Seaford Town Council

To the Members of the Full Couneil

The Annual Meeting of the of the Full Council will be held at 37 Church Street, Seaford on
Thursday 12" May 2016 at 7.00pm which you are summoned to attend.

Town Clerk
4™ May 2016

AGENDA

1.  Election of Mayor for the Municipal Year 2016-2017
To receive nominations for the office of Mayor.
2. Declaration of Acceptance of Office - Mayor

Following the election of the Mayor, and pursuant to the provisions of Section 83 of the Local
Government Act 1972, the person elected to be Mayor of Seaford shall make a Declaration of
Acceptance of Office in the prescribed form before the Town Cletk.

3.  Election of Deputy Mayor for the Municipal Year 2016-2017
To receive nominations for the office of Deputy Mayor.

4,  Apologies for Absence
To consider apologies for absence.

5. Disclosure of Interests

To deal with any disclosure by Members of any discloseable pecuniary interests and interests
other than pecuniary interests, as defined under the Seaford Town Council Code of Conduct
and the Localism Act 2011, in relation to matters on the agenda.

6.  Public Participation

To deal with any questions, or brief representations, from members of the public in
accordance with Standing Order 3 and Seaford Town Council Policy.

7.  Young Mayor 2016-2017
To facilitate the handover of Young Mayor from Miss Gabrielle Edwards fo Miss Jessica
Batchelor and receive any update reports from the former and successive Young Mayor.
(intentionally not used)

9. Committee Memberships

To consider report 01/16 to appoint members to Committees and appoint the Chairmen and
Vice Chairmen for the 2016-2017 Municipal Year and consider the appointment of any new
Committees (pages 3 to 5).

10. Representation on Outside Bodies

To consider report 02/16 presenting reports from Councillors concerning the representation on
Outside Bodies and {o appoint representatives for the 2016-2017 Municipal Year. (pages 6 to
ol).
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11.

12,

13.

14.

15.

16.
17.

18.

19.

Scheme of Delegation

To consider report 03/16 regarding the Scheme of Delegation seiting out delegation
arrangements to Committees, Sub-Committees and staff (pages 62 to 67).

Standing Orders

To consider report 04/16 regarding the required review of the Council’s Standing Orders
(pages 68 to 88).

Financial Regulations

To consider report 05/16 regarding the progress of the review of the Council’s Financial
Regulations (page 89).

Fixed Asset Register
To consider report 06/16 presenting the Council’s Fixed Asset Register (pages 90 to 92).
Insurance Arrangements

To consider report 07/16 providing an update on the Council’s Insurance Arrangements (page
93).

Annual Subscriptions

To consider report 08/16 regarding the Council’s Annual Subscriptions (pages 94 to 95).
Complaints Procedure

To consider report 09/16 regarding the Council’s Complaints Procedure (pages 96 to 99).
Freedom of Information & Data Protection Request Procedure

To consider report 10/16 regarding the Council’s Freedom of Information & Data Protection
Request Procedure (pages 100 to 103).

Press & Media Policy
To consider report 11/16 regarding the Council’s Press & Media Policy (pages 104 to 106).

For further information about items appearing on this Agenda please contact:
James Corrigan, Town Clerk, 37 Chuich Street, Seaford, East Sussex, BN25 1HIG

Email: admin@seafordtowncouncil.gov.uk

Telephone: 01323 894 870

Circulation: All Councillors, Young Mayor, Deputy Young Mayor and Police Sergeant Mullins.




Report 01/16

Agenda Item No: 9

Commitiee: Council

Date: 12™ May 2016

Title: Committee Membership

By: James Corrigan, Town Clerk

Purpose of Report: To appoint members (o committees and appoint the

Chairmen and Vice Chairmen, and consider the appointment
of any new committees.

