notwithstanding that the
appropriate Committee(s) may make recommendations thereon for the Council’s
consideration:

a) Setting the Budget & Precept;

b) Borrowing money;

c) Making, amending or revoking Standing Orders, Financial Regulations or this Scheme of
Delegation.

d) Making, amending or revoking By-laws;

e) Making of Orders under any Statutory powers;

f)  Matters of principle or policy.

g) Nomination and appointment of representatives of the Council to any other authority,
organisation or body (excepting approved Conferences or meetings);

h) Authorising the incurring of expenditure not provided within the approved budget;

i)  Any proposed new capital undertaking;

j)  Prosecution or defence in a court of law;

k) Nomination or appointment of representatives of the Council at any inquiry on matters
affecting the Town, excluding those matters specific to a committee.

[) Creation of Committees and membership therein;

m) Consideration of eligibility to use the Power of Well Being;

n) Confirming the appointment of the Town Clerk

3.2 Sections 102 & 103 Local Government Act 1972 allows for the discharge of the Council’s
functions by a Committee, a Sub-Committee or an Officer of the Authority.

3.3 Committees and Sub Committees shall, at all times, act in accordance with the Council's
Standing Orders, Financial Regulations and this Scheme of Delegation where applicable and
may only be exercised where sufficient budgetary provision exists or can be varied from
which the approved budget of the Committee. The Committees must operate within the
statutory framework of powers and duties granted by way of rules, regulations, schemes,
statutes, by-laws or orders made and with any directions given by the Council from time to
time.

3.4 Committees, unless the Council otherwise directs, may arrange to devolve any of its
functions to one or more Sub-Committees or to Officers of the Council

3.5 Committees shall appoint a Chairman and Vice-Chairman at their first meeting following the
Annual Meeting of Council.

3.6 Committees shall meet within the timetable approved by the Council at its Annual Meeting.

3.7 The Minutes of the Committee Meetings shall be presented to the next meeting of Council for
adoption.
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3.8 Meetings shall be open to the public, although the Committee may resolve to exclude the
press and public under s1 Public Bodies (Admission to Meetings) Act 1960 only when the
following confidential matters are to be discussed:

a) Engagement, terms of service, conduct and dismissal of employees;

b) Terms of tenders, proposals and counter-proposals in negotiation for contracts;
c) Preparation for cases in legal proceedings; and

d) Early stages of any dispute.

3.9 Al members of the Council shall receive agendas and supporting papers of Council and all
Committees by e-mail except where it is not appropriate.(With the exception of Personnel,
where only the members shall receive correspondence and pink papers will be handed out in
person only and returned back to the Clerk). Members not on a committee will be treated as
if they were members of the public in meetings, but may remain through closed sessions at
the Chair’s discretion.

4  Urgent Matters

4.1 Inthe event of any matter arising which requires an urgent decision notwithstanding
delegated powers granted by paragraph 2.2 above the Town Clerk shall forthwith consult
with the Chairman and Vice-Chairman of the appropriate Committee (if the matter involves
expenditure not provided for in the annual budget) and those Members so consulted together
with the Town Clerk shall have delegated power to act on behalf of the Council in respect of
the particular matter then under consideration.

4.2 Before exercising the delegated powers granted by paragraph 3.3 above, those Members
consulted shall consider whether the matter is of sufficient interest to justify the summoning
of a Special Meeting of the appropriate Committee and where a meeting is so summoned
the Committee concerned shall have delegated power to act on behalf of the Council in
respect of the particular matter then under consideration.

4.3 Before exercising the delegated powers granted by paragraph 3.3 above, the Committee
concerned shall consider whether the matter is of sufficient importance to justify
recommending to the Chair that a Special Meeting of the Council should be called.

4.4 Whenever any action is taken under this Standing Order, full details of the circumstances
justifying the urgency and of the action taken shall be submitted in writing to the next
available meetings of the Committee concerned and of the Council.

4.5 The Committee may refer specific matters to the Council for a final decision if it so wishes.

5 Committees

5.1 Committees may be formed by resolution of the Council at any time and delegated powers
may be decided upon at the time the Committee is formed by means of a Terms of
Reference Policy adopted by Council.

6 Working Groups / Parties

6.1 Working Groups/Parties may be formed by resolution of the Council or a Committee at any
time. The work of such a Working Group/Party will be decided upon at the time it is formed
by means of a Minute detailing the Terms of Reference. Each Working Group/Party will
report back with recommendations to the Council or the Committee that formed it.
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SOCIAL MEDIA POLICY

Caistor Town Council

The aim of this policy is to set out a Code of Practice to provide guidance to Town councillors, council staff
and others who engage with the council using online communications, collectively referred to as social
media.

Social media is a collective term used to describe methods of publishing on the internet.

This policy covers all forms of social media and social networking sites which include (but are not limited
to):

e Town Council Website

e Facebook, Myspace and other social networking sites
e Twitter, Snapchat and other micro blogging sites

e Youtube and other video clips and podcast sites

e LinkedIn

e Bloggs and discussion forums

The use of social media does not replace existing forms of communication.

The principles of this policy apply to Town councillors, council staff and to others communicating with the
Town Council.

The policy sits alongside relevant existing polices which need to be taken into consideration. The current
Code of Conduct applies to online activity in the same way it does to other written or verbal
communication. Individual Town councillors and council staff are responsible for what they post in a council
and personal capacity.

In the main, councillors and council staff have the same legal duties online as anyone else but failure to
comply with the law may have more serious consequences.

Social media may be used to

e Publish information about the work of Caistor Town Council to a wider audience.

e Advertise dates of meetings, events and activities

e Good news stories linked to website or press pages

e Job Vacancies limited to advertisements only

e Re-tweet or share information from partner agencies such as Principal Authorities, Police, Library,
Health etc

e Announcing new information

e Post or Share information from other Town related community groups such as hall users, schools,
sports clubs, community groups and charities
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When using social media (including email) Town councillors and council staff must be mindful of the
information they post in both a personal and council capacity and keep the tone of any comments
respectful and informative.

Online content should be accurate, objective, balanced and informative. Town councillors and council staff
must not:

e hide their identity using false names or pseudonyms

e present personal opinions as those of the council

e present themselves in a way that might cause embarrassment to the council

e post content that is contrary to the democratic decisions of the council

e post controversial or potentially inflammatory remarks

e engage in personal attacks, online fights and hostile communications

e use an individual’s name unless given written permission to do so

e publish photographs or videos of minors without parental permission

e post any information that infringes copyright of others

e postany information that may be deemed libel

e post online activity that constitutes bullying or harassment

e bring the council into disrepute, including through content posted in a personal capacity

e post offensive language relating to race, sexuality, disability, gender re-assignment, age, marriage &
civil partnership, pregnancy and maternity, religion or belief, sex or sexual orientation

e conduct any online activity that violates laws, regulations or that constitutes a criminal offence

Publishing untrue statements about a person which is damaging to their reputation is libel and can result in
a court action and fine for damages. This also applies if someone else publishes something libellous on your
social media site. A successful libel claim will result in an award of damages against you.

Posting copyright images or text on social media sites is an offence. Breach of copyright will result in an
award of damages against you.

Publishing personal data of individuals without permission is a breach of Data Protection legislation is an
offence.

Publication of obscene material is a criminal offence and is subject to a custodial sentence.

Councillor’s views posted in any capacity in advance of matters to be debated by the council at a council or
committee meeting may constitute Pre-disposition, Predetermination or Bias and may require the
individual to declare an interest at council meetings.

Anyone with concerns regarding content placed on social media sites that denigrate Town councillors,
council staff or residents should report them to the Clerk of the Council.

Misuse of social media content that is contrary to this and other policies could result in action being taken.

The Council will appoint a nominated person as moderator of Town council social media output and be
responsible for posting and monitoring content to ensure it complies with the Social Media Policy.

The moderator will have authority to remove any posts made by third parties from council social media
pages which are deemed to be of a defamatory or libellous nature. This policy will be reviewed annually.
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Guildhall, Marshall’s Yard, Gainsborough, Lincolnshire, DN21 2NA

DISTRICT COUNCIL

To: Parish/Town Clerks Your contact for this matter is:
Name: Emma Redwood
Email:  monitoringofficer@west-lindsey.gov.uk

Tel: 01427 676591

Date: 2 March 2022

Dear Clerk
REQUEST TO ADOPT A NEW MODEL CODE OF CONDUCT

Back in 2018 the Government’'s Committee for Standards in Public Life (CSPL) undertook a
review of local government ethical standards and in 2019 published its report and findings.

The CSPL made a series of recommendations to the Government for legislative changes to be
made as well as a series of best practice recommendations for local authorities, considered as
a benchmark of good ethical practice.

The Government was expected to respond to the report in September 2019 setting out whether
or not it accepted some or all of the recommendations. A full response is still awaited.

However, one recommendation which did progress, was the recommendation that the Local
Government Association should create an updated model code in consultation with
representative bodies of Councillors and Officers across all tiers of local government.

Throughout the summer of 2020 national consultation was undertaken and this was something
West Lindsey District Council actively engaged with and promoted, with the final draft Code
approved by the LGA Board in December 2020 and launched at a series of events in January
2021.

The LGA Model Code and Supporting Guidance was presented to our Full Council Meeting in
November 2021, where District Council Members agreed to adopt and abide by the revised
Code.

The Report considered by that Council meeting can be viewed here https://democracy.west-
lindsey.gov.uk/documents/s26815/Adoption%200f%20a%20New%20Code%200f%20Condu
ct%20for%20Members.pdf and has a number of links to previous reports, outlining the rationale
for change, the benefits and the way the Code has been developed.

Council at their Meeting in November also recommended that the Monitoring Officer undertake
communication with all Parish Councils with a view to them also adopting the LGA Model Code
as their Parish’s Code of Conduct.


https://democracy.west-lindsey.gov.uk/documents/s26815/Adoption%20of%20a%20New%20Code%20of%20Conduct%20for%20Members.pdf
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The purpose of my letter is therefore to ask all Parish Council’s to pass a formal
resolution to adopt an amended code in favour of moving to the LGA Model Code.

The National Association of Local Councils (NALC), if it hasn’t already, will be withdrawing its
current Model Code, and promoting the LGA Model (West Lindsey Code) as the Standard by
which to work to.

We are asking that all Parishes particularly those currently on the Old West Lindsey
Code, or the model NALC Code to resolve to adopt the revised Code and its
supporting Guidance by not later than the end of June 2022.

A copy of the Code and the Guidance now adopted by West Lindsey is attached for your use

We fully appreciate that there are a few Parishes across the District, which decided to adopted
their own Codes (not NALC or WLDC) and whilst so long as these are in-line with the Nolan
Principles this is legal, we would strongly us all to be working to the same standards of
behaviour.

Whilst moving to the new Model Code of Conduct is not a mandatory requirement, and
arguably it places very few additional requirements on any Parish Council Members, who
adopted the West Lindsey Code, due to the significant revisions agreed in 2018, a national
single code for all elected members, with clear wording and additional guidance, working
examples and explanatory text is something the District Council believe should be welcomed.

A reasonable, clear, national standard for all can only be seen as an improvement.

Further benefits of adopting the LGA Code are:_
e Greater consistency of approach to standards cases
¢ Potential for higher standards of conduct
e Addresses specific areas of concern raised through the consultation
¢ Reduces levels of complexity around particular issues
e Introduces more robust safeguards needed to strengthen a locally determined system
e Importantly recognises that Councillors should be able to undertake their role without
being intimidated, abused, bullied or threatened by anyone including the general public.

This guidance will provide both those subject to the Code and those charged with assessing
complaints made under Code, with clear expectations and a commonly understood
interpretation; something it is considered has not been provided since the introduction of the
Localism Act.

On adoption of a new Code, Parishes will need to advise the Monitoring Officer of the date on
which your Council passed such a resolution.
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Furthermore, on adoption of a new Code each of your Parish Councillors will also need to sign
an “undertaking to abide by the Code of Conduct” and again these need to be returned
to the Monitoring Officer. The relevant form is attached.

Once your Parish Council has passed a resolution, notifications and the undertakings referred
to above should be returned to MonitoringOfficer@west-lindsey.gov.uk

| appreciate there is a lot information contained within this letter and will therefore be holding a
number of drop-in sessions, where Councillors / Parish Clerks can come along and ask any
guestions.

There will be three MS Team sessions, limited to 40 places on each, held on the following
dates, lasting for no longer than an hour and commencing at 6.30pm : -

31 March
5 April
6 April

| must stress that for those of you already on the West Lindsey “Old” Code — the changes are
minimal.

To register your interest in attending please e-mail committeeadmin@west-lindsey.gov.uk
providing the names of those wishing to book a place, the parish they represent and an e-mail
address for the electronic invite to be sent to.

Alternatively if you feel comfortable to proceed as a Council, please schedule an agenda item
and an upcoming Council meeting to adopt the New Code and let us know as when you have
done that.

Look forward to seeing you and/or hearing from you regarding your adoptions.

Yours sincerely

Emma Redwood
Monitoring Officer

encs
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West Lindsey District Council Members’ Code of Conduct
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Joint statement

The

role of councillor across all tiers of local government is a vital part of our country’s system of

democracy. It is important that as councillors we can be held accountable and all adopt the behaviours

and

responsibilities associated with the role. Our conduct as an individual councillor affects the

reputation of all councillors. We want the role of councillor to be one that people aspire to. We also
want individuals from a range of backgrounds and circumstances to be putting themselves forward to
become councillors.

As councillors, we represent local residents, work to develop better services and deliver local change.

The

public have high expectations of us and entrust us to represent our local area, taking decisions

fairly, openly, and transparently. We have both an individual and collective responsibility to meet these
expectations by maintaining high standards and demonstrating good conduct, and by challenging
behaviour which falls below expectations. Importantly, we should be able to undertake our role as a
councillor without being intimidated, abused, bullied, or threatened by anyone, including the general
public.
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This Code has been designed to protect our democratic role, encourage good conduct and safeguard
the public’s trust in local government.

Introduction

The Local Government Association (LGA) has developed this Model Councillor Code of Conduct, in
association with key partners and after extensive consultation with the sector, as part of its work on
supporting all tiers of local government to continue to aspire to high standards of leadership and
performance.

West Lindsey District Council resolved on 1 November 2021 to adopt the LGAs model Code in its
entirety.

All councils are required to have a local Councillor Code of Conduct.

The LGA will undertake an annual review of their Model Code to ensure it continues to be fit- for-
purpose, incorporating advances in technology, social media and changes in legislation.

West Lindsey District Council will consider any the recommendations from any such reviews and
adopt any changes it considers appropriate through its governance processes.

Definitions

For the purposes of this Code of Conduct, a “councillor” means a member or co-opted member of a
local authority or a directly elected mayor. A “co-opted member” is defined in the Localism Act 2011
Section 27(4) as “a person who is not a member of the authority but who

a) is a member of any committee or sub-committee of the authority, or;

b) is a member of, and represents the authority on, any joint committee or joint sub-committee of the
authority;

and who is entitled to vote on any question that falls to be decided at any meeting of that committee or
sub-committee”.

For the purposes of this Code of Conduct, “local authority” includes county councils, district councils,
London borough councils, parish councils, town councils, fire and rescue authorities, police authorities,
joint authorities, economic prosperity boards, combined authorities and National Park authorities.

Purpose of the Code of Conduct

The purpose of this Code of Conduct is to assist you, as a councillor, in modelling the behaviour that is
expected of you, to provide a personal check and balance, and to set out the type of conduct that could
lead to action being taken against you. It is also to protect you, the public, fellow councillors, local
authority officers and the reputation of local government. It sets out general principles of conduct
expected of all councillors and your specific obligations in relation to standards of conduct. The LGA
encourages the use of support, training and mediation prior to action being taken using the Code. The
fundamental aim of the Code is to create and maintain public confidence in the role of councillor and
local government.

General principles of councillor conduct

Everyone in public office at all levels; all who serve the public or deliver public services, including
ministers, civil servants, councillors and local authority officers; should uphold the Seven Principles of
Public Life, also known as the Nolan Principles.
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Building on these principles, the following general principles have been developed specifically for the
role of councillor.

In accordance with the public trust placed in me, on all occasions:

e | act with integrity and honesty

o | act lawfully

o | treat all personsfairly and with respect; and

e |lead by example and act in a way that secures public confidence in the role of councillor.

In undertaking my role:

o | impatrtially exercise my responsibilities in the interests of the local community

¢ | do notimproperly seek to confer an advantage, or disadvantage, on any person
¢ | avoid conflicts of interest

e | exercise reasonable care and diligence; and

e | ensure that public resources are used prudently in accordance with my local authority’s
requirements and in the public interest.

Application of the Code of Conduct

This Code of Conduct applies to you as soon as you sign your declaration of acceptance of the office
of councillor or attend your first meeting as a co-opted member and continues to apply to you until you
cease to be a councillor.

This Code of Conduct applies to you when you are acting in your capacity as a councillor
which may include when:

e yOU misuse your position as a councillor

e Your actions would give the impression to a reasonable member of the public with knowledge of
all the facts that you are acting as a councillor;

The Code applies to all forms of communication and interaction, including:

at face-to-face meetings

at online or telephone meetings

in written communication

in verbal communication

in non-verbal communication

in electronic and social media communication, posts, statements and comments.

You are also expected to uphold high standards of conduct and show leadership at all times when
acting as a councillor.

Your Monitoring Officer has statutory responsibility for the implementation of the Code of Conduct, and
you are encouraged to seek advice from your Monitoring Officer on any matters that may relate to the
Code of Conduct. Town and parish councillors are encouraged to seek advice from their Clerk, who
may refer matters to the Monitoring Officer.
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Standards of councillor conduct

This section sets out your obligations, which are the minimum standards of conduct required of you as a
councillor. Should your conduct fall short of these standards, a complaint may be made against you,
which may result in action being taken.

Guidance is included to help explain the reasons for the obligations and how they should be followed.

General Conduct

1. Respect

As a councillor:

e |treat other councillors and members of the public with respect
e |treat local authority employees, employees and representatives of partner organisations

and those volunteering for the local authority with respect and respect the role they play.

Respect means politeness and courtesy in behaviour, speech, and in the written word.

Debate and having different views are all part of a healthy democracy. As a councillor, you can
express, challenge, criticise and disagree with views, ideas, opinions and policies in a robust but civil
manner. You should not, however, subject individuals, groups of people or organisations to personal
attack.

In your contact with the public, you should treat them politely and courteously. Rude and offensive
behaviour lowers the public’s expectations and confidence in councillors.

In return, you have a right to expect respectful behaviour from the public. If members of the public are
being abusive, intimidatory or threatening you are entitled to stop any conversation or interaction in
person or online and report them to the local authority, the relevant social media provider or the police.
This also applies to fellow councillors, where action could then be taken under the Councillor Code of
Conduct, and local authority employees, where concerns should be raised in line with the local
authority’s councillor- officer protocol.

2. Bullying, harassment and discrimination

As a councillor:

e | do not bully any person
e Ido not harass any person

e | promote equalities and do not discriminate unlawfully against any person.

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as offensive,
intimidating, malicious or insulting behaviour, an abuse or misuse of power through means that
undermine, humiliate, denigrate or injure the recipient. Bullying might be a regular pattern of behaviour
or a one-off incident, happen face-to-face, on social media, in emails or phone calls, happen in the
workplace or at work social events and may not always be obvious or noticed by others.

The Protection from Harassment Act 1997 defines harassment as conduct that causes alarm or
distress or puts people in fear of violence and must involve such conduct on at least two occasions. It

Page 5 of 16



can include repeated attempts to impose unwanted communications and contact upon a person in a
manner that could be expected to cause distress or fear in any reasonable person.

Unlawful discrimination is where someone is treated unfairly because of a protected characteristic.
Protected characteristics are specific aspects of a person's identity defined by the Equality Act 2010.
They are age, disability, gender reassignment, marriage and civil partnership, pregnancy and
maternity, race, religion or belief, sex and sexual orientation.

The Equality Act 2010 places specific duties on local authorities. Councillors have a central role to play
in ensuring that equality issues are integral to the local authority's performance and strategic aims, and
that there is a strong vision and public commitment to equality across public services.

3. Impartiality of officers of the council
As a councillor:

e |donotcompromise, or attempt to compromise, the impartiality of anyone who works for,
or on behalf of, the local authority.

Officers work for the local authority as a whole and must be politically neutral (unless they are political
assistants). They should not be coerced or persuaded to act in a way that would undermine their
neutrality. You can question officers in order to understand, for example, their reasons for proposing to
act in a particular way, or the content of a report that they have written. However, you must not try and
force them to act differently, change their advice, or alter the content of that report, if doing so would
prejudice their professional integrity.

4. Confidentiality and access to information
As a councillor:

e |do notdisclose information:
a. givento mein confidence by anyone
b. acquired by me which | believe, or ought reasonably to be aware, is of
confidential nature, unless

i. I'have received the consent of a person authorised to give it;

ii. lam required by law to do so;

iii. the disclosure is made to a third party for the purpose of
obtaining professional legal advice provided that the third party agrees
not to disclose the information to any other person; or

iv. the disclosure is:

1. reasonable and in the public interest; and

2. madein good faith and in compliance with the reasonable
requirements of the local authority; and

3. | have consulted the Monitoring Officer prior to its release.

e Idonotimproperly use knowledge gained solely as aresult of my role as a
councillor for the advancement of myself, my friends, my family members,
my employer or my business interests.

e | do not prevent anyone from getting information that they are entitled to by
law.

Local authorities must work openly and transparently, and their proceedings and printed
materials are open to the public, except in certain legally defined circumstances. You should work on
this basis, but there will be times when it is required by law that discussions, documents and other
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information relating to or held by the local authority must be treated in a confidential manner. Examples
include personal data relating to individuals or information relating to ongoing negotiations.

5. Disrepute
As a councillor:

e |do not bring my role or local authority into disrepute.

As a Councillor, you are trusted to make decisions on behalf of your community and your actions and
behaviour are subject to greater scrutiny than that of ordinary members of the public. You should be
aware that your actions might have an adverse impact on you, other councillors and/or your local
authority and may lower the public’s confidence in your or your local authority’s ability to discharge
your/its functions. For example, behaviour that is considered dishonest and/or deceitful can bring your
local authority into disrepute.

You are able to hold the local authority and fellow councillors to account and are able to
constructively challenge and express concern about decisions and processes undertaken by the
council whilst continuing to adhere to other aspects of this Code of Conduct.

6. Use of position

As a councillor:

e |donotuse, or attempt to use, my position improperly to the advantage or disadvantage of
myself or anyone else.

Your position as a member of the local authority provides you with certain opportunities,
responsibilities, and privileges, and you make choices all the time that will impact others. However, you
should not take advantage of these opportunities to further your own or others’ private interests or to
disadvantage anyone unfairly.

7. Use of local authority resources and facilities

As a councillor:

e |do not misuse council resources
¢ | will, when using the resources of the local authority or authorising their use by others:
a. actin accordance with the local authority's requirements; and
b. ensure that such resources are not used for political purposes unless that use
could reasonably be regarded as likely to facilitate, or be
conducive to, the discharge of the functions of the local authority or of
the office to which | have been elected or appointed.

You may be provided with resources and facilities by the local authority to assist you in carrying out
your duties as a councillor.

Examples include:

o office support

e stationery

e equipment such as phones, and computers

e transport

e access and use of local authority buildings and rooms.
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These are given to you to help you carry out your role as a councillor more effectively and are not to be
used for business or personal gain. They should be used in accordance with the purpose for which
they have been provided and the local authority’s own policies regarding their use.

8. Complying with the Code of Conduct

As a Councillor:

| undertake Code of Conduct training provided by my local authority.
| cooperate with any Code of Conduct investigation and/or determination.
| do not intimidate or attempt to intimidate any person who is likely to be involved with the
administration of any investigation or proceedings.

e | comply with any sanction imposed on me following a finding that | have breached the
Code of Conduct.

It is extremely important for you as a councillor to demonstrate high standards, for you to have your
actions open to scrutiny and for you not to undermine public trust in the local authority or its
governance. If you do not understand or are concerned about the local authority’s processes in
handling a complaint you should raise this with your Monitoring Officer.

Protecting your reputation and the reputation of the local authority

9. Interests
As a councillor:

e |register and disclose my interests

Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and maintain a
register of interests of members of the authority.

You need to register your interests so that the public, local authority employees and fellow councillors
know which of your interests might give rise to a conflict of interest. The register is a public document
that can be consulted when (or before) an issue arises. The register also protects you by allowing you
to demonstrate openness and a willingness to be held accountable. You are personally responsible for
deciding whether or not you should disclose an interest in a meeting, but it can be helpful for you to
know early on if others think that a potential conflict might arise. It is also important that the public
know about any interest that might have to be disclosed by you or other councillors when making or
taking part in decisions, so that decision making is seen by the public as open and honest. This helps
to ensure that public confidence in the integrity of local governance is maintained.

You should note that failure to register or disclose a disclosable pecuniary interest as set out in Table
1, is a criminal offence under the Localism Act 2011.

Appendix B sets out the detailed provisions on registering and disclosing interests. If in doubt, you
should always seek advice from your Monitoring Officer.

10. Gifts and hospitality

As a councillor;:

e | do not accept gifts or hospitality, irrespective of estimated value, which could give rise to
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real or substantive personal gain or areasonable suspicion of influence on my part to show
favour from persons seeking to acquire, develop or do business with the local authority or
from persons who may apply to the local authority for any permission, licence or other
significant advantage.

e | register with the Monitoring Officer any gift or hospitality with an estimated value of at
least £50 within 28 days of its receipt.

e |register with the Monitoring Officer any significant gift or hospitality that | have been
offered but have refused to accept.

In order to protect your position and the reputation of the local authority, you should exercise caution in
accepting any gifts or hospitality which are (or which you reasonably believe to be) offered to you
because you are a councillor. The presumption should always be not to accept significant gifts or
hospitality. However, there may be times when such a refusal may be difficult if it is seen as rudeness
in which case you could accept it but must ensure it is publicly registered. However, you do not need to
register gifts and hospitality which are not related to your role as a councillor, such as Christmas gifts
from your friends and family. It is also important to note that it is appropriate to accept normal
expenses and hospitality associated with your duties as a councillor. If you are unsure, do contact your
Monitoring Officer for guidance.
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Appendices

Appendix A — The Seven Principles of Public Life
The principles are:

Selflessness
Holders of public office should act solely in terms of the public interest.
Integrity

Holders of public office must avoid placing themselves under any obligation to people or organisations
that might try inappropriately to influence them in their work. They should not act or take decisions in
order to gain financial or other material benefits for themselves, their family, or their friends. They must
disclose and resolve any interests and relationships.

Objectivity

Holders of public office must act and take decisions impartially, fairly and on merit, using the best
evidence and without discrimination or bias.

Accountability

Holders of public office are accountable to the public for their decisions and actions and must submit
themselves to the scrutiny necessary to ensure this.

Openness

Holders of public office should act and take decisions in an open and transparent manner. Information
should not be withheld fromthe public unless there are clear and lawful reasons for so doing.

Honesty
Holders of public office should be truthful.
Leadership

Holders of public office should exhibit these principles in their own behaviour. They should actively
promote and robustly support the principles and be willing to challenge poor behaviour wherever it
occurs.
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Appendix B Registering interests

Within 28 days of becoming a member or your re-election or re-appointment to office you must register
with the Monitoring Officer the interests which fall within the categories set outin Table 1 (Disclosable
Pecuniary Interests) which are as described in “The Relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012”. You should also register details of your other personal interests which fall
within the categories set out in Table 2 (Other Registerable).

“Disclosable Pecuniary Interest” means an interest of yourself, or of your partner if you are aware of
your partner's interest, within the descriptions set out in Table 1 below.

"Partner" means a spouse or civil partner, or a person with whom you are living as husband or wife,
or a person with whom you are living as if you are civil partners.

1.

Non

You must ensure that your register of interests is kept up-to-date and within 28 days of becoming
aware of any new interest, or of any change to a registered interest, notify the Monitoring Officer.

A ‘sensitive interest’ is as an interest which, if disclosed, could lead to the councillor, or a person
connected with the councillor, being subject to violence or intimidation.

Where you have a ‘sensitive interest’ you must notify the Monitoring Officer with the reasons why
you believe it is a sensitive interest. If the Monitoring Officer agrees they will withhold the interest
from the public register.

participation in case of disclosable pecuniary interest

Where a matter arises at a meeting which directly relates to one of your Disclosable Pecuniary
Interests as set out in Table 1, you must disclose the interest, not participate in any discussion or
vote on the matter and must not remain in the room unless you have been granted a
dispensation. If it is a ‘sensitive interest’, you do not have to disclose the nature of the interest,
just that you have an interest. Dispensation may be granted in limited circumstances, to enable
you to participate and vote on a matter in which you have a disclosable pecuniary interest.

[Where you have a disclosable pecuniary interest on a matter to be considered or is being
considered by you as a Cabinet member in exercise of your executive function, you must notify
the Monitoring Officer of the interest and must not take any steps or further steps in the matter
apart from arranging for someone else to deal with it ]

Disclosure of Other Registerable Interests

6.

Where a matter arises at a meeting which directly relates to the financial interest or wellbeing of
one of your Other Registerable Interests (as set out in Table 2), you must disclose the interest.
You may speak on the matter only if members of the public are also allowed to speak at the
meeting but otherwise must not take part in any discussion or vote on the matter and must not
remain in the room unless you have been granted a dispensation. If it is a ‘sensitive interest’,
you do not have to disclose the nature of the interest.

Disclosure of Non-Registerable Interests

7.

Where a matter arises at a meeting which directly relates to your financial interest or well-being
(and is not a Disclosable Pecuniary Interest set out in Table 1) or a financial interest or well-
being of a relative or close associate, you must disclose the interest. You may speak on the
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matter only if members of the public are also allowed to speak at the meeting. Otherwise you
must not take part in any discussion or vote on the matter and must not remain in the room
unless you have been granted a dispensation. If it is a ‘sensitive interest’, you do not have to
disclose the nature of the interest.

8. Where a matter arises at a meeting which affects -
8.1. your own financial interest or well-being;

8.2. a financial interest or well-being of a relative or close associate; or a financial interest or
wellbeing of a body included under Other Registrable Interests as set out in Table 2

you must disclose the interest. In order to determine whether you can remain in the meeting after
disclosing your interest the following test should be applied

9. Where a matter (referred to in paragraph 8 above) affects the financial interest or well-being

9.1. to a greater extent than it affects the financial interests of the majority of inhabitants of
the ward affected by the decision and;

9.2. a reasonable member of the public knowing all the facts would believe that it would
affect your view of the wider public interest

You may speak on the matter only if members of the public are also allowed to speak at the
meeting. Otherwise you must not take part in any discussion or vote on the matter and must not
remain in the room unless you have been granted a dispensation.

If it is a ‘sensitive interest’, you do not have to disclose the nature of the interest.

10. [Where you have an Other Registerable Interest or Non-Registerable Interest on a matter to be
considered or is being considered by you as a Cabinet member in exercise of your executive
function, you must notify the Monitoring Officer of the interest and must not take any steps or
further steps in the matter apart from arranging for someone else to deal with it]
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Table 1: Disclosable Pecuniary Interests

This table sets out the explanation of Disclosable Pecuniary Interests as set out in the Relevant Authorities
(Disclosable Pecuniary Interests) Regulations 2012.

Subject Description

Employment, office, Any employment, office, trade, profession or vocation carried on for

trade, profession or profit or gain.

vocation

Sponsorship Any payment or provision of any other financial benefit (other than from the

council) made to the councillor during the previous 12-month period for
expenses incurred by him/her in carrying out his/her duties as a councillor,
or towards his/her election expenses. This includes any payment or
financial benefit from a trade union within the meaning of the Trade Union
and Labour Relations (Consolidation) Act 1992.

Contracts Any contract made between the councillor or his/her spouse or civil partner
or the person with whom the councillor is living as if they were
spouses/civil partners (or a firm in which such person is a partner, or an
incorporated body of which such person is a director* or a body that such
person has a beneficial interest in the securities of*) and the council -

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

(b) which has not been fully discharged.

Land and Property Any beneficial interest in land which is within the area of the council. ‘Land’
excludes an easement, servitude, interest or right in or over land which
does not give the councillor or his/her spouse or civil partner or the person
with whom the councillor is living as if they were spouses/civil partners
(alone or jointly with another) a right to occupy or to receive income.

Licenses Any licence (alone or jointly with others) to occupy land in the area of the
council for a month or longer

Corporate tenancies Any tenancy where (to the councillor’s knowledge) -

() the landlord is the council; and

(b) the tenant is a body that the councillor, or his/her spouse or civil partner
or the person with whom the councillor is living as if they were spouses/
civil partners is a partner of or a director* of or has a beneficial interest in
the securities* of.

Securities Any beneficial interest in securities* of a body where -
(a) that body (to the councillor's knowledge) has a place of business or
land in the area of the council; and
(b) either -
(i) the total nominal value of the securities* exceeds £25,000 or one
hundredth of the total issued share capital of that body; or
(i) if the share capital of that body is of more than one class,
the total nominal value of the shares of any one class in which
the councillor, or his/ her spouse or civil partner or the person
with whom the councillor is living as if they were spouses/civil
partners have a beneficial interest exceeds one hundredth of
the total issued share capital of that class.

* ‘director’ includes a member of the committee of management of an industrial and provident society.
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* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a collective
investment scheme within the meaning of the Financial Services and Markets Act 2000 and other
securities of any description, other than money deposited with a building society.

Table 2: Other Registrable Interests

You must register as an Other Registerable Interest
a) any unpaid directorships

b) any body of which you are a member or are in a position of general control or
management and to which you are nominated or appointed by your authority

c) any body
a. exercising functions of a public nature
b. directed to charitable purposes or
c. one of whose principal purposes includes the influence of public opinion or policy
(including any political party or trade union)
of which you are a member or in a position of general control or management
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Appendix C —the Committee on Standards in Public Life

The LGA has undertaken this review whilst the Government continues to consider the
recommendations made by the Committee on Standards in Public Life in their report on Local
Government Ethical Standards. If the Government chooses to implement any of the recommendations,
this could require a change to this Code.

The recommendations cover:
e Recommendations for changes to the Localism Act 2011 to clarify in law when the
Code of Conduct applies
e The introduction of sanctions
e An appeals process through the Local Government Ombudsman
e Changes to the Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012
e Updates to the Local Government Transparency Code
o Changes to the role and responsibilities of the Independent Person

e That the criminal offences in the Localism Act 2011 relating to Disclosable Pecuniary Interests
should be abolished

The Local Government Ethical Standards report also includes Best Practice recommendations. These
are:

Best practice 1: Local authorities should include prohibitions on bullying and harassment in codes of
conduct. These should include a definition of bullying and harassment, supplemented with a list of
examples of the sort of behaviour covered by such a definition.

Best practice 2: Councils should include provisions in their code of conduct requiring councillors to
comply with any formal standards investigation and prohibiting trivial or malicious allegations by
councillors.

Best practice 3: Principal authorities should review their code of conduct each year and regularly
seek, where possible, the views of the public, community organisations and neighbouring authorities.

Best practice 4: An authority’s code should be readily accessible to both councillors and the public, in
a prominent position on a council’s website and available in council premises.

Best practice 5: Local authorities should update their gifts and hospitality register at least once per
quarter, and publish it in an accessible format, such as CSV.

Best practice 6: Councils should publish a clear and straightforward public interest test against which
allegations are filtered.

Best practice 7: Local authorities should have access to at least two Independent Persons.

Best practice 8: An Independent Person should be consulted as to whether to undertake a formal
investigation on an allegation, and should be given the option to review and comment on allegations
which the responsible officer is minded to dismiss as being without merit, vexatious, or trivial.

Best practice 9: Where a local authority makes a decision on an allegation of misconduct following a
formal investigation, a decision notice should be published as soon as possible on its website,
including a brief statement of facts, the provisions of the code engaged by the allegations, the view of
the Independent Person, the reasoning of the decision-maker, and any sanction applied.

Best practice 10: A local authority should have straightforward and accessible guidance on its website
on how to make a complaint under the code of conduct, the process for handling complaints, and
estimated timescales for investigations and outcomes.

Best practice 11: Formal standards complaints about the conduct of a parish councillor towards a
clerk should be made by the chair or by the parish council, rather than the clerk in all but exceptional
circumstances.
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Best practice 12: Monitoring Officers’ roles should include providing advice, support and management
of investigations and adjudications on alleged breaches to parish councils within the remit of the
principal authority. They should be provided with adequate training, corporate support and resources to
undertake this work.

Best practice 13: A local authority should have procedures in place to address any conflicts of interest
when undertaking a standards investigation. Possible steps should include asking the Monitoring
Officer from a different authority to undertake the investigation.

Best practice 14: Councils should report on separate bodies they have set up or which they own as
part of their annual governance statement and give a full picture of their relationship with those bodies.
Separate bodies created by local authorities should abide by the Nolan principle of openness and
publish their board agendas and minutes and annual reports in an accessible place.

Best practice 15: Senior officers should meet regularly with political group leaders or group whips to
discuss standards issues.

The LGA has committed to reviewing the Code on an annual basis to ensure it is still fit for
purpose.
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Guidance on Local Government Association Model Councillor
Code of Conduct

We are pleased to publish this supporting guidance which is aimed to help understanding and
consistency of approach towards the code. The code, together with the guidance, has been
designed to protect our democratic role, encourage good conduct, and safeguard the public’s trust
and confidence in the role of councillor in local government.

08 Jul 2021

Part 1 - Introduction

In December 2020, the Local Government Association (LGA) developed and published a Model
Councillor Code of Conduct in association with key partners and following extensive consultation
with the sector. This was in response to the recommendation of the Committee of Standards in
Public life Local Government Ethical Standards 2019. The code was part of the LGAs work on
supporting all tiers of local government to continue to aspire to high standards of leadership and
performance, and our civility in public life programme.
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West Lindsey District Council resolved on 1 November 2021 to adopt the LGAs model Code in its
entirety.

The code together with the guidance have been designed to protect our democratic role, encourage
good conduct, and safeguard the public’s trust and confidence in the role of councillor in local
government. While it sets out the minimum standards of behaviour expected, together with the
guidance, it is designed to encourage councillors to model the high standards expected of
councillors, to be mutually respectful even if they have personal or political differences, to provide a
personal check and balance, and to set out the type of conduct that could lead to complaints being
made of behaviour falling below the standards expected of councillors and in breach of the code. It
is also to protect councillors, the public, local authority officers and the reputation of local
government.

This guidance embeds the provisions of the code.

The LGA will undertake an annual review of this guidance and the code to ensure it continues to be
fit for purpose, incorporating advances in technology, social media, case law and changes in
legislation.

West Lindsey District Council will consider any the recommendations from any such reviews and
adopt any changes it considers appropriate through its governance processes.

For the purposes of this guidance, we have adopted the definitions used in the Code of Conduct, for
“councillor” and “local authority”.

Any comments on the use of the guidance or suggestions for improvement would be welcomed and
should be sent to ModelCode @local.gov.uk

General principles of Councillor conduct

The Seven Principles of Public Life (also known as the Nolan Principles) outline the ethical
standards those working in the public sector are expected to adhere to. The principles apply to all
public office holders at all levels including ministers, civil servants, councillors, and local authority
officers, as well as private and voluntary organisations delivering services paid for by public funds.
The principles are set out in Appendix 2 below.

These principles underpin the standards that councillors should uphold and form the basis for the
Code of Conduct, where the

principles have been translated into a series of clear rules. While fundamental to the Code of
Conduct, the principles are not part of the rules of the code and should be used for guidance and
interpretation only.