Recommendafions

You are recommended:

1. To appoint Members to the standing committees and sub-committee,
2. To appoint Chairmen to the relevant commitiees.

3. To appoint Vicé-Chairmen {o the relevant committees.

4

. 'To approve the existing committee structure as attached at Appendix A with an
amendment to the title of the Golf Committee {o ‘Golf and The View Committee’ noting
the change to any document where this title appears. -

1. Information

1.1 Standing Order 5 j,vii requires that at its Annual Meeting the Council allocate
membership to its committees.

The Committee membership to be allocated is set out below:
(a) Community Services Committee —- 10 members

(b) TFinance & General Purposes Committes — 10 members
(¢) Golf Commitlee — 10 membets

(d) Planning & Highways Committee — 10 members

(e) Appeals Committee — 5 members

(fy  Personnel Comynittee — 5 members

(2) Disciplinary/Grievance Sub-Committee - 5 members

1.2 The Council may resolve to change the membership size of a committee if it is
deemed necessary.

13 To assist with prepatation and discussion on the night, any Councillors wishing to
be appointed to committees may inform the PA to the Town Clerk in advance of the
meeting, who will make a note of all requests. This will then be issued at the
meeting for members to vote on appointments; where there are more members

LOCAL COUNCIL requesting to join a committee than scats on said commitiee the Couneil will need
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1.4

1.5

1.0

17

1.8

As an aide memoire, the commiftee reporting structure is included at Appendix A.
One point to note is that due to the terms of reference of the committees and the
business being discussed, members may only stand on one of the following
committees/sub-committee; Personnel, Appeals and Grievance/Disciplinary,

Once committee membetship has been allocated the Council will need to elect a
Chairman and Vice-Chairman for each of the relevant committees.

Standing Ovder 5 j.viii requires that at its Annual Meeting the Council also consider
any requirement to establish any new committees in accordance with Standing
Order 4.

Tt is the recommendation of the Town Clerk that there is no need for any additional
committees to be created at this moment in time, This recommendation takes in to
account the resource cost to operate committee meetings and the productivity of
such committees,

This said, for the sake of clarity, it is recommended that the title of the Golf
Committec be amended to ‘Golf and The View Committee’.

Financial Appraisal

There are no direct financial implications as a result of this report.

Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk.

Town Clerk
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Seaford Town Council

Report 02/16
Agenda Item No: 10
Committee: Council
Date: 12" May 2016
Title: Representation on Outside Bodies
By: - James Corrigan, Town Clerk
Purpose of Report: To review the Council’s representation on Ouiside Bodies
and appoint representation for the 2016-2017 Municipal
Year.
Recommendations

You are recommended:
1. To note the Representative Reports submitted from the current Municipal Year.

2. To appoint members to represent the Council on its Qutside Bodies for the 2016-2017
Municipal Year,

3. To agree to the current reporting arrangements for representatives as per the Council
Representation on Outside Bodies policy.

1. Information

1.1 Standing Order 5j.xi states that at its Annual Meeting the Council will conduct a
review of representation on or work with external bodies and arrangements for
reporting back. '

1.2  Members appointed to tepreseni the Counncil on Outside Bodies are required o
provide a formal written report at the end of the Municipal Year by way of keeping
the Council up to date and assisting with the appointment of representatives for the
following Municipal Year,

L3  The table at Appendix A lists the Outside Bodies and the members appointed to
them,

1.4 The teports received by 3™ May 2016 are attached at Appendix B as follows:

(a) Access in Seaford & Newhaven — Cllr Lambert & Clir O Honeyman

(b) Arts@the Crypt— Cllr Campbell & Cllr Freeman

(¢) Community Rail Partnership — Clir R Honeyman

(d) Crouch Bowling Club ~ Clir Latham

(e} Cuckmere Community Buses — Cllr Boorman

() East Sussex Association of Local Coungils — Cllt R Honeyman & Cllr
Boorman :

(¢) Environment Agency Meetings — Cllr Lower & Clir O Honeyman

(h) Tair Trade Group — Clir O Honeyman

(i) Lewes District Association of Local Councils — Clir R Honeyman & Cllr
Lower

fit LOCAL COUNCIL () Lewes Community Partnership: Joint Action Group — Cllr Lower

AWARD SCHEME : ;
FOUNDATION (k) Lewes Domestic Abuse Working Group — Cllr O Honeyman 6




2!

1.5

1.6

1.7

1.8

1.9

() Mercread Centre — Clir Campbell

(m) Seaford Allotments & Leisure Garden Society — Clir Lower
(») Seaford Community Parinership — Cllr R Honeyman

(o) Seaford Head Local Nature Reserve — Cllr O Honeyman
(r) Seaford Head Swimming Pool — Clir Lambert

(@) Seaford Musical Theatre - Cllr Campbell

(r)  Seaford Twinning Association — Clir O Honeyman

(s) Stakeholders Group on Health Issnes — Cllr O Honeyman
() Tree Wardens — Clir Lambert & Cllr Latham

(w) Youth Task Group — Cllr Campbell & Clir Freeman

Using the table at Appendix A and considering the information in the reports af
Appendix B, members are able to appoint representatives for the 2016/17
Municipal Year.

The representatives who sit on the Bishopstone United Charity do so as frustees,
this was not obvious from previous appointments or Conneil records at the time of
appointment, The current representatives do not wish to take up their position as
trustees, This means that the Charity cuirently is not able to properly operate as
there is only one Trustee in place. It is imperative that the Council nominate two
Trustees who are willing to sit on the Charity as a Trustee in order that decisions
can be taken by the Charity, Councillors should be aware that there are no other
active Trustees and that they will be responsible for the maintenance of a listed
building and the welfare of the two almshouse tenants.

- The Neighbourhood Plan steering group, currently 7 Councillors, has asked that the

nominations for the Council positions on the steering group are reviewed to ensure
that all the representatives who sit there as Councillors do so on the understanding
that they will be required o attend two or three meetings a month for the next 18
months and will be required to do some work outside of the meetings to drive
forward the Neighbourhood Plan, No more than seven nominations should be made
but Iess will also be accepted, down to five,

As per the previous report, to assist with preparation and discussion on the night,
any Councillors wishing to be appoinfed to represent an Outside Body may inform
the PA to the Town Clerk in advance of the meeting, who will make a note of all
requests. This will then be issued at the meeting for members to vote on
appointments; where there are more members requesting to act as representative
than the current allocated number the Council will need to discuss this,

Attached at Appendix C is the adopted Council Representation on Outside Bodies
policy. Section 4 of the policy sets out and advises on the repoiting arrangements
for representatives. There is no recommendation to amend this at this stage unless
members feel otherwise.

Financial Appraisal

There are no direct financial implications as a result of this report,
Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk,

Town Clerk




Outside Body Representatives 2015/16

Quiside Body No of Beps |2015/26 Representativels 2016/17 Representativels 2016/17 Cansiderations
Access in Seaford & Newhaven 1 Marion Lembert -
Atts@theCrypt Management Comnilice 3 Casol Campbell Rmpr .j;'—;"" from Clr Cnmpbell for only one
Lindsay Frecinan
, Dabbie Silvey-Adam
lilshupsfni\ﬂ United Charities 2 David Burcholt Representative would be o Chatty Trustee,
Marion Lambert
Cliristinas Magie Committee 1 Sam Adeniji -
Citizen's Advice Burean 1 Mark Brown -
Conmatenity Rail Partnership 1 Richard Honeyman -
Community Transport » Lewes Area (CTLA) t Dave Argent -
Crouch Bowling Club 1 Al Lathau rN:leI:d ta ?a.rfkc contact with Club to review ongoing
Cuckmere Conmuunity Bus 1 Phil Baonmnu -
East Sussex Assoe of Local Comneils (ESALC) 2 Richerd Honeyran Representation rot needed; ESALC reps ate appolated by
wha Lewes Disteict Association of Local Counclls, not
Fhil Boomsan individual Councils,
Environment Agency Meetings £ Olivia Haneynwn Reconnzendasion from _Cllr Lowier thint gronp tmay not be
: needed on i regilar basis oz if s, only one representative
Penny Lower reqhised,
Ralinuin Hayde:
{vacant)
lFﬂir Teade Group ’ 1 Olivia Honeyrran .
Linda Wallraven
!Lewas Disirict Assoc of Lotal Connedls (LDALC) I 2 Richard Moneyman -
Petity Lower -
%}A::::: Community Safety Parfnership - Joind Action I Py Lower 3
Mercread Youtl Centoa 1 Carol Campbell B
Senford Allotment & Leisure Garden Society 1 Penny Lower .
Seaford Chamber of Commerce 1 Mark Brown -
Impgel Seaford (Coll Sub-Committes) 1 Sam Adeniji -
Seaford Community Parinership t Mtk Brown -
Richard Hongyman
Seaford Cricket Club 1 S Adentji .
Seaford Head Wature Reserve 2 Olivia Honeyman -
Phil Boorman -
| Seaford Head Switnining Pool 1 Marion Lambert -
Seaford Musical Thealse 2 Mark Brown Fhe Musieal Theatre's Conmnitles have ceased so
nha represendation Is o longer required.
Caral Campbell
Seaford Residents Voice 1 Mark Brown -
Seaford Seniors Forum H Sam Adeniji .
Seaford Twinning Assoctation 1 Olivia Honeyman -
Stakeholders Group on Health Tssues 4 Sam Adeniji -
Mack Brown .
Ofivia Honeywan -
Penny Lower -
Strengthening Lacal Relationships 3 Barzy Burfleld -
Lindsey Freeman -
Linda Wallraven -
Flie Base Managenenl Comntities i Holb Clanibers .
Tree Wardenis Group i ivinrion Lawibert - '
Youth Tesk Group 2 Crrg? Campbelt -
Rob Chantbers -
s Lindsay Frecman
Olivia Honeyman
Mac Mclean