Application of the Model Councillors' Code of Conduct

When does the Code apply?
S27(2) of the Localism Act 2011 says that a local authority must adopt ‘a code dealing with the
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conduct that is expected of members and co-opted members of the authority when they are acting
in that capacity.’
The term ‘capacity’ is not further defined in the Act. However, the Model Code states that:

The Code of Conduct applies to you when you are acting in your capacity as a councillor which may
include when:

e yOU misuse your position as a councillor

e your actions would give the impression to a reasonable member of the public with knowledge of all
the facts that you are acting as a councillor.

This means it applies when you are carrying out your official duties, for example when you are
considering or discussing local authority business, either as a councillor or representing the local
authority on an outside body.

There is no formal description of what the role of a councillor is, but aside from formal local authority
business it would include promoting and representing the local authority in the local community and
acting as a bridge between the community and the local authority. The LGA’s Guidance for new
councillors is a helpful reference point.

The code does not, therefore, apply solely when you are in local authority meetings or on local
authority premises.

The code applies to all forms of communication and interaction, including:

e atface-to-face meetings

e atonline or telephone meetings
e in written communication

e in verbal communication

e in non-verbal communications

¢ in electronic and social media communication, posts, statements, and comments.

This includes interactions with the public as well as with fellow councillors and local authority
officers.

Acting as a private individual

For something to fall within the code there must be a clear link to a local authority function or your
role as a councillor. For example, an argument with a neighbour which does not relate to local
authority business would not engage the code, even if your neighbour

happens to know you are a councillor and therefore complains to the local authority about being
treated disrespectfully.
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Example

A councillor and an officer had a personal relationship. The councillor sent and encouraged
the officer to send inappropriate social media messages, including messages of a sexual
nature, during office hours. The panel rejected arguments that the councillor had been
acting in an entirely personal capacity. It found that the councillor could not divorce himself
from his role as the officer’s quasi-employer and that, when sending or encouraging the
officer to send the messages during working hours, he was acting in his official capacity.

It is not always immediately apparent in which capacity you are acting, therefore in situations where
there may be ambiguity it may be helpful if you can make clear to people in which capacity you are
engaging with them.

While the Code does not apply to your non-councillor roles, what you do as a councillor could impact
on your position in those other roles.

Political party or group rules may also require you as a councillor to demonstrate certain behaviours
as a private individual and failure to do so can result in sanctions from political groups.

Under the Local Government Act 1972 councillors can be disqualified from being a councillor due to
matters in their private life, such as being subject to a bankruptcy order or receiving a custodial
sentence of three months or longer (whether or not suspended).

In what circumstances might | give the impression to a reasonable member of the public that |
was engaged on local authority business?

When you use or attempt to use your position as a councillor to seek to gain an advantage for
yourself or someone close to you or to disadvantage someone this is an attempt to misuse your
position and therefore falls within the scope of the Code of Conduct.

A number of factors will need to be taken into account to determine whether or not you had used or
attempted to use your position as a councillor.
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For example:

e writing to someone on local authority headed paper or using a local authority email address
may lead someone to assume you were writing in your capacity as a councillor

e handing out a business card where you describe yourself as a councillor may also lead to
that assumption

e wearing official local authority regalia.

Examples

Attempting to misuse your position as a councillor would include if you threaten to use your
position improperly to block’s someone’s planning, licence or grant application. In effect you
would be doing something that only a councillor could do even if as a matter of fact, you did
not have the power to do so. That may include an assumption, for example, that you would
put inappropriate pressure on officers or fellow councillors or lobby behind the scenes for a
particular outcome. It should not be up to a member of the public to have to work out
whether you are in fact on a planning committee.

Another example would be disclosing confidential information improperly you had received
because of your role as a councillor.

A councillor returning from a party got into an argument with a taxi driver. When he arrived
home, he refused to pay the fare and when he spoke to the manager of the taxi company,
he said that he was a councillor and would make sure that the taxi driver’s licence was
withdrawn by the council. While he was entitled to dispute the payment if he was
dissatisfied with the service he had received he was found to have breached the code by
invoking his office and seeking to misuse his position to intimidate the manager and driver
and to seek to gain an advantage for himself, notwithstanding the fact that he did not in
reality have the ability to carry out his threat.

Social media postings

Simply describing yourself as a councillor in a social media posting or at the top of your page or in
your username or profile, for example, does not of itself mean that every posting you make is
covered by the Code. There must be a link within the individual posting or thread to your role as a
councillor or to local authority business. However, even if you do not describe yourself as a
councillor you may fall within the scope of the code if you are discussing local authority business.

For example, a posting which is simply discussing a recent football match is not covered by the code
even if you have described yourself as a councillor. However, if you make a posting threatening a
fellow councillor or officer that would fall within the code even if you have not described yourself as a
councillor as it relates to local authority business or your role as a councillor.

Each matter would need to be looked at on a case-by-case basis (see Part 2 below)

You should be very careful when describing yourself as a councillor as seeing the word “councillor”
may lead to assumptions amongst the community that you are acting as a councillor.

To help avoid some of these issues, some councillors have found it helpful to have separate social
media profiles for personal and local authority use, though even the strictest privacy settings are no
guarantee that posts or actions will remain private. As a rule of thumb, never post anything online
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you would not be comfortable saying or sharing in a public meeting. If your local authority has
guidance on the effective use of social media this can help.

The LGA has published guidance on councillors [https://local.gov.uk/councillors-and-social-media] and
social media.

Examples

Following a heavy snowstorm which meant a local street market could not go ahead a
councillor posted on the local community Facebook page that a certain local authority officer
should be sacked for failing to put adequate arrangements in place to clear

the snow. Even though it was not posted on a local authority page and he did not explicitly
describe himself as a councillor in the post he was found to have breached the code by
treating an officer with disrespect and seeking to put undue pressure on

officers.

A councillor who described himself as such in his Twitter profile made insulting and offensive
comments about the Prime Minister which led to complaints being made to his local authority. He
was found not to have breached the code as the comments did not directly relate to his role as a
councillor or local authority business but were seen as wider political comments.

What does acting as a representative of my local authority mean?
You are acting as a representative of the local authority when you are sitting on an outside body to
which you have been appointed by the local authority, for example.

You would also be considered a representative of the local authority where you were attending an
external function or conference on behalf of the local authority or as the local authority’s nominated
delegate.

You would not be considered as a representative of the local authority where you were attending an
event in a party-political role, for example at a political party’s annual conference. In that situation
you would be subject to any relevant party rules.

Matters in party group meetings would also normally not be covered by the code as they are more
matters for a party to regulate. However, if you are clearly trying to improperly influence fellow
councillors or put undue pressure on them in relation to local authority business for example then
relevant provisions of the code would apply. The same would apply to social media groups you
may be a member of, such as a WhatsApp group set up for your local authority group.

What if | sit on more than one local authority?

If you sit on more than one local authority, you are subject to the code and associated procedures
of the local authority you are representing at any one time. As such, if you are on a district council
and a parish council, you would be bound by the district code when attending district council
meetings or speaking to district council officers; and bound by the parish council code when
attending parish council meetings or speaking to parish council officers.

Where your local authorities have the same code, the same rules would apply and, for example,
your completed register of interests should be the same on both tiers.

What is a co-opted member?
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The code also applies to co-opted members under the Localism Act. A co-opted member under the
Act is someone who is entitled to vote on any matter to be decided at a local authority committee or
sub-committee.

A parish councillor who has been co-opted to fill a casual vacancy where an election has not been
held is also covered by the Code of Conduct in the same way as if they had been elected.

It does not, therefore include co-opted members who do not have voting rights, nor does it cover, for
example, an Independent Person appointed under s28 of the Localism Act to support the local
authority on standards matters.

However, it would be good practice to ask such councillors to agree to abide by the code of conduct
and to inform the monitoring officer of any interests they might have. While they would not formally
fall within the statutory framework for complaint handling, they can be removed from their role by the
local authority should they be found to have committed a serious breach of the code so it is
important that they are also aware of the expected standards of behaviour.

Part 2 — General obligations under the Code of Conduct
Respect

As a councillor:
e |treat other councillors and members of the public with respect.

e Itreat local authorit empIoP/ees, employees and representatives of partner
organisations and those volunteering for the local authority with respect and respect
the role they play.

Showing respect to others is fundamental to a civil society. As an elected or appointed representative
of the public it is important to treat others with respect and to act in a respectful way. Respect means
politeness, courtesy and civility in behaviour, speech, and in the written word. It also relates to all
forms of communications councillors undertake, not just in meetings. Rude, offensive, and
disrespectful behaviour lowers the public’s expectations and confidence in its elected
representatives.

Respect

The key roles and responsibilities of councillors; representing and serving your communities and
taking decisions on their behalf, require councillors to interact and communicate effectively with
others. Examples of councillor interaction and communication include talking to constituents,
attending local authority meetings, representing the local authority on outside bodies, and
participating in community meetings and events. In turn this means that as a councillor you are
required to interact with many different people, often from diverse backgrounds and with different or
conflicting needs and points of view.

You will engage in robust debate at times and are expected to express, challenge, criticise and
disagree with views, ideas, opinions, and policies. Doing these things in a respectful way will help
you to build and maintain healthy working relationships with fellow councillors, officers, and
members of the public, it encourages others to treat you with respect and helps to avoid conflict and
stress. Respectful and healthy working relationships and a culture of mutual respect can encourage
positive debate and meaningful communication which in turn can increase the exchange of ideas,
understanding and knowledge.

Examples of ways in which you can show respect are by being polite and courteous, listening and
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paying attention to others, having consideration for other people’s feelings, following protocols and
rules, showing appreciation and thanks and being kind. In a local government context this can mean
using appropriate language in meetings and written communications, allowing others time to speak
without interruption during debates, focusing any criticism or challenge on ideas and policies rather
than personalities or personal attributes and recognising the contribution of others to projects.

Disrespectful behaviour

Failure to treat others with respect will occur when unreasonable or demeaning behaviour is
directed by one person against or about another. The circumstances in which the behaviour occurs
are relevant in assessing whether the behaviour is disrespectful. The circumstances include the
place where the behaviour occurs, who observes the behaviour, the character and relationship of
the people involved and the behaviour of anyone who prompts the alleged disrespect.

Disrespectful behaviour can take many different forms ranging from overt acts of abuse and
disruptive or bad behaviour to insidious actions such as bullying and the demeaning treatment of
others. It is subjective and difficult to define. However, it is important to remember that any behaviour
that a reasonable person would think would influence the willingness of fellow councillors, officers or
members of the public to speak up or interact with you because they expect the encounter will be
unpleasant or highly uncomfortable fits the definition of disrespectful behaviour.

Examples of disrespect in a local government context might include rude or angry outbursts in
meetings, use of inappropriate language in meetings or written communications such as swearing,
ignoring someone who is attempting to contribute to a discussion, attempts to shame or humiliate
others in public, nit-picking and fault-finding, the use of inappropriate sarcasm in communications
and the sharing of malicious gossip or rumours.

Disrespectful behaviour can be harmful to both you and to others. It can lower the public’s
expectations and confidence in you and your local authority and councillors and politicians more
generally. It influences the willingness of fellow councillors, officers, and the public to speak up or
interact with you because they expect the encounter will be unpleasant or uncomfortable. Ongoing
disrespectful behaviour can undermine willingness of officers to give frank advice, damage morale at
a local authority, and ultimately create a toxic culture and has been associated with instances of
governance failure.

Freedom of expression

The requirement to treat others with respect must be balanced with the right to Freedom of
expression. Article 10 of the European Convention on Human Rights protects your right to hold your
own opinions and to express them freely without government interference. This includes the right to
express your views aloud or in writing, such as in published articles or leaflets or on the internet and
social media. Protection under Article 10 extends to the expression of views that may shock, disturb,
or offend the deeply-held beliefs of others.

However, Article 10 is not an absolute but a qualified right which means that the rights of the
individual must be balanced against the interests of society. Whether a restriction on freedom of
expression is justified is likely to depend on a number of factors, including the identity of the speaker,
the context of the speech and its purpose, as well as the actual words spoken or written. Democracy
depends on people being free to express, debate and criticise opposing viewpoints. The courts have
generally held that the right to free expression should not be curtailed simply because other people
may find it offensive or insulting. A balance must still be struck between the right of individuals to
express points of view which others may find offensive or insulting, and the rights of others to be
protected from hatred and discrimination.

Freedom of expression is protected more strongly in some contexts than others. In particular, a wide
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degree of tolerance is accorded to political speech, and this enhanced protection applies to all levels
of politics, including local government. Article 10 protects the right to make incorrect but honestly
made statements in a political context but it does not protect statements which the publisher knows
to be false. Political expression is a broad concept and is not limited to expressions of or criticism of
political views but extends to all matters of public administration including comments about the
performance of public duties by others. However, gratuitous personal comments do not fall within the
definition of political expression.

Public servants such as local government officers are subject to wider levels of acceptable criticism
than other members of the public when matters of public concern are being discussed. However, the
limits are not as wide as they are for elected politicians such as councillors. Officers do not
necessarily have the same right of reply to such comments as councillors do and councillors should
take care not to abuse or exploit this imbalance.

Recent case law has confirmed that local authority officers should be protected from unwarranted
comments that may have an adverse effect on good administration and states that it is in the public
interest that officers are not subject to offensive, abusive attacks and unwarranted comments that
prevents them from carrying out their duties or undermine public confidence in the administration.
That said, officers who are in more senior positions, for example chief executives or heads of
services, will also be expected to have a greater degree of robustness.

Is the Respect provision of the code a gag on councillors?

This provision of the Code (Paragraph 1) is not intended to stand in the way of lively debate in local
authorities. Such discussion is a crucial part of the democratic process. Differences of opinion and
the defence of those opinions through councillors’ arguments and public debate are an essential part
of the cut and thrust of political life. Councillors should be able to express their opinions and
concerns in forceful terms. Direct language can sometimes be appropriate to ensure that matters are
dealt with properly. The code is not intended to stifle the expressions of passion and frustration that
often accompany discussions about local authority business.

Can councillors criticise officers?

Yes. In some cases, officers have been known to reject reasonable criticism appropriately made and
describe it as disrespectful or

bullying. The Code of Conduct is not intended to constrain councillors’ involvement in local
governance, including the role of councillors to challenge performance. Councillors can question and
probe poor officer performance provided it is done in an appropriate way. In the everyday running of
a local authority, it is inevitable that councillors may have disagreements with officers from time to
time.

This paragraph of the code does not mean that councillors cannot express disagreement with
officers. This disagreement might, in the appropriate context, manifest itself in criticism of the way in
which an officer or officers handled particular matters.

It is important that councillors raise issues about poor performance in the correct way and at the
appropriate forum in accordance with your local authority’s processes and procedures, and not in a
public meeting or through a published attack in the media.

All local authorities should have clearly defined policies, procedures, and occasions where such
issues can be properly raised. It is only where councillors’ conduct is unfair, unreasonable, or
demeaning that the code will be relevant. If a councillor’s criticism is abusive or

offensive it is likely to breach the code.

What kinds of conduct are not covered?
A very clear line must be drawn between the Code of Conduct’s requirement of respect for others,
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including councillors with opposing views, and the freedom to disagree with the views and opinions
of others. In a democracy, members of public bodies should be able to express disagreement
publicly with each other.

What if a member of the public is being unnecessarily disrespectful to me?

Councillors are allowed to respond to criticism, and where that criticism is robust, then they can be
robust in response. However, councillors should always seek to try to be civil and demonstrate
leadership in their communication. Even where councillors have been wrongly accused, responding
in an angry, defensive way can often escalate the situation.

There has been a growing tendency for members of the public to use social media channels to
unfairly criticise local councillors. For this reason, many local authorities now offer social media
guidance to councillors in addition to the civility in public life resources available on the LGA’s
website

Examples

The complaint alleged that the councillor posted on their blog a highly critical comment and
an offensive caption about a former councillor, who had passed away and whose funeral had
taken place the previous day. The councillor was found to have breached the provisions of
his local authority’s Code of Conduct relating to councillors treating others with respect; as
well as conducting themselves in a manner which could reasonably be regarded as bringing
their role or their authority into disrepute.

The complaint alleged that a councillor commented under a pseudonym on a local authority
blog referring to possible nepotism in the awarding of a contract to a local firm by the local
authority. The standards committee found that the councillor had breached the Code of
Conduct in making the posts because he had failed to treat others with respect and, in doing
so, he had conducted himself in a manner which brought his role and his local authority into
disrepute.

The complaint alleged that a councillor had made remarks of an abusive, insulting and
personal nature to the complainant, a police officer, and also made a number of unfounded
allegations about him during two telephone calls to a police station made in his capacity as a
ward councillor. It was found that the comments amounted to an unacceptable personal
attack on the complainant and that the councillor had breached the respect provisions in his
local authority’s Code of Conduct.

Bullying

As a councillor:

e |do not bully any person.

Bullying, harassment, discrimination, and victimisation (either directly or indirectly) are
unacceptable and should not be tolerated. It is important to recognise the impact such behaviour
can have on any individual experiencing it, as well as on the wider organisation in terms of morale
and operational effectiveness.

Bullying may be characterised as offensive, intimidating, malicious, insulting, or humiliating
behaviour, an abuse or misuse of power that can make a person feel vulnerable, upset, undermined,
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humiliated, denigrated or threatened. Power does not always mean being in a position of authority
and can include both personal strength and the power to coerce through fear or intimidation. Bullying
may be obvious or be hidden or insidious. Such conduct is usually part of a pattern of behaviour
which attempts to undermine an individual or a group of individuals, is detrimental to their confidence
and capability, and may adversely affect their health.

Bullying can take the form of physical, verbal, and non-verbal conduct but does not need to be
related to protected characteristics. Bullying behaviour may be in person, by telephone or in writing,
including emails, texts, or online communications such as social media. The standards of behaviour
expected are the same, whether you are expressing yourself verbally or in writing.

Bullying can affect anyone, in any career, at any time, at any level and within any workplace. Such
behaviour can take the form of easily noticed, physically threatening or intimidatory conduct with
immediate impact, or it can take place behind closed doors, or be much more subtle or camouflaged
and difficult to identify, at least at first. It can start, for example, with what appear to be minor
instances, such as routine ‘nit-picking’ or fault-finding, but which become cumulative or develop into
more serious behaviour over time, enabling the perpetrator to isolate and control the person.

Some bullies lack insight into their behaviour and are unaware of how others perceive it. Others
know exactly what they are doing and will continue to bully if they feel they are unlikely to be
challenged. Bullying can sometimes be overlooked, as a result of common euphemisms being used
by way of explanation or justification, referring to someone as having a “poor leadership style” or a
“bad attitude,” for example, or to the problem being due to a “personality clash”.

You should always be mindful of the overall potential impact of the behaviour on others. First and
foremost, bullying can have a significant impact on the recipient’s well-being and health. Bullying can
have an impact on a local authority’s effective use of resources and provision of services. Officers
who are subject to bullying are frequently away from their posts, sometimes for extended periods, on
sickness or stress-related leave. Bullying can impact on a councillor’s ability to represent their
residents effectively. It can also discourage candidates from standing in local elections, making local
authorities less representative of their communities, and impacting local democracy.

Like disrespectful behaviour, bullying can be difficult to define. When allegations of bullying are
considered it’s likely that the person handling the complaint will consider both the perspective of the
alleged victim, and whether the councillor intended their actions to be bullying. They will also
consider whether the individual was reasonably entitled to believe they were being bullied.

Conduct is unlikely to be considered as bullying when it is an isolated incident of a minor nature,
where it is targeted at issues, rather than at an individual’s conduct or behaviour, or when the
behaviour by both the complainant and councillor contributed equally to the breakdown in relations.
However, the cumulative impact of repeated 'minor’ incidents should not be underestimated.