Seaford Town Council

e b
Report of a Representative on an Outside Body for Year 201;2201}’ [g’ m»7)

Name of Representative: Mm /Ju%é’@i/(f
Outside Body/Organisation: A LSS

Number of Meetings Held: @ fee o mmouh
Number of Meetings Attended: 3 ?

Jo uphold the vights ard
Mo lon forellilia for
Aisabled .

Principal Activities/Purpose:

BOA. ppante i (rmpaophe re
Achievements: /?)de C s pMQ W 7

Conned. has Statulse,

Issues of lmportance to the _ .
Yy S
Couneil/Current Work of 4R g9l o sk MZ‘*{

significance to the Council: [,5 = W S b A
Memtron ) e coz Z

Areas of Concern (financial, SWLLC’ ﬂgm LDC / BECC.

support/assistance, publicity
ete):

=
no
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Should Representation Continue? Yes [/ Pz

If no, why do you think not? Have the group/organisation
agreed with this? :

Number of Representatives s
Ceorrect? ~ [ No

If no, how many and why? .
Prce (5 028 frowett Oliwn
%@qu (Bot, ome fok O
ML oAb b Bdte
ralliarts fLek .

Recommendations (if any) to the @@@74 g @Qt,u:ﬁ,,

Council or next Couneillors to act -
as representative: ' Wﬁ/mtw

Any Other Comments Relating to
this Qutside Body/Organisation:

Please kindly return this form to the PA to the Town Clerk by Tuesday 3™ May 2016 at the
latest.
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See}ford Town Council

Report of a Representative on an Qutside Body for Year 2015/16

Name of Representative:

L) [,1 l;f‘m HML/ i

Outside Body/Organisation:

}/’) ((EWA v;'l SERTAID AVD Ve A eI

Number of Meetings Held:

7

Number of Meetings Attended:

! JE (<74 Gl 1 Fiies DA Bl
7 LI SO T MBI

Principal Activities/Purpose:

CERIPAIGW G Tor DISHBLEYS [JTESS 70
LI PRICES, (O L CIAL PROMISES
G EEVERALLY it SEA D 75!
- el

Achievements:

TO  RATSE PWARECSS OF DRHBILTA
jsaies. FHE CHHA L pF THE [;’Ifij;f {ﬁ
- ) : VN r o Kt (’ﬁ =}

£ U LI VISITS ,Duf?(ﬁns ,{‘f:_'
%g((?%i Awn Py HAVE 17*»6"’{’1{;'
Fp DACSsED K ge i THE DRI CESS
L B VG DONE -

Issues of Importance to the
Council/Current Work of
significance to the Council:

NS 7HE FCESS OFFICER IS Golt
Now 17 TS TR AN 7HIAT FHE
) - s LTy }é 7'() _’S‘BE_:’
PP HAE A COUMLLOR. 70 %
ABLE 7o BSSIST SV amrse iy

1SS UIES -

Areas of Concern (financial,
support/assistance, publicity
etc):

sHE  Lewes DISTRICT (GUvels ‘/f,ifc’%
JFF I e WS FEDE Ret W{M?{ff _/,;c
HAvE oo LA SIVE {wf:fﬁ C’f/@fwjg.g;;

A DC 7O CVSL pE A7 THORE

15 S7ILL THE  SUPPORT AVD

CUIDANVE VA HFRLE
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Should Representation Continue? ( Yes)! No

~
If o, why do you think not? Fave the group/organisation
agreed with this?

L3 < N
Number of Represemiatives Yes ) No
Correct? -

If no, how many and why?

Recommendations (if any) to the
Council or next Councillors to act
as representative:

T T - o) OVTREY
e PEETINGS file WERD OVA LI

Any Other Comments Relating to
this Outside Body/Organisation:

Please kindly return this form to the PA to the Town Clerk by Tuesday 3" May 2016 at the

latest,
12
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Seaford Town Council

Report of a Representative on an OQuiside Body for Year 2015/2016

Name of Representative:

Carol Campbell

Outside Body/Organisation:

Axts (@ the Crypt

Number of Meetings Held;

Number of Meetings Attended:

Principal Activities/Purpose:

Promote art exthibitions, workshops, events at the Crypt
Gallery,

Achievements:

This year the Crypt has held Tots of successfial art exhibitions
and workshops, and their biggest achievement in my view is
that they have now achieved a position that is enabling them to
be independent from the Town Council and run the pallery
independently.

Issues of Importance to the
Council/Current Work of
significance to the Council:

The council has supported the Crypt over the years but now
more than ever it will be important that their representative
helps with their transition to independence.

Avcas of Concern (financial,
support/assistance, publicity
cte):

Make sure they feel supported through their transition to
independence so things can run smoothly and they can be
confident to keep running a very successful Gallery.

Should Representation Continue?

Yes

Although I had to finish my representation with them due to
work commitments from Fobruary this year, I believe now
more than ever they can use with support from a committed
councillor to help them through this phase of transition. Then
after that no more will be needed.

Number of Representatives
Correct?

No

I believe for now one represcntative will be enough.

I5




Recommendations (if any) to the o ) )
Comneil or next Councillors to act Be enthusiastic and enjoy Arts 15 a must.

as representative:

Any Other Comments Relating to
this Cutside Body/Organisation: No more comments.

Please kindly return this form to the PA to the Town Clerk by Tuesday 3% May 2016 at the
latest.
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Seaford Town Council

Report of a Representative on an Qutside Body for Year 2014/2015

Name of Re;iresentative: Lindsay Freeman
Outside Body/Organisation: Atrts @ the Crypt
Number of Mectings Held; 7
Number of Meetings Attended: | 5

Principal Activities/Purpose:

Promote Art within Seaford by art exhibitions, workshops and
events at the Crypt Gallery.

Achicvements:

This year the Crypt has held many successful art exhibitions
and workshops, and their biggest achievement, in my view, is
that they have now achjeved a position that is enabling them to
be independent from the Town Council and run the gallery
independently.

Issues of Importance to the
Council/Current Work of
significance to the Council:

The council has supported the Crypt over the years but now
more than ever it will be important that their representative
helps with their transition to independence.

Areas of Concern (financial,
support/assistance, publicity
etc)

Make sure they feel supported through their transition to
independence so things can run smoothly and they can be
confident to keep running a very snecessful Gallery.

Should Representation Continue?

Yes

1 feel that they should be able fo function independently as a
charity but it would be nice if a Coungillor could be there to
lelp in the movement towards independence.

Number of Representatives
Correct?

No

one representative should be enough.

15




Recommendations (if any) to the L
Council or next Councillors to act | Be enthusiastic and enjoy Auts is a must,

as representative:

Any Other Comments Relating to
this Outside Body/Organisation: No more comments

Please kindly return this form to the PA. to the Town Clerk by Tuesday 3™ May 2016 at the
latest,
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Seaford Town Council

Report of a Representative on an Qutside Body for Year 2015/2016

Name of Representative:

Richard Honeyman

QOuiside Body/Organisation:

Seaford to Brighion Community Rail Pattnership

Number of Meetings Held:

3 plus Stakeholdets mesting

Number of Meetings Attended:

3 including Stakeholders Mecting

Principal Activities/Purpose:

To promote and increase the use of rail on the Seaford to
Brighton Raif line in off-peak periods ie out of rush hour and at
weekends. Includes: infrastructure, community engagement,
aceess, environment, communication processes

Achievements;

In Seaford — restoration for bot: Bishopstone and Seaford
stations. Bridge at Tidemills crossing consultation. Garden
community at Bishopstone Station. Partnerships promote
schools other groups in cycling walking restoration cafes at all
stations along the line.

Issues of Importance fo the
Council/Cuarrent Work of
significance to the Council:

Seaford Community Partnership feeds into this as well which
could input into the neighbourhood plan in relation to the
Seafront and Transport issues.