Examples of bullying include but are not limited to:
e verbal abuse, such as shouting, swearing, threats, insults, sarcasm, ridiculing or demeaning
others, inappropriate nicknames, or
humiliating language
o physical or psychological threats or actions towards an individual or their personal property
e practical jokes

e overbearing or intimidating levels of supervision, including preventing someone from
undertaking their role or following agreed policies and procedures

e inappropriate comments about someone’s performance
e abuse of authority or power, such as placing unreasonable expectations on someone in

relation to their job, responsibilities, or hours of work, or coercing someone to meet such
expectations
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e ostracising or excluding someone from meetings, communications, work events or socials

e sending, distributing, or posting detrimental material about other people, including images, in
any medium

e smear campaigns.

Freedom of expression 'Respect' guidance Part 2

Does this mean that councillors cannot raise concerns about officers or fellow councillors?
Bullying behaviour should be contrasted with the legitimate challenges which a councillor can make
in challenging policy or scrutinising performance. An example of this would be debates in the
chamber about policy or asking officers to explain the rationale for the professional opinions they
have put forward. You are entitled to challenge fellow councillors and officers as to why they hold
their views. However, if your criticism is a personal threat or abusive or offensive in nature, you are
likely to cross the line of what is acceptable behaviour.

Preventing bullying conduct from developing

Ideally, a culture of honest and clear communication should be sought, with respect for the individual
and for the confidentiality required when managing individual performance-related issues. The bullying
of officers might be reduced by establishing a specific protocol, which addresses issues such as
councillor-officer work relations and appropriate behaviour.

The protocol for parish and town councils can include such simple but important matters as acceptable
times to contact the clerk by telephone at home or call at the clerk’s home on council business.

Local authority officers and parish clerks also need to be mindful that councillors can come from a
wide range of backgrounds and may have been part of workplaces where the culture and expected
standards are very different from what the clerk or officers expect; as a result, the councillor simply
may not be aware of the impact that their communications have had on the clerk or officer. Early
discussion about emerging issues is important to help avoid matters escalating and help establish
more effective working arrangements for the future.

Bullying and harassment and the law

In some cases, acts of bullying or harassment can be civil offences, which can be brought to an
employment tribunal or a county court.

In some cases, conduct that amounts to bullying and harassment may also amount to criminal
offences, which can be tried in the criminal courts. There is not an exhaustive list of acts of bullying or
harassment that may constitute a criminal offence. Examples may include, but are not limited to:

e physical assault
e making threats of violence or death threats stalking
e hate crimes

e sexual harassment

Intimidation of councillors

Councillors can face behaviours which could amount to bullying and intimidation when carrying out
their role.
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The LGA and the Welsh Local Government Association recognise the growing need among
councillors for support related to intimidation and have jointly developed a “Councillors' guide to
handling intimidation. Practical steps that you and your local authority can undertake to protect
yourself as a person in a public position” . The guide covers topics such as how to handle abuse, both
face-to-face, letters or online, guidance on personal safety, lone working and online abuse and the
legal and practical remedies, including the nature of the criminal offences involved. It will be
continuously updated with the latest advice and information available.

Harassment

As a councillor:

e |do not harass any person.

The Protection from Harassment Act 1997 states that harassment includes behaviour which alarms
a person or causes a person distress or puts people in fear of violence and must involve such
conduct on at least two occasions. It can include repeated attempts to impose unwanted
communications and contact upon a victim in a manner that could be expected to cause distress or
fear in any reasonable person. Harassment of any kind whether direct or indirect is in no-one’s
interest and should not be tolerated. It is important to recognise the impact such behaviour can have
on any individual experiencing it, as well as on the wider organisation in terms of morale and
operational effectiveness.

Like bullying, harassment can take the form of physical, verbal, and non-verbal conduct but does
not need to be related to protected characteristics. Harassment may be in person, by telephone or
in writing, including emails, texts, or online communications such as social media. It may manifest
obviously or be hidden or insidious.

The factors likely to be considered when assessing allegations of harassment are whether the
councillor knows or ought to know that their actions constitute harassment, whether a reasonable
person would consider the actions to be harassment and the impact of the behaviour/conduct on
victim.

Examples of harassment include but are not limited to:

e sending unwelcome emails

e unnecessarily repetitive, intrusive questioning

e unwelcome physical contact such as touching or invading ‘personal space’

e haranguing

e intimidation

e inappropriate remarks or questioning such as comments about someone’s appearance, lewd
comments, and offensive jokes overbearing or intimidating levels of su?_e_rwsmn, including
preventing someone from undertaking their role or following agreed policies and procedures

e inappropriate comments about someone’s performance

e placing unreasonable expectations on someone in relation to their job, responsibilities, or hours
of work, or coercing someone to meet such expectations

e sexual harassment

What does the law say about harassment?
In some cases, acts of harassment can be civil offences, which can be brought to an employment
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tribunal or county court.

In some cases, conduct that amounts to harassment may also amount to criminal offences, which can
be tried in the criminal courts. There is not an exhaustive list of acts of harassment that may constitute
a criminal offence. Examples may include, but are not limited to physical assault:

¢ making violent or death threats
e stalking
e hate crimes

e sexual harassment

Examples

The complaint alleged that a councillor had behaved in a disrespectful and harassing manner
towards two fellow female councillors and officers. It was established that the councillor had
made unwarranted and inappropriate physical contact with the councillors and officers at an
official event and had also made remarks towards the officers which were patronising and
demeaning. The councillor was found to been in breach of the Code of Conduct.

Discrimination

As a councillor:

e | promote equalities and do not discriminate unlawfully against any person.

Councillors have a central role to play in ensuring that equality issues are integral to the local
authority's performance and strategic aims, and that there is a strong vision and public commitment
to equality across public services.

The Equality Act 2010 imposes positive duties on local authorities to promote equality and to
eliminate unlawful discrimination and harassment. Under the Act your authority may be liable for any
discriminatory acts which you commit. This will apply when you do something in your official capacity
in a discriminatory manner. You must be careful not to act in a way which may amount to any of the
prohibited forms of discrimination, or to do anything which hinders your authority’s fulfilment of its
positive duties under the Act. Such conduct may cause your authority to break the law, and you may
find yourself subject to a complaint that you have breached this paragraph of the Code of Conduct. If
you are unsure about the particular nature of the duties of your authority you should seek advice
from the monitoring officer or parish clerk.

Unlawful discrimination is where someone is treated unfairly because of a protected characteristic.
Protected characteristics are specific aspects of a person's identity defined by the Equality Act 2010.
They are:

e age
o disability
e gender reassignment

e marriage and civil partnership
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e pregnancy and maternity
e race
¢ religion or belief

e sex and sexual orientation

There are four main forms of discrimination:

Direct discrimination: treating people differently because of their age, disability, gender
reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or
sexual orientation.

Indirect discrimination: treatment which does not appear to differentiate between people because
of their age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity,
race, religion or belief, sex, or sexual orientation but which disproportionately disadvantages them.

Harassment: engaging in unwanted conduct on the grounds of age, disability, gender reassignment,
marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual
orientation, which violates another person’s dignity or creates a hostile, degrading, humiliating or
offensive environment.

Victimisation: treating a person less favourably because they have complained of discrimination,
brought proceedings for discrimination, or been involved in complaining about or bringing
proceedings for discrimination.

Examples of discriminatory behaviour include but are not limited to:
e exclusion or victimisation based on the Protected Characteristics

e treating someone less favourably or limiting their opportunities based on any of the Protected
Characteristics

e comments, slurs, jokes, statements, questions, or gestures that are derogatory or offensive to
an individual’s or group’s characteristics

e promoting negative stereotypes relating to individual’s or group’s characteristics

e racial or ethnic slurs, insults, or jokes

e intolerance toward religious customs

¢ mimicking, mocking, or belittling a person’s disability

¢ homophobic, biphobic or transphobic comments or slurs

e discriminating against pregnant people or mothers

e declaring (‘outing’) someone’s religion or sexuality or threatening to do so against their will

e deliberate, unwarranted application of an authority’s practice, policy or rule in a way that may
constitute indirect discrimination

e instructing, causing, inducing, or knowingly helping someone to commit an act of unlawful
discrimination under the Equality Act 2010.

A councillor’s personality and life experiences will naturally incline them to think and act in certain
ways. They may form views about others based on those experiences, such as having an affinity
with someone because they have a similar approach to life or thinking less of someone because they
are from a different generation. This is known as “unconscious bias” and it can lead people to make
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decisions based on biases or false assumptions. Councillors need to be alert to the potential of
unconscious bias and ensure they make decisions based on evidence, and not on assumptions they
have made based on biases.

Questions

How can councillors cause their authority to be in breach of the Equality Act?

The Code of Conduct is not intended to stifle democratic debate. Councillors should always
remember that Article 10 of the European Convention on Human Rights gives a high level of
protection to comments that are genuinely made during political debate, even if most people would
find them offensive.

Some councillors have patrticular roles which may give a higher risk for the potential for
discrimination; for example, if you are on an appointment panel for a position in the local authority, or
you are able to award local grants in your ward and will need to decide which organisations to
support.

Merely arguing, or even voting, against a proposal which is aimed at complying with a positive anti-
discriminatory duty would not be enough by itself to risk breaking this part of the code. Simply having
a party-political or personal position on an issue is unlikely to amount to a breach of this provision
because it does not, of itself, involve the local authority doing anything.

Under the Equality Act 2010, an authority is made liable for any discriminatory acts which a
councillor commits. This will apply where they say or do something in their official capacity in a
discriminatory manner.

Examples

The complaint alleged that a councillor ‘liked’ several racially discriminatory comments on
social media and one comment advocating violence against Travellers. The panel found that
‘Liking’ of the offensive comments did amount to a failure to treat those who were the subject
of such comments with respect and a failure to promote equalities in breach of the Code of
Conduct.

A councillor was a member of the local authority’s recruitment panel to appoint a new chief
executive. Five applicants were shortlisted. After one candidate had finished his presentation
and left the room the councillor said, “good candidate, shame he’s black”. The panel found
that the Code of Conduct had been breached.

Impartiality of officers

As a councillor:

e | donotcompromise, or attempt to compromise, the impartiality of anyone who works
for, or on behalf of, the local authority.
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Officers work for the local authority as a whole and must be politically neutral (unless they are
political assistants). They should not be coerced or persuaded to act in a way that would undermine
their neutrality. You can question officers in order to understand, for example, their reasons for
proposing to act in a particular way, or the content of a report that they have written. However, you
must not try and force them to act differently, change their advice, or alter the content of that report, if
doing so would prejudice their professional integrity.

Both councillors and officers are servants of the public and are indispensable to one another.
Together, they bring the critical skills, experience and knowledge required to manage an effective
local authority.

At the heart of this relationship, is the importance of mutual respect. Councillor-officer relationships
should be conducted in a positive and constructive way. Therefore, it is important that any dealings
between councillors and officers should observe reasonable standards of courtesy, should show
mutual appreciation of the importance of their respective roles and that neither party should seek to
take unfair advantage of their position or seek to exert undue influence on the other party.

Councillors provide a democratic mandate to the local authority and are responsible to the electorate
whom they represent. They set their local authority’s policy framework, ensure that services and
policies are delivered and scrutinise local authority services.

Councillors of the executive, chairs and vice chairs of committees have additional responsibilities.
These responsibilities will result in increased expectations and relationships with officers that are
more complex. Such councillors must still respect the impatrtiality of officers and must not ask them to
undertake work of a party-political nature or compromise their position with other councillors or other
officers.

Officers provide the professional advice and managerial expertise and information needed for
decision making by councillors and to deliver the policy framework agreed by councillors. They are
responsible for implementing decisions of councillors and the day-to-day administration of the local
authority.

The roles are very different but need to work in a complementary way.

It is important for both sides to respect these differences and ensure that they work in harmony.
Getting that relationship right is an important skill. That is why the code requires councillors to
respect an officer's impartiality and professional expertise. In turn officers should respect a
councillor's democratic mandate as the people accountable to the public for the work of the local
authority. It is also important for a local authority to have a councillor-officer protocol which sets out
how this relationship works and what both councillors and officers can expect in terms of mutual
respect and good working relationships.

Officers may sometimes give you advice that you do not want to hear or does not suit your political
views. They must be allowed to do this without fear of recriminations to allow for good decision-
making looking at all relevant options.

That means in your dealing with officers you must not seek to influence them improperly or put
undue pressure on them. For example, you should not get officers to help you prepare party political
material, or to help you with matters relating to your private business. You should not provide or
offer any incentive or reward in return for acting in a particular way or reaching a particular decision.

Other than political assistants, officers are required to remain politically neutral and not demonstrate
their support for specific parties or candidates.

The fundamentally held principle is that “the local government system of the UK has long resided on
a bond of trust between elected members and a permanent corps of local government officer... that
relationship of trust stems from the right of council members to expect that they are being assisted

in their functions by officers who are politically neutral and whose loyalty is to the council as a whole
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(Ahmed v United Kingdom (2000) 29 EHRR 1)

Examples

A councillor became involved in a social care case on behalf of a constituent during which
time he inappropriately sought to influence operational decision-making and sent
discourteous and disrespectful correspondence to the officers. In doing so, he lost sight of
his overall responsibility to the local authority to allow its officers to perform their statutory
functions. He was found to have breached the Code of Conduct.

A councillor who, over a period of six months, persistently sought to influence the decisions
of officers dealing with a complaint by his son and daughter-in-law against their local
authority tenant neighbour was found, through his actions, to have compromised the
impartiality of the officers and to have used his position improperly to promote the interest of
his family and to have brought the role of councillor into disrepute in breach of the Code of
Conduct.

What does working on behalf of the authority mean?

Local Authorities deliver services in a range of ways. Often services will have been contracted out to
outside bodies. For example, if you are in a highway authority, road repair services may be carried
out by outside contractors. Their employees delivering that contract are doing so on behalf of the
local authority and you should not use your position to interfere improperly in delivery of that service.

What if | disagree with the views of an officer?

You are perfectly entitled to disagree with officers. They are there to give you impartial professional
advice and you do not need to accept their advice without question. When you do question them
however, you should treat them with respect and recognise that they are professionals.

If you feel dissatisfied with the advice you are given you should raise through appropriate
management channels in line with your local authority’s councillor-officer protocol (where you have
one) — see guidance on respect, bullying and harassment in Part 2 above.

Where you have a declarable interest in a matter you are discussing with an officer you should make
that clear to the officer — see guidance on declarations of interest in Part 3 below. Where it is an
interest which would stop you from taking part in a meeting you should not discuss those matters
with officers except where you are seeking professional advice in the same way as any member of
the public could — for example, assistance with making an application — and the officer should make
a note that an interest has been declared. If you need to speak to an officer about the matter, you
should arrange a meeting as a member of the public and not seek to use your position to gain
preferential or quicker access.

Having regard to Officer advice

Councillors take decisions every day that affect the lives of those who live and work within your
community. It is therefore important that those decisions are made having regard to all available
evidence and weighing up all sides of the argument.

Decisions can be challenged if they are unreasonable, and the local authority could find itself facing
an expensive legal bill if it takes a decision which is unlawful. When considering any decision, you
must have regard to any professional advice you have been offered, for example from planning or

Page 19 of 57



licensing officers. Both the monitoring officer and the chief finance officer have a statutory duty to
report formally to the local authority where they believe a local authority action or expenditure is, or
may be, unlawful. Similarly, when it comes to elections, you will need to have regard to any advice
given to you by the returning officer who may well be a senior officer but in that capacity is entirely
independent of and separate from the local authority and is required to be politically neutral.

You must also give reasons for all decisions in accordance with statutory requirements and any
reasonable requirements imposed by your local authority. Giving reasons for decisions is particularly
important in relation to regulatory decisions and decisions where people’s rights are affected. Where
councillors disagree with officer recommendations in making a decision, councillors will need to take
particular care in giving clear reasons for the decision.

If you seek advice as an individual councillor, or advice is offered to you, for example, on whether or
not you should register or declare an interest, you must have regard to this advice before you make
your mind up. Failure to do so may lead to a breach of the Code of Conduct.

If in any doubt — be safe and always seek advice from your monitoring officer before taking any action.

Local authorities have protocols for councillor-officer relations in their constitutions which are
accessible on their websites.

The LGA published “A councillor's workbook on effective councillor/officer relationships 2018” This
workbook has been designed as a distance learning aid for local councillors. It forms part of the suite
of LGA resources intended to provide councillors with insight and assistance into key skills and
knowledge. It is designed to provide a foundation for effective working as you progress in your
councillor career, from the ward level to holding a leading councillor position. The workbook has been
updated to contain information and examples obtained from the LGA’s work on the ground in local
authorities and through the Corporate Peer Challenge programme, and to reflect the changing nature
of the councillor and officer relationship.

Confidentiality and access to information

As a councillor:

e |do notdisclose information:

a. given to me in confidence by anyone
acquired by me which | believe, or ought reasonably to be aware, is of a confidential nature, unless
¢ | have received the consent of a person authorised to give it;
e | am required by law to do so;
o the disclosure is made to a third party for the purpose of obtaining professional legal advice
provided that the third party
agrees not to disclose the information to any other person; or
e the disclosure is:
o reasonable and in the public interest; and

o made in good faith and in compliance with the reasonable requirements of the local
authority; and

o | have consulted the monitoring officer prior to its release.

e J|ldonotimproperly use knowledge gained solely as a result of my role as a councillor
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for the advancement of myself, my friends, my family members, my employer, or my
business interests

e | do not prevent anyone from getting information that they are entitled to by law

Local authorities must work openly and transparently. Their proceedings and printed materials are
open to the public, except in certain legally defined circumstances. You should work on this basis,
but there will be times when it is required by law that discussions, documents, and other information
relating to or held by the local authority must be treated in a confidential manner. Examples include
personal data relating to individuals or information relating to ongoing negotiations.

Confidential information

While local authority business is by law generally open and local authorities should always operate
as transparently as possible, there will be times — for example, when discussing a named individual,
confidential HR matters or commercially sensitive information — when it is appropriate for local
authority business to be kept confidential or treated as exempt information.

In those circumstances, you must not disclose confidential information, or information which you
believe to be of a confidential nature, unless:

¢ you have the consent of the person authorised to give it

e you are required by law to do so

e the disclosure is made to a third party for the purposes of obtaining professional advice (for
example, your lawyer or other professional adviser) provided that person agrees not to disclose
the information to any other person

e the disclosure is in the public interest

Disclosure in the public interest

Disclosure ‘in the public interest’ is only justified in limited circumstances, when all the following four
requirements are met:

¢ the disclosure must be reasonable

¢ the disclosure must be in the public interest

e the disclosure must be made in good faith

¢ the disclosure must be made in compliance with any reasonable requirements of your authority

In relation to the disclosure of confidential information in the public interest, the four requirements are
outlined in more detail below.

1. Thehfirst requirement, that the disclosure must be reasonable, requires you to consider matters
such as:
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o Whether you believe that the information disclosed, and any allegation contained in it,
is substantially true. If you do not believe this, the disclosure is unlikely to be
reasonable.

o Whether you make the disclosure for personal gain. If you are paid to disclose the
information, the disclosure is unlikely to be reasonable.

e The identity of the person to whom the disclosure is made. It may be reasonable to
disclose information to the police or to an appropriate regulator. It is less likely to be
reasonable for you to disclose the information to the world at large through the media.

e The extent of the information disclosed. The inclusion of unnecessary detail, and in
particular, private matters such as addresses or telephone numbers, is likely to render
the disclosure unreasonable.

e The seriousness of the matter. The more serious the matter disclosed, the more likely it
is that the disclosure will be reasonable.

e The timing of the disclosure. If the matter to which the disclosure relates has already
occurred, and is unlikely to occur again, the disclosure may be less likely to be
reasonable than if the matter is continuing or is likely to reoccur.

e Whether the disclosure involves your authority failing in a duty of confidence owed to
another person.

2. The second requirement, that the disclosure must be in the public interest, needs to involve one
or more of the following matters or something of comparable seriousness, that has either
happened in the past, is currently happening, or is likely to happen in the future:

e a criminal offence is committed.

e your local authority or some other person fails to comply with any legal obligation to which they
are subject. a miscarriage of justice occurs.

o the health or safety of any individual is in danger.
o the environment is likely to be damaged.
¢ that information tending to show any matter falling within the above is deliberately concealed.