Areas of Concern (financial,
support/assistance, publicity
etc):

No —well promoted by Sam Lear, Meetings are normally
mornings.

Should Representation Continue?

Yes

Number of Representatives
Correct?

Yes

Recommendations (if any) to the
Counecil or next Councillors to act
as representative: '

Any Other Comments Relating to
this Outside Body/Organisation: 1
I

_y




Seaford Town Council

Report of a Representative on an Qutside Body for Year 2015/2016

Name of Representative: Alan Latham

Outside Body/Organisation: Crouch Bowling Club

Number of Meetings Held:

Number of Meetings Attended: | 0

Principal Activities/Purpose:

Achievemenis:

Issues of Importance to the
Council/Current Work of
significance to the Council:

Areas of Concern (financial,
support/assistance, publicity
efc):




Should Representation Continue?

No

Ifno, why do you think not? Have the group/organisation
agreed with this?

Have made several attempts to participate but have not
received details of any meetings. Maybe should he discussed
with Bowling Club to decide whether or not any such
representation required

Number of Representatives
Correct?

Yes / No

If no, how many and why?

Recommendations (if any) to the
Council or next Councillors to act
as representative:

Any Other Comments Relating to
this Qutside Body/Organisation:

Please kindly return this form to the PA to the Town Clerk by Tuesday 3™ May 2016 at the

latest.
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Seaford Town Council

Report of a Representative on an Qutside Body for Year 2015/2(16

Name of Representafive:

Councillor Phil Boorman

Outside Body/Organisation:

Cuckmere Community Buses

Number of Meetings Held:

Number of Meetings Attended;

Principal Activities/Purpose:

To discuss the running of the voluntary bus services, keeping
the committee informed of everything that is going on.

To provide a service for rural and urban communities that the
commercial bus companies do not serve

Achievemenis:

This year is the 40" anniversaty of the Cuckmere community
buses

Issues of Importance to the
Counncil/Current Work of
significance to the Council:

Tt is imporfant for us to provide assistance as a council as they
pravide an important 120 and 126 transport service for the
residents of Seaford.

Avreas of Concern (financial,
support/assistance, publicity
etc):

Always wanting support with voluntary drivers.

2(




Should Representation Continue? Yes

If no, why do you think not? Have the group/organisation
agreed with this?

Number of Representatives

Yes
Correct?

If no, how many and why?

Sound knowledge of transport industry to assist the committee in
forming decisions.

Recommendations (if any) to the
Council or next Councillors to act
as representative:

Any Other Comments Relating to
this Ouiside Body/Organisation;

Please kindly return this form to the PA to the Town Clerk by Tuesday 3™ May 2016 at the

latest, 2 1




Seaford Town Council

Report of a Representative on an Qutside Body for Year 2015/2016

Name of Representative:

Richard Honeyman

Outside Body/Organisation:

East Sussex Association of Local Councils

Number of Meetings Held:

4 per year

Number of Meetings Attended:

None

Principal Activities/Purpose:

A limited commnittee with counciltors from Lewes, Wealden
and Rother District Councils promoting issues from all three
areas af fown/parish level.

Twas never a member as membership is from the members of
T.ewes District Association of Local Councils and not from the

Achievements: Seaford Town Council.
Tssues of Importance fo the Nothing directly.
Council/Cuarrent Work of

significance to the Council:

Avreas of Concern (financial, N/A

support/assistance, publicity
ete):

Should Representation Continue? | Yes

If no, why do you think not? Have the group/organisation
agreed with this?

Only if councillor wants to go on this group.

Number of Representatives
Correct?

Yes

I no, how many and why?

Recommendations (if any) to the
Council or next Councillors to act

as representative:

Any Other Comments Relating to

this Oufside Body/Ovrganisation;

22
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Seaford Town Council

Report of a Representative on an Qutside Body for Year 2015/2016

Name of Representative:

Phil Boorman

Outside Body/Organisation:

Bast Sussex Association of Local Councils

Number of Meetings Held:

4 per year

Number of Meetings Attended:

0

Unsure as membership of ESALC is actually done through the
o . Lewes District Association of Local Councils; Seaford Town
Principal Activities/Purpose: Council do not need to appoint members separately.