3. The third requirement, that the disclosure is made in good faith, will not be met if you act with an
ulterior motive, for example, to achieve a party-political advantage or to settle a score with a
political opponent.

4. The fourth requirement, that you comply with the reasonable requirements of your local authority,
means that before making the disclosure you must comply with your local authority’s policies or
protocols on matters such as whistle-blowing and confidential information. You must first raise
your concerns through the appropriate channels set out in such policies or protocols.

In summary, to decide whether the disclosure is reasonable and in the public interest, you may need
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to conduct a balancing exercise weighing up the public interest in maintaining confidentiality against
any countervailing public interest favouring disclosure. This will require a careful focus on how
confidential the information is, on any potentially harmful consequences of its disclosure, and on any
factors, which may justify its disclosure despite these potential consequences. If in doubt you should
always seek advice from the monitoring officer. Always keep a note of the reason for your decision.

In some situations, it is extremely unlikely that a disclosure can be justified in the public interest.
These will include where the disclosure amounts to a criminal offence, or where the information
disclosed is protected by legal professional privilege.

Circumstances in which a local authority can treat information as confidential

The presumption under local government law is that local authority business is open unless it falls
within a specific category of confidential or exempt information as set out in legislation. These
categories are:

1. information given to the local authority by a Government Department on terms which forbid its
public disclosure or

2. information the disclosure of which to the public is prohibited by or under another Act or by
Court Order.

Generally personal information which identifies an individual, must not be disclosed under the data
protection and human rights rules.

Exempt information means information falling within the following categories (subject to any condition):
1. relating to any individual
2. which is likely to reveal the identity of an individual.

3. relating to the financial or business affairs of any particular person (including the authority
holding that information).

4. relating to any consultations or negotiations, or contemplated consultations or negotiations, in
connection with any labour relations
matter arising between the authority or a Minister of the Crown and employees of, or officer-
holders under the authority.

5. in respect of which a claim to legal professional privilege could be maintained in legal
proceedings.

6. which reveals that the authority proposes:

a. to give under any enactment a notice under or by virtue of which requirements are
imposed on a person; or

b. to make an order or direction under any enactment

7. relating to any action taken or to be taken in connection with the prevention, investigation, or
prosecution of crime.

Where information is legally classified as ‘confidential’ under the above categories the public must be
excluded from meetings whenever it is likely in view of the nature of the business to be transacted or
the nature of the proceedings that confidential information would be disclosed. Likewise, public
access to reports, background papers, and minutes will also be excluded.

Where an officer recommends that a report to a decision-making committee should be treated as
exempt information under the above categories the committee must still agree that the matter should
be heard in a closed session. The committee may disagree with any recommendation and decide
that those legal tests have not been met; or they may agree that those tests have been met but
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nevertheless it is in the public interest that the matter be considered in an open session. Again, you
should keep a record of the rationale for the decision.

Once the local authority has agreed that the matter be treated as exempt, public access to relevant
reports, background papers and minutes will also be excluded and an individual councillor must
abide by that collective decision or risk breaching the code if they disclose that information (papers
and content of discussion) without lawful excuse.

Does confidentiality under the code apply only to information which is classified as
confidential or exempt by law?

No. The code goes wider than matters simply considered in a formal local authority setting.
Information is a broad term. It includes facts, advice, and opinions. It covers written material,
including tapes, videos, CDs, DVDs, and other electronic media. It covers material in unwritten form,
including intellectual property. Information can only be confidential if all the following apply:-

e it has the necessary ‘quality of confidence’ about it (trivial information will not be confidential
but information that you would expect people to want to be private would be);

e it was divulged in circumstances importing an obligation of confidence (information properly in
the public domain will not be confidential);

o disclosure of it would be detrimental to the party wishing to keep it confidential.

For example, you may be told confidential information by a constituent in the course of your
duties. That is why the code is written broadly to cover information classed as confidential which
you may come across in your duties.

You should use your judgment when you are given information. An individual does not have to
explicitly say that information is confidential if they tell you something which a reasonable
person would regard as sensitive. You may, however, wish to clarify if somebody tells you
something whether they want you to treat it as confidential.

Examples

A councillor was assisting a resident in an adoption process, which the resident decided to
subsequently withdraw from. The resident’s estranged parent contacted the councillor for
information as to what was happening with the case and the councillor inadvertently shared
confidential information as she had not realised that father and son were estranged. This was
found to be a breach of the code.

A councillor circulated information about an officer's medical condition to other councillors and a
local headteacher with whom he was acquainted. He was found to have disclosed information
which should reasonably be regarded as being of a confidential nature and without the officer’'s
consent in breach of the Code of Conduct.

What does consent by the person authorised to give it mean?

If somebod&/, for example a constituent, has told you something in confidence — for example in the line
of casework — you may later want to put that in the public domain as part of pursuing that case. You
should always check with the individual before you disclose something you believe is confidential to
ensure that they are comfortable with that information being disclosed. You should also be clear with
them as to how you may use the information, they give you to help resolve their issue.
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In what circumstances am | required to disclose confidential information by law?

_ka]is would be where a law enforcement or regulatory agency or the courts required disclosure of
information.

In what way could | use information | have obtained to advance myself or others?

As a councillor you will often receive commercially sensitive or other confidential information. You
must not use that information to your own advantage. For example, if you know the local authority is
considering the purchase of a piece of land, you should not use that information in your private
dealings to seek to purchase the land.

How does this relate to the Data Protection Act?

As part of their role councillors will receive personal information. They should seek to ensure they
are familiar with how the Data Protection Act applies to their role in handling such information
through training, and if they are not sure to seek advice from an appropriate officer in the council.

Although councillors are not required to register as a data controller, they will receive personal
information from residents in their area. They should only use it for the purpose for which it has been
given and must ensure this information is held securely and only share

with others that are entitled to it.

In contrast, the local authority is responsible for information they provide to councillors and ensuring
they know how it can be used.

Access to information

Transparency is a very important principle underpinning local democracy and public decision-
making. The public are entitled to see information about the way decisions are made unless there
are specific reasons why that information is confidential. Your local authority should have a
publication scheme setting out what information is accessible to the public and you as an individual
councillor must not prevent any person from accessing information which they are entitled to by law.
This includes information under the Freedom of Information Act 2000 or those copies of minutes,
agendas, reports, and other documents of your local authority which they have a right to access.

If in doubt seek advice from the relevant local authority officers.

The ’need to know’

As a councillor, you are not automatically entitled to access all information the local authority holds.
For example, the local authority may deal with highly confidential and sensitive information about
employees or about residents involved in complex cases.

In addition to rights set out in law or conferred by your local authority constitution, you have a right to
inspect documents if you can demonstrate a “need to know”. This isn’t a right to a roving
commission but must be linked to your performance of your duties and functions as a councillor. For
example, the need could more easily be demonstrated by membership of a relevant committee,
such as a staffing committee than simply because you are interested in seeing the information.
Local authorities have more justification for denying free access to particularly sensitive papers such
as childcare or staffing records. You should not seek to get information if you have a declarable
interest in it.

Most local authorities will have a nominated officer you can seek advice from if you feel you are not
being given access to information you seek.
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You can also exercise the “need to know” in respect of attending meetings. Access to Information
Rules set out an Overview and Scrutiny Committee's rights of access to documents and additional
rights of access to documents for councillors to carry out their functions.

Where you are given access to documents which are not available to members of the public, you
should ensure that any confidential information is used and protected in an appropriate and secure
manner and shared with authorised persons only.

Can | use local authority information for matters outside the local authority?

A councillor is entitled to access information held by the local authority for the performance of their
duties as a councillor. If a councillor wishes to use local authority information for any purpose other
than in connection with their duties as a councillor, and that information is not in a publicly available
document, however, then that councillor should submit a freedom of information request so that it
can be given to them to use freely.

The general rule is that any information held by the local authority and given directly to a councillor
may only ever be used for the purpose for which it was provided. That purpose may add particular
restrictions, for example where it relates to an individual constituent or sensitive matter. The purpose
should not be for anything other than use in connection with the proper performance of the
councillor’'s duties as a councillor. The exceptions to this are where the information has already been
published, it has been given as a result of a request under Freedom of Information or Environmental
Information Regulations or it is in the public interest (‘whistleblowing’) for which provisions are made
in the Code of Conduct as explained above.

Please see the ICO website [https://ico.org.uk] for helpful guidance on data protection and freedom of
information.

Disrepute

As a councillor:

e |do notbring my role or local authority into disrepute.

As a councillor, you are trusted to make decisions on behalf of your community and your actions and
behaviour are subject to greater scrutiny than that of ordinary members of the public. Article 10 of
the European Convention on Human Rights protects your right to freedom of expression, and
political speech as a councillor is given enhanced protection but this right is not unrestricted. You
should be aware that your actions might have an adverse impact on your role, other councillors
and/or your local authority and may lower the public’s confidence in your ability to discharge your
functions as a councillor or your local authority’s ability to discharge its functions.

In general terms, disrepute can be defined as a lack of good reputation or respectability. In the
context of the Code of Conduct, a councillor's behaviour in office will bring their role into disrepute if
the conduct could reasonably be regarded as either:

¢ reducing the public’s confidence in them being able to fulfil their role; or

. adlversely affecting the reputation of your authority’s councillors, in being able to fulfil their
role.

Conduct by a councillor which could reasonably be regarded as reducing public confidence in their
local authority being able to fulfil its functions and duties will bring the authority into disrepute.
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For example, circulating highly inappropriate, vexatious or malicious e-mails to constituents, making
demonstrably dishonest posts about your authority on social media or using abusive and threatening
behaviour might well bring the role of councillor into disrepute. Making grossly unfair or patently
untrue or unreasonable criticism of your authority in a public arena might well be regarded as
bringing your local authority into disrepute.

Questions

What d[)stinguishes disrepute to “your role or local authority” from disrepute to you as a
person~

The misconduct will need to be sufficient to damage the reputation of the councillor’s role or local
authority, as opposed simply to damaging the reputation of the individual concerned.

Certain kinds of conduct may damage the reputation of an individual but will rarely be capable of
damaging the reputation of the role of councillor or the reputation of the authority.

Here are some of the situations that might tip the balance in favour of disrepute to the role of
councillor or to the authority in particular cases:

1. Situations where councillors have put their private interests above the public interest, which
they are expected to promote as councillors, and therefore reduced the standing of their role.
For example, councillors using their position to secure a secret personal profit.

2. Similarly, situations where a councillor defies important and well-established rules of the
authority for private gain.

3. Where a councillor engages in conduct which directly and significantly undermines the
authority’s reputation as a good employer or responsible service provider.

Examples

A councillor posted a tweet reading “Clir Blogs why don’t you just throw in the towel, just go
before you cause any more damage to the reputation of the council. You and some members of
your cabinet have failed. | hope that the SFO is brought in to investigate your conduct.
#failedleadership.” The complainant stated that she found the tweet ‘very offensive’ and bullying
and also considered that the tweet would reasonably bring the councillor’s office and the
authority into disrepute. The councillor was found to have brought his authority into disrepute by
reducing public confidence in the council.

A councillor brought his role and authority into disrepute by taking advantage of a local authority
mistake and failing to prevent local authority-employed contractors from working on his privately-
owned home. The local authority mistakenly sent decorators to the home, an ex-local authority
property. The councillor only told the local authority about the mistake after the work had been
completed and then said he could not be charged for the work.

The chair of a local authority made a deeply inappropriate remark at a local authority meeting
that was reported in the local media and was accused of bringing his role and authority into
disrepute. It was clear in both the meeting and the local media reporting that other councillors
expressed concerns about his comments and found them inappropriate. It was found that he
had not brought his authority into disrepute but that he had brought his role into disrepute.
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Misuse of position

As a councillor:

e |donotuse, or attempt to use, my position improperly to the advantage or disadvantage of
myself or anyone else.

Your position as a councillor provides you with certain opportunities, responsibilities, and privileges,
and you make choices all the time that will impact others. However, you should not take advantage
of these opportunities to further your own or others’ private interests or to disadvantage anyone
unfairly.

You should not use, or attempt to use, your public office either for your or anybody else’s personal
gain or loss. For example, your behaviour would be improper if you sought to further your own
private interests through your position as a councillor.

Involving yourself in a decision in which you have an interest, to seek to benefit yourself or another
would be a breach of this paragraph of the code. For guidance on how to conduct yourself when you
have an interest and how to balance your rights as an individual and your responsibilities as a public
decision maker see the chapter on registration of interests.

Councillors who own land, or whose relatives or close associates own land, need to be particularly
cautious where planning matters are concerned. This applies equally to parish councillors when your
local authority is consulted on planning matters. Similarly, while it is reasonable to expect councillors
to help constituents apply to the local authority, for example, for housing, it is quite improper to seek
to influence the decision to be taken by the officers and would also be in breach of paragraph 3 of
the code.

What kinds of attempts to advantage or disadvantage would be improper?
There are circumstances where it will be proper for a councillor to seek to confer an advantage or
disadvantage and other circumstances where it will not.

Being a councillor can involve making hard choices and balancing a range of interests. Most
decisions will inevitably benefit some people and will be to the detriment of others. It's important
when you make those decisions to make them in what you think is the public interest and not be
influenced by private interests.

For example, there can be no objection to councillors voicing their opposition to the closure of a local
public library. This conduct is clearly intended to secure an advantage for the users of the library.
What is crucial is that councillors’ attempts to secure this advantage are clearly part and parcel of
their duties as a local representative. Therefore, these activities are not improper.

The term ‘improperly’ is not defined in the Code of Conduct. This ensures that the scope of the
provision is not unnecessarily limited. The underlying principle is that councillors are elected or
appointed to public office to serve the public interest.

A councillor’'s conduct would be improper if they were to use their public position to further private
interests of themselves or associates, or to settle old scores with enemies, to the detriment of the
public interest. Any conduct that unfairly uses a councillor’s public position to promote private
interests over the public interest will be improper.

What if the attempt to confer an advantage or disadvantage fails?
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The wording of the Code of Conduct makes it clear that the use of position provision (paragraph 6)
covers failed attempts as well as situations where an advantage or disadvantage has actually been
achieved.

For example, if you have tried to influence fellow councillors to vote in a particular way which would
be to your personal advantage and/or that of your family/close associates you would have breached
this provision of the code even if they did not in fact vote that way.

Examples

Most alleged improper uses of position are in connection with matters in which the councillors have
interests.

A councillor who was a ‘joint co-ordinator’ of a community group did not notify the local authority of
her position in this group. She took part in the considerations and voted on the decision to negotiate
a new lease in respect of a workshop used by this community group. A standards committee found
that she had used her position improperly as the decision on which she voted benefited a group in
which she clearly had an interest which she had not disclosed to the local authority.

A local authority leader failed to declare a conflict of interest relating to land he owned. The court
found that he used his position as a councillor and instructed a planning officer to alter the road route
to benefit his own land's value to a considerable extent. He was found guilty of misconduct in public
life for trying to influence the route of a new by-pass to enclose his land in a new development belt,
which would have significantly increased its value. He received an 18-month custodial sentence.

A parish councillor was found to have improperly used his position and secured an advantage for a
member of the public by asking the parish clerk to make a payment which had not been approved by
the Parish Council in breach of the Code of Conduct. The payment was for repairs to a private road
used by the councillor to get to his allotment.

Misuse of resources and facilities

As a councillor:

e |do not misuse local authority resources.
e | will, when using the resources of the local authority or authorising their use by others:

o actin accordance with the local authority's requirements; and
o ensure that such resources are not used for political purposes unless
= that use could reasonably be regarded as likely to facilitate, or

* be conducive to, the discharge of the functions of the local authority or of the office
to which | have been elected or appointed.

You may be provided with resources and facilities by your local authority to assist you in carrying out
your duties as a councillor.

Examples include:

office support

stationery

equipment such as phones, and computers

transport

access and use of local authority buildings and rooms
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These are given to you to help you carry out your role as a councillor more effectively and are not to
be used for business or personal gain. They should be used in accordance with the purpose for
which they have been provided and the local authority’s own policies regarding their use.

You must make sure you use the authority’s resources for proper purposes only. It is not appropriate
to use, or authorise others to use, the resources for political purposes, including party political
purposes. When using the authority’s resources, you must have regard, if applicable, to any Local
Authority Code of Publicity made under the Local Government Act 1986.

The recommended code of practice for local authority publicity published by Ministry of Housing,
Communities & Local Government provides guidance on the content, style, distribution, and cost of
local authority publicity.

You must be familiar with the rules applying to the use of resources made available to you by your
local authority. Failure to comply with the local authority’s rules is likely to amount to a breach of the
code.

If you authorise someone (for example a member of your family) to use your local authority’s
resources, you must take care to ensure that this is allowed by the local authority’s rules.

You should never use local authority resources for purely political purposes, including designing and
distributing party political material produced for publicity purposes.

However, your authority may authorise you to use its resources and facilities for legitimate political
purposes in connection with your authority’s business. For example, holding surgeries in your ward
and dealing with correspondence from your constituents. In this case, you must be aware of the
limitations placed upon such use for these purposes. Using your authority’s resources outside of
these limitations is likely to amount to a breach of the Code of Conduct. Where you are part of a
formally-recognised political group, your local authority is also allowed to give you such resources as
you need for local authority business, for example use of a room for group meetings.

You should never use local authority resources purely for private purposes, for example using a
photocopier to print off flyers for your business unless your local authority’s procedures allow for you
to repay any costs accrued.

What are the “resources of the local authority”?

The resources of the local authority include services and facilities as well as the financial resources of
the authority.

Resources could include any land or premises, equipment, computers, and materials. The time,
skills, and assistance of anybody employed by the authority, or working on its behalf, are also
resources, as is information held by the authority which it has not

published.

What constitutes using resources “improperly for political purposes”?
The code acknowledges that party politics has a proper role to play, both in the conduct of authority
business and in the way that councillors carry out their duties.

There will be times when it is acceptable for political groups to use the resources of the local
authority, for example, to hold meetings in authority premises. Often it is impractical to separate a
councillor’s political campaigning from carrying out their duties as an elected

ward member, such as when they hold surgeries or deal with correspondence from constituents.

However, councillors and monitoring officers will need to exercise considerable care to ensure that
this provision is not abused. You must ensure that there is a sufficient connection between the use of
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resources and the business of the authority. Only improper use of resources will be a breach of the
Code of Conduct.

This part of the code complements Section 2 of the Local Government Act 1986, which prevents the
publication of material "designed to affect public support for a political party”. The code, however,
goes further than the Code of Recommended Practice on Publicity. It covers not only the publication
of campaigning material but also any other activity that is intended to promote purely party-political
interests.

You must have regard to any applicable local authority code of publicity made under the powers
contained in Section 4 of the Local Government Act 1986. Publicity is defined as “any
communication, in whatever form, addressed to the public at large or to a section of the public”. It will
cover meetings, websites, and social media postings as well as printed and other written material.

You should be particularly scrupulous about the use of authority resources when elections are
pending, particularly those resources relating to publicity. When using the local authority’s resources
in these circumstances, you should not appear to be seeking to influence public opinion in favour of
you, your party colleagues, or your party.

How do you know what the authority’s requirements for the use of resources are?

Your local authority should have a protocol dealing with use of authority resources. A typical protocol
would cover the following topics:

e use of authority premises
e councillor-officer relationships including use of officer time

¢ information technology, for example computer equipment and the use of associated software,
including the use of such equipment at home

e telephones

e photocopying

e use of stationery and headed notepaper
e postage

e use of authority transport

o allowances and expenses

Yciur local authority may also have a separate protocol on the use of social media which would also be
relevant.

The key principle underlying all such protocols should be that public office and public resources
should not be used to further purely private or party-political purposes.

It is worth noting that where you authorise someone such as a family member to use the authority’s
resources, you must check whether the authority’s rules allow this.

Page 31 of 57



Examples

The complaint alleged a councillor used his computer equipment provided by his local
authority for private purposes by downloading inappropriate adult pornographic images and
sending a number of letters to a local newspaper, which he falsely represented as being from
members of the public. He was found to have misused the local authority’s equipment in
breach of the code and had brought his office into disrepute.

A councillor used local authority notepaper in an attempt to avoid parking penalties incurred
by his son. He also dishonestly attempted to renew a parking permit for disabled drivers. He
was convicted of attempting, by deception, to evade the parking penalties dishonestly. He was
also found by his local authority to have breached this paragraph of the code.

Complying with the Code of Conduct

It is extremely important for you as a councillor to demonstrate high standards, for you to have your
actions open to scrutiny and for you not to undermine public trust in the local authority or its
governance. If you do not understand or are concerned about the local authority’s processes in
handling a complaint you should raise this with your monitoring officer.

As a councillor:

e |undertake Code of Conduct training provided by my local authority.

Councillors should be competent for the work they undertake, and this includes the way in which you
conduct yourself when carrying out your role as a councillor. Training helps to develop such
competence, ensuring that you understand the Code of Conduct and how it applies to you.

As a councillor you are responsible for your own actions and will be held personally responsible if
you breach your local authority’s Code of Conduct. Therefore, it is essential that, where you are
offered the opportunity by your local authority, you equip yourself with sufficient knowledge of the
code to ensure that you comply with it at all times.

o | cooperate with any Code of Conduct investigation and/or determination.

The Code of Conduct is a cornerstone of good governance. It is important for public trust that it is
seen to be taken seriously by individual councillors as well as the local authority as a whole.

While being the subject of a complaint that you have breached the Code of Conduct and having your
conduct investigated may at times be unpleasant and stressful it is essential that councillors
cooperate with any code investigations and determinations. Failure to cooperate will not stop an
investigation but may simply drag matters and does not allow you to put your side of the story so
increases the risk that inferences are drawn about your unwillingness to cooperate and that you will
be found in breach of the Code.

It is equally important if you have made a complaint which the local authority has decided merits
investigation that you continue to cooperate. Complaints made simply to damage the reputation of an
individual through inferences but which you are not willing to support through your cooperation will
damage relationships and will also damage the reputation of you and your local authority.

If you are asked to assist the investigator as a potential witness it is again important that you do so to
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allow as fully rounded a picture as possible to be drawn so that any determination on a case has as
much evidence as necessary in order to reach the correct decision. You should let the investigator
know if you need any reasonable adjustments made.

¢ I|do notintimidate or attempt to intimidate any person who is likely to be involved with the
administration of any investigation or proceedings.

However much you may be concerned about allegations that you or a fellow councillor failed to
comply with the Code of Conduct, it is always wrong to intimidate or attempt to intimidate any person
involved in the investigation or hearing. Even though you may not have breached the Code of
Conduct, you will have your say during any independent investigation or hearing, and you should let
these processes follow their natural course. If you seek to intimidate a witness in an investigation
about your conduct, for example, you may find yourself subject to another complaint that you
breached this paragraph of the Code of Conduct.

When does the duty not to intimidate start and avoiding allegations of intimidation?

Once there is the possibility of a complaint that the Code of Conduct has been broken, councillors
need to be alert to how their behaviour towards potential witnesses or officers involved in handling of
their case may be viewed. However innocently the contact is intended or may appear, great care
should be taken when councillors deal with people involved with their case.

You should refer to your local authority’s procedures and protocol for dealing with alleged breaches of
your Code of Conduct.

e | comply with any sanction imposed on me following a finding that | have breached the
Code of Conduct.

Fair, consistent, and proportionate sanctions help to ensure the integrity of the standards framework
and thus maintain public trust and confidence in councillors, your role, and your authorities. It is
important that councillors and local authorities take standards of conduct seriously and the use of
sanctions helps to demonstrate this.

Failure to comply with sanctions can bring the standards framework into disrepute.

Part 3 — Protecting your reputation and the reputation of the local
authority

The code requires you to register matters under 2 separate categories:

1. Gifts and hospitality, you receive in your role as a
councillor; and

2. Certain types of interests

Registration of gifts, hospitality and interests Gifts and hospitality

As a councillor:
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¢ | do not accept gifts or hospitality, irrespective of estimated value, which could give rise to real
or substantive personal gain or a reasonable suspicion of influence on my part to show favour
from persons seeking to acquire, develop or do business with the local authority or from
persons who may apply to the local authority for any permission, licence or other significant
advantage.

¢ | register with the monitoring officer any gift or hospitality with an estimated value of at least
£50 within 28 days of its receipt.

o | register with the monitoring officer any significant gift or hospitality that | have been offered
but have refused to accept.

In order to protect your position and the reputation of the local authority, you should exercise caution
in accepting any gifts or hospitality which are (or which you reasonably believe to be) offered to you
because you are a councillor. The presumption should always be not to accept significant gifts or
hospitality. However, there may be times when such a refusal may be difficult if it is seen as
rudeness in which case you could accept it but must ensure it is publicly registered.

However, you do not need to register gifts and hospitality which are not related to your role as a
councillor, such as Christmas gifts from your friends and family. It is also important to note that it is
appropriate to accept normal expenses and hospitality associated with your duties as a councillor. If
you are unsure, do contact your monitoring officer for guidance.

What does “hospitality” mean?

Hospitality can be defined as any food, drink, accommodation, or entertainment freely provided or
heavily discounted.

How much detail should I include on the register?

Where you register gifts or hospitality you should include the name of the person or organisation who
gave you the gift or hospitality; the date on which you received it; the reason it was given; and its
value or estimated value.

How do | know if gifts or hospitality have been offered to me because of my role as a
councillor?

The code says you must register any gift or hospitality received in your capacity as a councillor if the
estimated value exceeds £50 or such other limit as agreed by your local authority.

You should ask yourself whether you would have received the gift or hospitality if you were not on
the local authority. If you are in doubt as to the motive behind an offer of a gift or hospitality, we
recommend that you register it or speak to the clerk or monitoring officer before deciding whether to
accept it. You should also refer to the local authority’s policy on gifts and hospitality.

You do not need to register gifts and hospitality which are not related to your role as a councillor,
such as Christmas gifts from your friends and family, or gifts which you do not accept. However, you
should apply common sense when you consider how receipt of a gift might be interpreted. For
example, if you are the chair of the planning committee and a birthday present arrives from a family
friend who is also an applicant just before a planning application is due to be considered, then you
need to think about how this would be interpreted by a reasonable member of the public.

What about gifts or hospitality | do not accept?
The code makes it clear that the presumption is that you do not normally accept gifts or hospitality.
While gifts or hospitality can be offered for benign reasons it is important for your reputation, the

Page 34 of 57



reputation of the local authority and the need to reassure the public that decision-making is not being
improperly influenced that you do not accept gifts or hospitality wherever possible.

Simply accepting gifts or hospitality and then registering it does not mean that it may be seen as
reasonable. Accepting an expensive meal from somebody who is negotiating for a contract with the
council, for example, is not ‘made right’ by being recorded on a public register.

There will be times, however, where turning down hospitality or gifts could be seen as causing
unnecessary offence. For example, if you have been invited as a ward councillor to a local festival or
faith celebration along with other members of the community then it may be entirely appropriate to
accept the hospitality. However, you should always exercise particular caution if the organisers are
involved in ongoing negotiations with the local authority on a particular matter.

Where you are offered a gift or hospitality but decline it you should nevertheless notify the monitoring
officer. That helps the authority to identify if there are any patterns and to be aware of who might be
seeking to influence the authority.

What about gifts or hospitality that falls below the limit in the code?

You should always notify the monitoring officer of any gift or hospitality offered to you if it could be
perceived as something given to you because of your position, especially where the gift or hospitality
is from somebody who has put in an application to the local authority (or is about to) even where that
hospitality falls below £50 or the limit set by the local authority.

While that would not be a matter for the public register it again allows the authority to be aware of any
patterns.

Also, an accumulation of small gifts you receive from the same source over a short period of say a
couple of months that add up to £50 or over should be registered in the interests of transparency.

What if  do not know the value of a gift or hospitality?

The general rule is, if in doubt as to the value of a gift or hospitality, you should register it, as a
matter of good practice and in accordance with the principles of openness and accountability in
public life. You may therefore have to estimate how much a gift or hospitality is worth. For example, if
you attend a dinner as a representative of the authority which has been pre-paid by the sponsors
you would need to make an informed judgment as to its likely cost.

What if ’'m at an event but don’t have the hospitality or only have a small amount?

The best way to preserve transparency is for you to assess the hospitality on offer, whether it is
accepted or not. This is because it would clearly not be in your interests to be drawn into arguments
about how much you yourself ate or drank at a particular occasion. For example, you may find
yourself at a function where relatively lavish hospitality is on offer, but you choose not to accept it.
You may go to a champagne reception but drink a single glass of orange juice for example.

As a guide you should consider how much a person could reasonably expect to pay for an
equivalent function or event run on a commercial basis. What you have been offered is the value of
the event regardless of what you actually consumed. Clearly where you are in any doubt the prudent
course is to register the hospitality.

Is there a minimal threshold where | wouldn’t have to notify the monitoring officer?
The code is about ensuring that there is transparency and accountability about where people may be
trying to influence you or the local authority improperly. However, in the course of your duties as a
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councillor you will be offered light refreshments or similar on many occasions. It is perfectly
acceptable to have a cup of tea or biscuits at a meeting with residents at the local community centre
for example and there may be times when an external meeting lasts all day and the organisers offer
you a sandwich lunch and refreshments.

The Government’s guide to the Bribery Act for employers says that ‘the Government does not intend
that genuine hospitality or similar business expenditure that is reasonable and proportionate be
caught by the Act, so you can continue to provide bona fide hospitality, promotional or other
business expenditure. In any case where it was thought the hospitality was really a cover for bribing
someone, the authorities would look at such things as the level of hospitality offered, the way in
which it was provided and the level of influence the person receiving it had on the business decision
in question. But, as a general proposition, hospitality or promotional expenditure which is
proportionate and reasonable given the sort of business you do is very unlikely to engage the Act.’

You should use your discretion and think how it might look to a reasonable person but always seek
the views of the monitoring officer or clerk where you are a parish councillor if in doubt.

What are ‘normal expenses and hospitality associated with your duties as a councillor’?
As well as the minimal threshold hospitality above there will be times when you are paid expenses
which include an element for food and drink as part of your role.

The focus of the code is on the source of the hospitality and its nature. Hospitality does not need to
be registered where it is provided or reimbursed by the authority or where it is clearly ancillary to the
business being conducted, such as an overnight stay for an away-day. Therefore, hospitality at a
civic reception or mayor’s ball would not need to be registered.

However, the hospitality should be registered if it is provided by a person or body other than the
authority and is over and above what could reasonably be viewed as ancillary to the business
conducted. You might meet dignitaries or business contacts in local authority offices. However, if
such meetings take place in other venues, such as at cultural or sporting events, this should be
registered as hospitality.

If you are away at a conference and you are offered entertainment by a private company or
individual or attend a sponsored event you should consider registering it.

What if my role involves me attending regular events or receiving gifts or hospitality?
Some roles in a local authority will inevitably involve being offered more entertainment than others
because of the ‘ambassadorial’ hature of the role. For example, the mayor or chair of the authority
will be invited to a large number of functions and the leader of the local authority may be attending
events as political leader of the local authority.

Although the mayor or chair, for example, may attend many social functions, they are not exempt
from the requirement to register hospitality as individual councillors. However, where the hospitality
is extended to the office holder for the time being rather than the individual, there is no requirement
under the code to register the hospitality against your individual register. The question a councillor
needs to ask themselves is, “Would | have received this hospitality even if | were not the
mayor/chair?” If the answer is yes, then it must be registered.

If matters are recorded on a mayor or chair’s register any entry on the register should make it clear
that gifts or hospitality are being accepted because of the office held and, where possible, any gifts
accepted should be ‘donated’ to the local authority or to charity or as raffle prizes for example.

Gifts that are clearly made to the local authority, for example a commemorative goblet which is kept
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on display in the local authority’s offices, do not need to be registered in the councillor’s register of
gifts and hospitality. However, such gifts ought to be recorded by the local authority for audit
purposes.

Register of interests
Section 29 of the Localism Act 2011 requires the monitoring officer to establish and maintain a
register of interests of members of the local authority.

You need to register your interests so that the public, local authority employees and fellow councillors
know which of your interests might give rise to a conflict of interest. The register is a public document
that can be consulted when (or before) an issue arises. The register also protects you by allowing
you to demonstrate openness and a willingness to be held accountable. You are personally
responsible for deciding whether or not you should disclose an interest in a meeting, but it can be
helpful for you to know early on if others think that a potential conflict might arise. It is also important
that the public know about any interest that might have to be disclosed by you or other councillors
when making or taking part in decisions, so that decision-making is seen by the public as open and
honest. This helps to ensure that public confidence in the integrity of local governance is maintained.

Within 28 days of becoming a member or your re-election or re-appointment to office you must
register with the monitoring officer the interests which fall within the categories set out in Table 1
(Disclosable Pecuniary Interests) which are as described in “The Relevant Authorities (Disclosable
Pecuniary Interests) Regulations 2012”. You should also register details of your other personal
interests which fall within the categories set out in Table 2 (Other Registerable Interests)

You must register two different categories of interests:

1. Disclosable Pecuniary Interests — these are categories of interests which apply to you and
your partner. The categories are set out in regulations made under s27 of the Localism Act
2011 and knowing non-compliance is a criminal offence

2. Other registerable interests — these are categories of interest which apply only to you and
which the LGA believes should be
registered as an aid to transparency.

Further details about these two categories follow. For guidance on when these interests give rise to a
matter which needs to be declared at a meeting see the guidance on declaring interests in Part 3.

Disclosable Pecuniary Interests

These are interests which must be notified to the principal authority’s monitoring officer within 28
days of the code being adopted by your local authority or within 28 days from when you become a
councillor in accordance with the statutory requirements of the Localism Act 2011. These are
enforced by criminal sanction, and failure to register or declare such an interest at a meeting is a
criminal offence. You must keep your register up to date so, as soon as a new interest needs to be
registered or you cease to hold an interest, you should notify the monitoring officer.

A ‘disclosable pecuniary interest’ is an interest of yourself or your partner (which means spouse or
civil partner, a person with whom you are living as husband or wife, or a person with whom you are
living as if you are civil partners) and the categories covered are set out in Appendix A of the Code.

Offences
It is a criminal offence under the Localism Act 2011 to

o fail to notify the monitoring officer of any disclosable pecuniary interest within 28 days of
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election or co-option
o fail to disclose a disclosable pecuniary interest at a meeting if it is not on the register

¢ fail to notify the monitoring officer within 28 days of a disclosable pecuniary interest that is not
on the register that you have disclosed to a meeting

e participate in any discussion or vote on a matter in which you have a disclosable pecuniary
interest

e knowingly or recklessly provide information that is false or misleading in notifying the
monitoring officer of a disclosable pecuniary interest or in disclosing such interest to a meeting.

The criminal penalties available to a court are to impose a fine not exceeding level 5 on the
standard scale and disqualification from being a councillor for up to five years.

Does ‘office carried on for profit or gain’ include allowances | may receive from another local
authority I sit on?

If you receive allowances which are treated as taxable income rather than simply being pure
reimbursement of expenses, say, then they do need to be registered and declared as appropriate.

Reimbursement of expenses is separately covered by the DPI category 'sponsorship’ and makes
clear that it excludes the need to register or declare reimbursement of expenses from one's own
authority. However, that does not exclude any allowances received from another authority. This is
supported by a letter written by the then Minister Brandon Lewis to Desmond Swayne MP in 2013
when this issue was raised with Government which said: “a member being in receipt of taxable
members’ allowances may be considered to give rise to a disclosable pecuniary interest under the
subject of ‘Employment, office, trade or vocation’ set out in the regulations.

That means that any member in receipt of taxable allowances from another authority would have to
register such as a DPI. For example, a parish councillor who is also a district councillor and is in
receipt of taxable allowances from the district would need to register that fact.

How much detail do | need to put about my employment?

It is not enough simply to put, for example, ‘management consultant’ or ‘teacher’. Sufficient detail
should be given to identify your company or employer. This aids transparency and allows people to
see where potential conflicts of interest may arise.

Where you have a sensitive employment, which should not be disclosed you should discuss this with
your monitoring officer (see ‘sensitive interests’ below). While the law on sensitive interests only
applies to where there is a fear of intimidation there may be employment, such as certain sections of
the military, which cannot be disclosed for other reasons so you should always seek advice if in
doubt.

What is a contract with the local authority?
Some councillors’ own businesses which may have dealings with the local authority. For example, a
grounds maintenance company may contract with a parish council for grass cutting. Such contracts
should be included on the register of interests.

More broadly, councillors, as residents, may have dealings with the local authority in their personal
lives. For example, some councillors pay their own local authority to have garden waste collections,
rent an allotment or may be a member of the gym of a local authority operated leisure centre. Such
arrangements form a subscription service that are open to all residents, and do not require
registration.
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How much detail is required of landholdings?
Sufficient detail should be given to identify the land in question.

An address and, where the address is not sufficient, details that are sufficient to identify the land will
usually meet the requirement. A plan identifying the land may be useful in some situations but is not
a requirement.

D%you have to register the landholdings of your employers or bodies you have shareholdings
in?

In general, there is no requirement to list the landholdings of companies or corporate bodies included
in the register. The only requirement is to register any tenancy between such bodies and the
authority (under the corporate tenancies). Obviously, you can only be expected to register those you
ought reasonably to be aware of, so, for example, if you work for a large housebuilder you may not
be aware of which land in the local authority’s area they had options on.

You do need to be mindful of your level of control in the company and the effect this may have on
your benefit from the land. For example, if you and your spouse jointly owned a farming business,
you would be the sole beneficiaries of any land owned by that farm and as such it is strongly advised
to register land held by companies in which you have a controlling interest.

What about my home and tenancies?

The most common beneficial interest in land councillors have is their home address. You should
include in here your home if you live in it; whether that be as a result of a mortgage, tenancy, or other
arrangement (for example, a councillor is living with their parents but not paying a rental fee to them).

You should also include in the section for beneficial interests in land any tenancy properties you own in
the local authority’s area.

How much information do you have to give out about shareholdings?
In general, if you hold more than £25,000 of equity in a company, or more than 1 per cent of a
shareholding, you are required to declare this.

Many councillors hold investments through trust funds, investment funds or pension funds which are
managed by fund managers. In that situation, you may not know if you actually hold more than
£25,000 in a single company or more than 1 per cent of a shareholding. The expectation is that you
should take reasonable steps to ensure you do understand what investments you may have and
whether the requirement to register applies, and so:

1. ]Lt cgn be helpful for councillors to state on their form that they have funds invested in specific
unds.

2. It can be helpful for councillors to make fund managers aware of their requirement to declare
where they hold significant investments within a company that operates in the local authority's
area so that they can be notified if this is the case.

Do | have to separate my spouse/partners interests and my own interests?

The law only requires you to register the interests, and you are not required specifically to state
whether the interest is held by you, or by your spouse. However, many local authorities do ask for
this information as it can be more transparent to separate it.

How much information do | need to obtain from my spouse/partner?

Page 39 of 57



You need to make sure you take all reasonable steps to obtain information from your spouse or
partner about their interests. For example, you would reasonably be expected to know where they
worked, or if they owned any rental properties. You would be expected to ask if they had any
shareholdings in companies, but they may not know the full details of an investment fund they had
and where it was invested, and if that were the case, you would not be expected to know (and
register) it either.

Other registerable interests

In addition to the Disclosable Pecuniary Interests above, you must, within 28 days of the code being
adopted by your local authority, or your election or appointment to office (where that is later), notify
the monitoring officer in writing of the details of your interests within the following categories, which
are called ‘other registerable interests’:

a) Details of any body of which you are a member or in a position of general control or
management and to which you are appointed or nominated by your local authority,
b) Details of any body of which you are a member or in a position of general control or
management and which —
e exercises functions of a public nature
e s directed to charitable purposes, or
e is a body which includes as one of its principal purposes influencing public opinion or
policy

c) Details of any gifts or hospitality with an estimated value of more than £50 or such other limit
as your local authority has agreed, that you receive personally in connection with your official
duties.

With Other Registerable Interests, you are only obliged to register your own interests and do not
need to include interests of spouses or partners. Therefore, a spousal interest in a local group is not
registerable as an ‘other registerable interest’. Failure to register these interests is not covered by the
criminal offence but would be a breach of the code.

What is a “body exercising functions of a public nature”?
Although it is not possible to produce a definitive list of such bodies, here are some criteria to
consider when deciding whether or not a body meets that definition -

e does that bod&/_ carry out a public service? _ . _
e s the body taking the place of local or central government in carrying out the function?
[ )

is the body (including one outsourced in the private sector) exercising a function delegated to
it by a public authority?

¢ s the function exercised under legislation or according to some statutory power?

e can the body be judicially reviewed?

Unless you answer “yes” to one of the above questions, it is unlikely that the body in your case is
exercising functions of a public nature.

Examples of bodies included in this definition: government agencies, other councils, public health
bodies, council-owned companies exercising public functions, arms-length management
organisations carrying out housing functions on behalf of a council, school governing bodies.

Do local campaigning or Facebook groups need to be registered?
Membership (which does not include simply being on a mailing list), of local campaign or Facebook
groups will only need to be registered if they are bodies:
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e exercising functions of a public nature;
o directed towards charitable purposes; or _ _ o _
¢ one whose principal purpose includes influencing public opinion or policy.

Generally, it is unlikely that these groups will be regarded as formal bodies to be registered.
However, each case should be considered on its own merits. ‘A Body’ is defined as ‘a number of
persons united or organised’. Some groups are very united on their cause and organised, but their
purpose must fall under one of the functions listed above.

There must also be some formality to the membership, such as registration for example. Simply
attending a meeting of a local campaign does not of itself make you a ‘member’ of that organisation.

There has been a growth in organisations which are more nebulous in nature, and no formal
membership requirements exist, such as Extinction Rebellion. It can be helpful to ask yourself the
question “do | consider | am a member of the organisation” and if the answer is yes, then register the
membership for transparency purposes.

If you need further information or specific advice, please speak to your clerk or monitoring officer.

What about membership of a political party or trade union?

The second category of other registerable interests refers to membership of a body or being in a
position of general control and management of a body, one of whose principal purposes includes the
influence of public opinion or policy. This includes any political party or trade union. Memberships of
political parties and Trade Unions therefore need to be registered. Remember that if because of
membership of a political party or a trade union any payment or financial benefit is received, it is
likely to come under the Sponsorship category of DPI.

Sensitive interests

Where you consider that disclosure of the details of an interest could lead to you, or a person
connected with you, being subject to violence or intimidation, and the monitoring officer agrees, if the
interest is entered on the register, copies of the register that are made available for inspection and
any published version of the register will exclude details of the interest, but may state that you have
an interest, the details of which are withheld.

What is sensitive information?

It may include your sensitive employment (such as certain scientific research or the Special Forces)
which is covered by other legislation or interests that are likely to create serious risk of violence or
intimidation against you or someone who lives with you. For example, disclosure of your home
address where there has been a threat of violence against you or where there is a court order
protecting your whereabouts.

You should provide this information to your monitoring officer and explain your concerns regarding
the disclosure of the sensitive information; including why it is likely to create a serious risk that you or
a person who lives with you will be subjected to violence or intimidation. You do not need to include
this information in your register of interests, if your monitoring officer agrees, but you need to
disclose at meetings the fact that you have an interest in the matter concerned (see guidance on
declaring interests).

What happens if the monitoring officer does not agree that the information is sensitive?

It is for the monitoring officer to decide if the information is sensitive. You must notify the monitoring
officer of the information which you think is sensitive and give your reasons and any supporting
evidence.
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If the monitoring officer agrees, this information does not need to be included in the register of
interests. However, if the monitoring officer disagrees then it must be registered.

What happens if the information stops being sensitive?

You must notify the monitoring officer of any change in circumstances which would mean that the
sensitive information is no longer sensitive within 28 days of the change, for example a change in
employment. The information would then be included in the authority’s register of interests.

| haven’t received a direct threat, but | am concerned about registering my home address.

At present, councillors are required to register their home address as part of their local authority’s
register of interests which are typically published on their local authority website. There have been
growing concerns about the potential for threats and intimidation to councillors by virtue of disclosing
their home address. Whilst some councillors believe disclosing a home address is a core component
of democracy and it is important for the public to know where a councillor may live as they may be
making decisions that have an impact on their property, others are very concerned about it. Section
32 of the Localism Act 2011 allows Local Authorities to withhold sensitive interests from the public
register where their disclosure could lead to violence or intimidation. It is recommended that
councillors should not be required to register their home addresses as a disclosable pecuniary
interest. The Committee on Standards in Public Life’s review of Local Government Ethical Standard
recommended in January 2019 that councillors should not be required to register their home
addresses as a disclosable pecuniary interest. However, at present the Government has not
legislated for this.

It is important that if councillors have such concerns, they share these with the monitoring officer
transparently and openly so they can be properly considered.

Who should you notify when registering your interests?

The Localism Act and the Code both say that the monitoring officer is responsible for maintaining the
register. You must therefore notify your monitoring officer of your interests to be registered. This is
also true for parish councillors that you must notify the monitoring officer of the district, metropolitan
or unitary authority for the area in which the parish council is situated.

However, the obvious point of contact for information of this type for the public is the parish clerk.
The clerk needs to have an up-to-date copy of the register of interests in order to comply with public
access requirements and there is a requirement for the parish council to publish the registers on their
website where they have one, either directly or through a link to the relevant page on the principal
authority’s website. It also ensures that the clerk is aware of potential conflicts if they arise in a parish
council meeting and can advise accordingly. It is therefore practical for the parish clerk to act as the
point of contact between parish councillors and the relevant monitoring officer by collecting their
interests together, passing them on and regularly asking councillors to review if there have been any
changes.

However, you should ensure that there is a system in place for the parish clerk to pass on
immediately any information to the relevant monitoring officer as each individual councillor is
ultimately responsible for ensuring that the relevant monitoring officer is in possession of all the
required information.

Declarations of interest

As a councillor:
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e |register and disclose my interests.

Section 29 of the Localism Act 2011 requires the monitoring officer to establish and maintain a
register of interests of members of the authority.

You need to register your interests so that the public, local authority employees and fellow
councillors know which of your interests might give rise to a conflict of interest. The register is a
public document that can be consulted when (or before) an issue arises. The register also protects
you by allowing you to demonstrate openness and a willingness to be held accountable. You are
personally responsible for deciding whether or not you should disclose an interest in a meeting, but
it can be helpful for you to know early on if others think that a potential conflict might arise. It is also
important that the public know about any interest that might have to be disclosed by you or other
councillors when making or taking part in decisions, so that decision making is seen by the public
as open and honest. This helps to ensure that public confidence in the integrity of local governance
is maintained.

You should note that failure to register or disclose a disclosable pecuniary interest as set out in
Table 1 of the Code, is a criminal offence under the Localism Act 2011.

Appendix B of the Code sets out the detailed provisions on registering and disclosing interests. If in
doubt, you should always seek advice from your monitoring officer.

This part of the Code is about the registering of your interests and then how to go about declaring or
managing your interests.

At heart there is a simple principle — as public decision-makers, decisions must be made in the
public interest and not to serve private interests. However, the rules to set out whether you have an
interest or not in any given situation can be complex given the infinite variety of issues that may
arise. This guidance is to help you steer a way through those rules.

The Code therefore requires members to declare interests in certain circumstances. Disclosure, in
the register and at meetings, is about letting members of the public and interested parties know
where you are coming from when involved in decision making and is to enable you to be ‘up front’
about who you are and what your conflicts of interest might be. Conflicts of interest in decision
making as a councillor, and what in public law is known as ‘apparent bias’, are an established part of
the local government legal landscape. The Nolan Principles and the Model Code require councillors
to act impartially (i.e. not be biased) when carrying out their duties. (See also guidance on bias and
predetermination in Part 3)

A single councillor who is guilty of bias is enough to strike out the whole decision when challenged
before the courts. This can cause huge cost and reputational damage for the local authority, yet is
seldom due to actual corruption or even consciously favouring a personal interest over the public

interest on the part of the councillor involved and may have no repercussions for them personally.

The object of this part of the Code is therefore twofold.

Firstly, it is to provide an explanation and a guide to the public and councillors as to what is or isn’t a
conflict of interest and then how a conflict between the interest you may hold as an individual
councillor and the public interest you must hold as a decision maker of a public authority can be best
managed.

Secondly, the Code provides a means to hold an individual councillor to account for their actions
when they fail to manage that conflict of interest properly and put the decision of the public authority,
including the public purse, and decisions around individuals’ daily lives, at risk.

The test at law for apparent bias is ‘would a fair-minded and informed observer, having considered
the facts, conclude that there was a real possibility of bias’. This is why you will see this question
reflected in the Code when you are asked to consider whether or not you should participate in a
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meeting where you have a conflict of interest.

The code contains three different categories of interests — Disclosable Pecuniary Interests (DPI);
Other Registerable Interests ORI); and Non-Registerable Interests (NRI).

For the first two categories these are interests which must be recorded on a public register except in
limited circumstances (see guidance on Registration of Interests in Part 3). The third category do not
need to be recorded on the register but will need to be declared as and when they arise.

This means an interest may arise not just from interests already on your register. There will also be
times when, although the interest does not personally involve you, it may involve a relative or close
associate. You are not expected to register every interest of those people, but you will need to
declare them as and when they might arise. These are referred to in the code as ‘non-registerable
interests’.

As a brief summary, the requirements of the code apply where:
1. you or someone you are associated with has an interest in any business of your authority, and;
2. where you are aware or ought reasonably to be aware of the existence of that interest, and

3. you attend a meeting of your authority at which the business is considered (or where you are
making a delegated decision as an individual under executive arrangements).

You must disclose to that meeting the existence and nature of your interests at the start of the
meeting, or when the interest becomes apparent. It is usual to have for any declarations of interest
at the start of the meeting but it is good practice also to ask again at the start of any agenda item.
For example, members of the public may only be present for a specific item so will not have heard
the declaration at the start, and a member may only become aware of the interest part-way through
the meeting or item in any case.

And there will be times that because your interest is so close to the matter under discussion you will
not be able to take part in that item of business. Those circumstances are explained in greater detail
for each category of interest below.

This means there are three types of interest which you may have to declare:

Disclosable Pecuniary Interests (Part A of the Register)
Other Registerable Interests (Part B) and
Non-registerable interests

Guidance is given below on each of these categories in turn.

Disclosable Pecuniary Interests
(Annex B, paragraphs 4 and 5)

Disclosable Pecuniary Interests (or ‘DPIs’) were introduced by s30 of the Localism Act 2011. They
are a category of interests which relate to the member and/or their partner, such as financial interests
of you or your partner such as your house or other property, or if you have a job or own a business.
The categories are set out in regulations made under the Act and are in Table 1 of Annex B of the
Code

‘Partner’ is defined by regulations as your ‘spouse or civil partner, a person with whom you are living
as husband or wife, or a person with whom you are living as if you are civil partners.’

They must be registered and, where they come up in a meeting, declared. Failure knowingly to
register or declare a DPI is a criminal offence under the Localism Act.
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The Localism Act says that if you are present at a meeting of the Council, or any committee, sub-
committee, joint committee or joint sub-committee of the authority, and you have a disclosable
pecuniary interest in any matter to be considered or being considered at the meeting:

e you may not participate in any discussion of the matter at the meeting
e you may not participate in any vote taken on the matter at the meeting
o if the interest is not registered, you must disclose the interest to the meeting

o if the interest is not registered and is not the subject of a pending notification, you must notify
the monitoring officer of the interest within 28 days.

The Act says you need to declare the nature of the interest only if it is not on the public register. In
addition, your authority’s rules might require you to leave the room where the meeting is held while
any discussion or voting takes place.

However, the Model Code states that it is important to declare the nature of the interest and to
withdraw while the item is being dealt with. This aids transparency for the public and helps avoid
accusations that you may be seeking to influence the outcome by remaining in the room even if your
local authority’s rules don’t explicitly require it.

If you have a DPI, you may in certain circumstances be granted a dispensation to take part (see
guidance on Dispensations in Part3).

When does a Disclosable Pecuniary Interest arise?
The Localism Act uses the phrase ‘you have a DPI in any matter...’

This wording has led to some confusion as to what circumstances would lead to the need to declare
a DPI. The Explanatory Notes to the Localism Act say that section 31 of the Act “requires a member
of a relevant authority to disclose a disclosable pecuniary interest that they are aware of (apart from
a sensitive interest), at a meeting or if acting alone, where any matter to be considered relates to
their interest. It prohibits a member from participating in discussion or voting on any matter relating to
their interest or, if acting alone, from taking any steps in relation to the matter (subject to any
dispensations).” [our emphasis].

This means you have a Disclosable Pecuniary Interest (DPI) in a matter when the matter being
discussed directly relates to your registered interest or that of your partner, rather than simply
affecting it.

For example, if you have registered 1 Acacia Avenue as your address, you would have a DPI if you
put in a planning application for 1 Acacia Avenue, or if the whole of Acacia Avenue was being
considered for a Resident Parking Zone.

You would not have a DPI if 3 Acacia Avenue had put in a planning application as the matter does
not directly relate to your registered interest. You may however have a non-registerable interest (see
below) as the application may indirectly affect your property.

Does setting the Council Tax or precept give rise to a DPI?

The LGA is clear that you do not have a DPI simply if you are voting to set the Council Tax or
precept. Guidance issued by the Government in 2013 made clear that ‘any payment of, or liability to
pay, council tax does not create a disclosable pecuniary interest as defined in the national rules;
hence being a council tax payer does not mean that you need a dispensation to take part in the
business of setting the council tax or precept or local arrangements for council tax support.’

The Council Tax and precept are charges on all relevant properties in the area and do not directly
relate to any single property in such a way as to give rise to a DPl. Members are therefore fully

Page 45 of 57



entitled to vote on the matter (subject to rules about Council tax arrears).

Other registerable interests
(Paras 6, 8 and 9 of Annex B)

The second category of interests are ‘other registerable interests’ or ORIs.

If you have an ‘Other Registerable Interest’ — that is an interest which falls within the categories in
Table 2 in Annex B - the Code says you should not participate in the relevant business in two
circumstances:

1. when a matter directly relates to the finances or wellbeing of that interest. (para 6); or

2. when a matter affects the finances or wellbeing of that interest to a greater extent than it affects
the majority of inhabitants; and a reasonable member of the public would thereby believe that
your view of the public interest would be affected (paras 8 and 9).

An interest ‘directly relates’ to an outside body where the local authority is taking a decision which
directly relates to the funding or wellbeing of that organisation

For example, under a) if you are a member of a group which has applied for funding from the local
authority, or if you are a member of an organisation which has submitted a planning application, the
decision directly relates to that organisation.

In such a case you must not take part in any discussion or vote on the matter. You can speak on the
matter before withdrawing but only where the public are also allowed to address the meeting. For
example, you may want to put forward the organisation’s case as to why it has applied for funding,
but representatives from competing organisations would also need to be able to make their case.

If the public are not allowed to address the meeting on that item, you would need, if necessary, to get
another councillor who did not have an ORI to make any relevant case.

If the local authority is simply discussing that outside organisation but not making a decision which
relates to its finances or wellbeing — for example discussing the annual report from the organisation
— that does not directly relate to the organisation as there is no direct impact on the organisation
which would give rise to a conflict of interest.

Under b) if you are on the committee of the local village hall and an application for a licence for
another venue in the village is made which may take trade away from the village hall then the matter
would affect the village hall and a reasonable person would believe that would affect your view of the
public interest so those two tests are met.

You would not have an interest if the local authority was discussing early planning for an event,
which may or may not be held in the village hall as there would be no direct financial impact at that
time. When the plans crystallised then an interest would arise as a decision would be made which
would have financial implications.

There will also be circumstances where you do not need to declare an interest even though the
matter may be relevant to the wider aims of an organisation of which you are a member. For
example, if you are a member of a charity such as the Royal Society for the Protection of Birds
(RSPB), you do not need to declare an interest every time the local authority might discuss matters
relating to habitats or conservation issues. Those issues may reflect the wider aims of RSPB, but
they do not directly relate to or affect the organisation and your mere membership of the organisation
has no bearing on the matter.

If you were in a position of control or general management in that body and the organisation was
campaigning actively on the specific issue being discussed or you personally were campaigning
actively on that specific issue the situation would be different. In those circumstances you may have

Page 46 of 57



an interest and there is a risk of predetermination. Where there is doubt you should always seek
advice from the monitoring officer (or clerk if you are a parish councillor).

As with DPIs you can be granted a dispensation (see below) and if the interest has not been
registered or notified to the monitoring officer you should do so within 28 days of the meeting.

Non-registerable interest

(paras 7, 8 and 9 of Annex B)
The third category of interests is Non-registerable interests or NRIs.

A Non-registerable Interest arises where the interest is that of yourself or your partner which is not a
DPI or of a relative or close associate (see definition below).

As a councillor you are not expected to have to register the interests of your relatives or close
associates but under the Code you are expected to declare them as and when relevant business
occurs which affects their finances or wellbeing. The Code says you should not participate in the
relevant business in two circumstances:

1. when a matter directly relates to that interest. Or

2. th?l’l a matter affects that interest to a greater extent than it affects the majority of inhabitants
an

a. areasonable member of the public would thereby believe that your view of the public
interest would be affected

For example, under a) if your son has submitted an application for a licence to open a bar, the matter
directly relates to your relative. You must not take part in any discussion or vote on the matter.

For example, under b) there has been an application made to build several units of housing on a field
adjacent to your business partner’s home. It is not their application, but they will be more affected by
the application than the majority of people so again you would be expected to declare the interest
and withdraw.

Similarly, an application for the property next door to you does not directly relate to your property so it
is not a DPI, but you would instead need to declare a Non-Registerable Interest.

In all of these cases you can speak on the matter before withdrawing but only where the public are
also allowed to address the meeting. If the public are not allowed to address the meeting on that
item, you would need if necessary, to get another councillor who did not have an NRI to make any
relevant case or to represent the wider views of constituents.

As with DPIs you can be granted a dispensation (see below).

What is the difference between ‘relates to’ and ‘affects’?

Something relates to your interest if it is directly about it. For example, the matter being discussed is
an application about a particular property in which you or somebody associated with you or an
outside body you have registered has a financial interest.

‘Affects’ means the matter is not directly about that interest but nevertheless the matter has clear
implications for the interest — for example, it is a planning application for a neighbouring property
which will result in it overshadowing your property. An interest can of course affect you, your family or
close personal associates positively and negatively. So, if you or they have the potential to gain or
lose from a matter under consideration, an interest would need to be declared in both situations.

What does “affecting well-being” mean?
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The term ‘well-being’ can be described as a condition of contentedness and happiness. Anything that
could affect your quality of life or that of someone you are closely associated with, either positively or
negatively, is likely to affect your well-being. There may, for example, be circumstances where any
financial impact of a decision may be minimal but nevertheless the disruption it may cause to

you or those close to you could be significant. This could be on either a temporary or permanent
basis. Temporary roadworks in your street may affect your wellbeing on a temporary basis. Closure
of a local amenity may have a more permanent impact on your wellbeing if you use it more than the
majority of people in the area.

What are the definitions of relative or close associate?

The Code does not attempt to define “relative” or “close associate”, as all families vary. Some people
may have very close extended families, but others will have more distant relations. You should
consider the nature of your relationship with the person (eg whether they are a close family member
or more distant relation). The key test is whether the interest might be objectively regarded by a
member of the public, acting reasonably, as potentially affecting your responsibilities as a councillor.
It would be a person with whom you are in either regular or irregular contact with over a period of
time who is more than an acquaintance. It is someone a reasonable member of the public might think
you would be prepared to favour or disadvantage when discussing a matter that affects them. It may
be a friend, a colleague, a business associate or someone whom you know through general social
contacts. A close associate may also be somebody to whom you are known to show animosity as
you might equally be viewed as willing to treat them differently.

What if | am unaware of the interest?

You can only declare an interest in a matter if you are aware of the interest. For example, a
company of which your father-in-law is a director may have made an application to the local
authority. You may not be aware that he is a director, and you are not expected to

have to ask about the business affairs of your relatives or acquaintances simply because you are a
councillor. However, you would need to declare an interest as soon as you became aware.

A reasonable member of the public would expect you to know of certain interests of course, so it is,
for example, reasonable that you would be expected to know your daughter’s address or job but not
necessarily any shareholdings she might have. While it is therefore your decision as to whether or
not to declare an interest, you should always consider how it might seem to a reasonable person
and if in doubt always seek advice from the monitoring officer.

Do | always have to withdraw if | have an ‘other registerable interest’ or a non-registerable
interest to declare?

Where you have declared a DPI the Localism Act says you must always withdraw from participation
unless you have a dispensation.

If the matter is an ‘other registerable interest’ or a non-registerable interest you must always
withdraw from participation where the matter directly relates to that interest unless you have a
dispensation.

If it is something which affects the financial interest or wellbeing of that interest you are asked to
declare it and the Code then asks you to apply a two-part test before considering whether to
participate in any discussion and/or vote:

1. Does the matter affect the interest more than it affects the majority of people in the area to
which the business relates? For exam%Ie, if a major development affects the settlement where
your sister lives and your sister would be no more affected than
anybody else — for example, she lives at the other end of the settlement rather than next door
to the development, the answer would be no. If the answer is yes, you then ask:
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2. Would a reasonable member of the public knowing all the facts believe that it would affect your
]udgmegt of the wider public
Interest~

This is similar to the test for bias (see guidance on predetermination and bias in Part 2) and if the
answer is yes to that question then you must not take part in the meeting.

You help to run a food bank and are considering a motion to investigate the causes of poverty. A
reasonable member of the public would not think that fact would affect your view of the wider public
interest.

You are over 65 and are taking part in a discussion about provisions for older people. You would be
more affected than the majority, but a reasonable member of the public would not think that fact
would affect your view of the wider public interest.

You are discussing closure of the local authority-run home where your elderly parent lives. A
reasonable member of the public would think that fact would affect your view of the wider public
interest because of the direct effect on your parent.

What does ‘withdraw from the meeting’ mean?

When you withdraw from the meeting that means you must not be present in the room during the
discussion or vote on the matter. If the public are allowed to speak at the meeting then you would be
granted the same speaking rights as the public and would need to comply with the same rules — for
example, giving notice in advance or abiding by time limits. However, unlike the public you would
then withdraw once you had spoken.

This would be true at a committee meeting, for example, even if you are not a member of the
committee but are simply attending as a member of the public. By staying in the room, even though
you are not permitted to speak or vote, it is a long-held doctrine of case law that a councillor may still
influence the decision or might gather information which would help in the furtherance of his or her
interest. It is therefore in the public interest that a councillor, after having made any representations,
should withdraw from the room, and explain why they are withdrawing.

These rules would apply to virtual meetings as they would to physical meetings. For example, after
having spoken you should turn off your microphone and camera and may be moved to a ‘virtual
waiting room’ while the item is discussed.

Executive decisions

Where you are an executive member you should follow the same rules as above when considering a
matter collectively — that is you should not take part in the decision where you have an interest
applying the same rules as apply to other meetings above.

Where you have delegated decision-making power, you should not exercise that delegation in
relation to matters where you have a disclosable pecuniary Interest or another type of interest which
would debar you from taking part in a meeting. Instead you should ask the executive to take the
decision collectively without your participation.

Where you have been delegated non-executive powers under s.236 of the Local Government and
Public Housing Act 2007 you should similarly follow this approach and your local authority may need
to make that clear in its code if it is using that power.

Dispensations
Wherever you have an interest the code allows you to apply for a dispensation. The Localism Act
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sets out arrangements for applying for a dispensation where you have a DPI but is silent about
dispensations for other types of interest as they are not statutory interests. A similar process should
however be set out in your constitution or Dispensation Policy for ORIs and NRIs.

A dispensation must be applied for in writing to the ‘Proper Officer’ (the monitoring officer or, in the
case of a parish council, the clerk) in good time before the relevant meeting and will be considered
according to the local authority’s scheme of delegation for considering a dispensation. The
circumstances whereby a dispensation may be granted are where -

1. Itis considered that without the dispensation the number of persons prohibited from
participating in any particular business would be so great a proportion of the body transacting
the business as to impede the transaction of the business.

2. ltis considered that without the dispensation the representation of different political groups on
the body transacting any particular business would be so upset as to alter the likely outcome
of any vote relating to the business.

3. That the authority considers that the dispensation is in the interests of persons living in the
authority’s area.

4. That the authority considers that it is otherwise appropriate to grant a dispensation.

What is a ‘sensitive interest’?

There are circumstances set out in the Localism Act where you do not need to put an interest on the
public register or declare the nature of an interest at a meeting although you would have to declare in
general terms that you have an interest. These are so-called ‘sensitive interests’.

An interest will be a sensitive interest if the two following conditions apﬁly: (a) That you have an
interest (whether or not a DPI); and (b) the nature of the interest is such that you and the monitorin
officer consider that disclosure of the details of the interest could lead to you or a person connected to
you being subject to violence or intimidation.

Where it is decided that an interest is a “sensitive interest” you must inform the monitoring officer of
the interest so that a record is kept but it will be excluded from published versions of the register. The
monitoring officer may state on the register that the member has an interest the details of which are
excluded under that particular section.

Where the sensitive interest crops up in a meeting the usual rules relating to declaration will apply
except that you will only be required to disclose that you hold an interest in the matter under
discussion but do not have to say what that interest is. The Localism Act sets out the scheme where
the DPI is a sensitive interest. Your local authority procedures should allow for similar arrangements
for other registerable or declarable interests.

For example, if your sister has been subject to domestic violence such that the perpetrator has been
served with a Domestic Violence Protection Order you would not be expected to disclose your
sister's address to a meeting.

What do | do if | need advice?
If you are unsure as to whether you have an interest to declare you should always seek advice from
the monitoring officer (or the clerk if you are a parish councillor).

The Golden Rule is be safe —seek advice if in doubt before you act.
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No. Type
1 DPI
2a ORI
2b ORI
3a NRI
3b NRI
2b/3b NRI

Speak

If public
allowed
to

Test

If public
allowed
to

Test

Test

Vote

zZ

Test

N

Test

Test

Stay Example

Test

Test

Test

Awarding a contract to your
own company

Planning application for your
property

Resident parking zone
includes your house

Awarding/withdrawing grant
funding to a body of which you
are a member e.g. village hall

Granting planning
permission to a body of
which you are a member

Awarding grant funding to a
body other than the body of
which you are a

member e.g. competitor to
village hall

Determining an application
submitted by your sister or your
neighbour for a dog breeding
licence

Partner with free parking
permit and policy review
decision to be made

Councillor objects in private
capacity to neighbours planning
application cannot sit on PC as
statutory consultee

Application for housing
development on land near to
partners business property

Your neighbour applies for
planning permission

Road works noise outside your
house

Odours from nearby refuse tip

ASB from rough sleepers
housed in B+B’s nearby

Comments

Directly relates to DPI-
foreseeable-narrow-criminal

Directly relates to finances-
foreseeable-narrow-can
“address” meeting if public
can do, but not take part in
discussion.

Affects finances or wellbeing-test
(1) greater than majority of
inhabitants and (2) reasonable
public-affect view of public
interest

Directly relates to finances of
you, partner (not a DPI)-a
relative or close associate-
Unforeseeable- can “address”
meeting if public can do, but
not take part in discussion.

Affects finances or well-being-
test 1) greater than majority of
inhabitants and (2) reasonable
public-affect view of public
interest

May not affect finances but Well-
being=quality of life — apply 2-
stage test

*speak-take part in discussion, as opposed to addressing a public meeting as a member of the
public where others can also address the meeting
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Proximity in personal relationship and in physical proximity are often important factors in determining
ability to speak and/or vote.

Bias and Predetermination

Bias and predetermination are not explicitly mentioned in the Code of Conduct. The code
provisions on declarations of interest are about ensuring you do not take decisions where you or
those close to you stand to lose or gain improperly. (See guidance on declarations of interest in
Part 2)

There is however a separate concept in law dealing with bias and predetermination which exists to
ensure that decisions are taken solely in the public interest rather than to further private interests.

Both the courts and legislation recognise that elected councillors are entitled, and indeed expected,
to have and to have expressed their views on a subject to be decided upon by the local authority. In
law, there is no pretence that such democratically accountable decision- makers are intended to be
independent and impartial as if they were judges or quasi-judges.

Nonetheless, decisions of public authorities do involve consideration of circumstances where a
decision-maker must not act in a way that goes to the appearance of having a closed mind and pre-
determining a decision before they have all of the evidence before them and where they have to act
fairly. Breaches of the rules of natural justice in these circumstances have and do continue to result
in decisions of local authorities being successfully challenged in the courts. These issues are
complex, and advice should be sought and given in the various situations that come up, which is why
there are no direct paragraphs of the code covering this, although it does overlap with the rules on
declarations of interest.

While declaring interests will to some extent deal with issues of bias, there will still be areas where a
formal declaration is not required under the Code of Conduct, but councillors need to be clear that
they are not biased or predetermined going into the decision-making process. Otherwise the decision
is at risk of being challenged on appeal or in the Courts. To quote a leading judgment in this field "All
councillors elected to serve on local councils have to be scrupulous in their duties, search their
consciences and consider carefully the propriety of attending meetings and taking part in decisions
which may give rise to an appearance of bias even though their actions are above reproach.” [Kelton
v Wiltshire Council [2015] EWHC 2853 (Admin)]

The rules against bias say that there are three distinct elements.
The first seeks accuracy in public decision-making.

The second seeks the absence of prejudice or partiality on the part of you as the decision-maker. An
accurate decision is more likely to be achieved by a decision-maker who is in fact impartial or
disinterested in the outcome of the decision and who puts aside any personal strong feelings they
may have had in advance of making the decision.

The third requirement is for public confidence in the decision-making process. Even though the
decision-maker may in fact be scrupulously impartial, the appearance of bias can itself call into
guestion the legitimacy of the decision-making process. In general, the rule against bias looks to the
appearance or risk of bias rather than bias in fact, in order to ensure that justice should not only be
done but should manifestly and undoubtedly be seen to be done.

To varying degrees, these “requirements” might be seen to provide the rationales behind what are
generally taken to be three separate rules against bias: “automatic” (or “presumed”) bias, “actual’
bias, and “apparent” bias.

Page 52 of 57



The rationale behind “automatic” or “presumed” bias appears to be that in certain situations (such as
if you have a pecuniary or proprietary interest in the outcome of the proceedings) then it must be
presumed that you are incapable of impartiality. Since a motive for bias is thought to be so obvious in
such cases, the decisions are not allowed to stand even though no investigation is made into
whether the decision-maker was biased in fact. In these circumstances you should not participate in
the discussion or vote on the issue. These are covered by the code’s requirement to declare certain
interests and withdraw from participation. (see guidance on declaration of interests in Part 3).

A single councillor who is guilty of bias is enough to strike out the whole decision when challenged
before the courts. This can cause huge cost and reputational damage for the local authority yet is
seldom due to actual corruption or even consciously favouring a personal interest over the public
interest on the part of the councillor involved and may have no repercussions for them personally.

Predetermination

The Localism Act 2011 has enshrined the rules relating to pre-disposition and predetermination into
statute. In essence you are not taken to have had, or appeared to have had, a closed mind when
making a decision just because you have previously done anything that directly or indirectly indicated
what view you may take in relation to a matter and that matter was relevant to the decision.

Predetermination at a meeting can be manifested in a number of ways. It is not just about what you
might say, for example, but it may be shown by body language, tone of voice or overly-hostile lines of
guestioning for example.

You are therefore entitled to have a predisposition one way or another as long as you have not pre-
determined the outcome. You are able to express an opinion providing that you come to the relevant
meeting with an open mind and demonstrate that to the meeting by your behaviour, able to take
account of all of the evidence and make your decision on the day.

How can bias or predetermination arise?
The following are some of the potential situations in which predetermination or bias could arise.

Connection with someone affected by a decision

This sort of bias particularly concerns administrative decision-making, where the authority must take a
decision which involves balancing the interests of people with opposing views. It is based on the belief
that the decision-making body cannot make an unbiased decision, or a decision which objectively
looks impartial, if a councillor serving on it is closely connected with one of the parties involved.
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Examples

The complaint alleged that a councillor had behaved in a disrespectful and harassing manner
towards two fellow female councillors and officers. It was established that the councillor had
made unwarranted and inappropriate physical contact with the councillors and officers at an
official event and had also made remarks towards the officers which were patronising and
demeaning. The councillor was found to been in breach of the Code of Conduct.

A district councillor also belongs to a parish council that has complained about the conduct of
an officer of the district council. As a result of the complaint the officer has been disciplined.
The officer has appealed to a councillor panel and the councillor seeks to sit on the panel
hearing the appeal. The councillor should not participate.

Contrast this with:

The complaint about the officer described above is made by the local office of a national
charity of which the councillor is an ordinary member and is not involved with the local
office. The councillor should be able to participate in this situation because the matter is
not concerned with the promotion of the interests of the charity.

Improper involvement of someone with an interest in the outcome

This sort of bias involves someone who has, or appears to have, inappropriate influence in
the decision being made by someone else. It is inappropriate because they have a vested
interest in the decision.

Examples

A local authority receives an application to modify the Definitive Map of public rights of way. A
panel of councillors are given delegated authority to make the statutory modification Order.
They have a private meeting with local representatives of a footpath organisation before
deciding whether the Order should be made. However, they do not give the same opportunity
to people with opposing interests.

Prior involvement

This sort of bias arises because someone is being asked to make a decision about an issue which
they have previously been involved with. This may be a problem if the second decision is a formal
appeal from the first decision, so that someone is hearing an appeal from their own decision.
However, if it is just a case of the person in question being required to reconsider a matter in the light
of new evidence or representations, it is unlikely to be unlawful for them to participate.

Commenting before a decision is made

Once a lobby group or advisory body has commented on a matter or application, it is likely that a
councillor involved with that body will still be able to take part in making a decision about it. But this
is as long as they do not give the appearance of being bound only by the views of that body. If the
councillor makes comments which make it clear that they have already made up their mind, they
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may not take part in the decision.

If the councillor is merely seeking to lobby a public meeting at which the decision is taking place but
will not themselves be involved in making the decision, then they are not prevented by the principles
of predetermination or bias from doing so. Unlike private lobbying, there is no particular reason why
the fact that councillors can address a public meeting in the same way as the public should lead to
successful legal challenges.

Examples

A local authority appoints a barrister to hold a public inquiry into an application to register a
village green. The barrister produces a report where he recommends that the application is
rejected. A councillor attends a meeting in one of the affected wards and says publicly:
“speaking for myself | am inclined to go along with the barrister’s recommendation”. He later
participates in the local authority’s decision to accept the barrister’s recommendation. At the
meeting the supporters of the application are given an opportunity to argue that the
recommendation should not be accepted.

This is unlikely to give rise to a successful claim of predetermination or bias. The statement
made by the councillor only suggests a predisposition to follow the recommendation of the
barrister’s report, and not that he has closed his mind to all possibilities. The subsequent
conduct of the meeting, where supporters of the application could try and persuade councillors
to disagree with the recommendation, would confirm this.

A developer entered into negotiations to acquire some surplus local authority land for an
incinerator. Planning permission for the incinerator had already been granted. Following local
elections there is a change in the composition and political control of the

local authority. After pressure from new councillors who have campaigned against the incinerator
and a full debate, the local authority’s executive decides to end the negotiations. This is on the
grounds that the land is needed for housing and employment uses.

The local authority’s decision is unlikely to be found to be biased, so long as the eventual
decision was taken on proper grounds and after a full consideration of all the relevant issues.

What do I do if | need advice?

If you are unsure as to whether your views or any action you have previously taken may amount to
predetermination you should always seek advice from the monitoring officer (or the clerk if you are a
parish councillor).

The Golden Rule is be safe —seek advice if in doubt before you act.
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Appendix 1 - Interests Flowchart

Interests Flowchart
The flowchart below gives a simple guide to declaring an interest under the code.

Does the matter directly relate to one of my DPIs [set out in Table 1)?

Does the matter directly relate to the
finances or wellbeing of one of my ORIs
[set out in Table 2)?

Does it directly relate to the
finances or wellbeing of me, a
relative or a close associate?

Does it affect the finances or

wellbeing of me, a relative, a

close associate or one of my
ORIs?

Am | or they affected to a
greater extent than most
people? And would a
reasonable person think my
judgement is clouded
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Appendix 2 - General Principles

General Principles

The Seven Principles of Public Life (also known as the Nolan Principles) outline the ethical
standards those working in the public sector are expected to adhere to. The principles apply to all
public office holders at all levels including ministers, civil servants, councillors, and local authority
officers, as well as private and voluntary organisations delivering services paid for by public funds.
The principles are:

Selflessness
Holders of public office should act solely in terms of the public interest.

Integrity

Holders of public office must avoid placing themselves under any obligation to people or
organisations that might try inappropriately to influence them in their work. They should not act or
take decisions in order to gain financial or other material benefits for themselves, their family, or
their friends. They must declare and resolve any interests and relationships.

Objectivity

Holders of public office must act and take decisions impartially, fairly and on merit, using the best
evidence and without discrimination or bias.

Accountability

Holders of public office are accountable to the public for their decisions and actions and must submit
themselves to the scrutiny necessary to ensure this.

Openness

Holders of public office should act and take decisions in an open and transparent manner.
Information should not be withheld from the public unless there are clear and lawful reasons for so
doing

Honesty
Holders of public office should be truthful.

Leadership

Holders of public office should exhibit these principles in their own behaviour. They should actively
promote and robustly support the principles and be willing to challenge poor behaviour wherever it
occurs.

These principles underpin the standards that councillors should uphold and form the basis for the
Code of Conduct, where the Principles have been translated into a series of clear rules. While
fundamental to the Code of Conduct the principles are not part of the rules of the code and should
be used for guidance and interpretation only.
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Public Tracking Report

Metal Railings Nettleton Road/A46 corroded/falling to bits. Ref: 14957 Created: 19/04/2021
CCTV at Sports Ground Ref: 15568 Created: 30/05/2021
Welcome Back Fund Ref: 15627 Created: 11/07/2021
Highway Service - Volunteering Days Ref: 16482 Created: 25/07/2021
Nettleton Motors / Hersey Road Ref: 17784 Created: 10/08/2021
Horsemarket Parking Ref: 18551 Created: 17/08/2021
Cricket Club Lease & Problems Ref: 18761 Created: 02/09/2021
Neighbourplan Steering Group - 23 Feb 22 Ref: 18950 Created: 15/09/2021
Bank Lane, Caistor Parking Ref: 19114 Created: 01/11/2021
Disabled Bays in Market Place Ref: 19151 Created: 27/11/2021
Pavement Crumbling on Horsemarket o/s ACIS flats Ref: 19199 Created: 13/01/2022
Policy Review: Dignity at Work Policy Ref: 19673 Created: 20/02/2022
Policy Review: Scheme of Delegation Policy Ref: 19674 Created: 20/02/2022
Policy Review: Code of Conduct Ref: 19675 Created: 20/02/2022
Policy Review: GDPR Policy Ref: 19676 Created: 20/02/2022
Policy Review: Data Protection Policy Ref: 19677 Created: 20/02/2022

Policy Review: Social Media Policy Ref: 19678 Created: 20/02/2022