Achievemenis:

Issues of Importance to the
Council/Current Work of
signifieance to the Council;

Areas of Concern (financial,
support/assistance, publicity
etc):

Should Representation Continge?

Number of Representatives
Correct?

Recommendations (if any) to the
Council or next Councillors to act
as representative:

Any Other Comments Relating to
this Gutside Body/Organisation:
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Seaford Town Council

Report of a Representative on an Outside Body for Year 2015/2016

Name of Representative: Permy Lower
Outside Body/Organisation: Environment Agency
Number of Meetings Held: 4

Number of Meetings Attended: | 4

Principal Activities/Purpose:

Information sharing on Seaford Bay issues [from Newhaven
Harbour to Splash Point]. Issues and concerns raised including
beach management, safety, cleanliness and tourist
development.

New Beach User Safety Guide in process, not entirely as a
Achievements: result of this gronp meeting.
A number of safety concerns addressed.

significance to the Council:

Issues of Importance to the Not a vety pro-active group in terms of achieving
Council/Current Work of improvements to the seafront.

Areas of Concern (financial, No LDC rep. {Environmental Officer] attending,
support/assistance, publicity Group does a lot of information-sharing, which might be
ete): covered in other groups?

Should Representation Confinue?

Is run by STC

1 am not sure whether this group is really required.

Number of Representatives
Correct? '

No

If it is thought necessary to retain the group, one rep is all that
is needed, although they need to take the notes too!

Recommendations (if any) fo the
Council or next Councillors to act
as representative:

Need to be very clear what will be achieved by as a result of
the various patties meeting together,

24




Any Other Comments Relating to
this Outside Body/Organisation:

Other groups that might cover the subject:

New Flood Forum
Seaford Community Partnership
Impact Seaford

Please kindly return this form to the PA to the Town Clerk by Tuesday 3 May 2016 at the

latest,
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Seaford Town Council

Repori of a Representative on an QOutside Body for Year 2015 /Qa/é)

Name of Representative:

(j ét U?'(r [,é‘(}(‘(zgmfmq

QOutside Body/Organisation:

Number of Meetings Held:

N mwﬁ% Hleen/ Cy
4

Number of Meetings Attended:

¢

Principal Activities/Purpose:

7o RUING 0GR VRIS
s o PEAL WITH THE r&;f!i::f‘f’f‘ﬁb
s, EVNROVITENC G ewel. sk
Gty SevTs (M T
SRS H P, N HAvery Peal7

A7 M 1Y,

Achievements:

e A PQIvinde O 7HE LeAFies (/1
e 70 MSING S Erivld BOTH /hf)i/\
[ EHARE Wi Jedst wirivg 7Y e
ST Bt 76D

Issues of Imporiance to the
Council/Current Work of
significance to the Cowncil:

70 pple 7He 0 WVl /;}7_’_1;3) ;,-Z-/Lz:
D IFFEACOVT s AWAILE qu;,ﬁ. /

| SGUES 7HIET HRIE . L f{,f, ﬁﬁm
Wi7TH (‘f’f’“’f‘f’% Wil (v 5y

sevifor®
LEwWes DISTR 1O OV

Arcas of Concern {financial,
support/assistance, publicity
etc):

THEAE 1715 MO BECY FIVY
G FICENS PRON kerCs DISTRICT
CORNCIL  PreeVd Ive, a7 PRNT

SyuwE ANl FHEY WILLBE.
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e

Should Representation Continue? 4 Yy { No

If no, why do you think not? Have the group/organisation

agreed with this?
. . ~ - R
Number: of Representatives Yes Jf No
Correct? )
If no, how many and why?

Recommendations (if any) to the
Council or next Councillors to act
as representative:

e e TG 75 HERDS G ~7jz61;§/§pk7ff

VY dhvidiisl

Any Other Comments Relating to
this Outside Body/Organisation:

Please kindly return this form to the PA to the Town Clerk by Tuesday 3™ May 2016 at the

latest.
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Report of a Representative on an Outside Body for Year 2015 /Jf%ﬁ

Name of Representative:

(jZ/;!/iG JL’/&(&(// WAk

Cuitside Body/Organisation:

Number of Mecetings Held:

f)é’r?%f/zM Uﬁ(;af{/hw{%’.
(o

Number of Meetings Attended:

3

D

Principal Activities/Purpose:

w powode P R7rANE SHONLTS el
JALUES IV GE RS T I T
PROMTE  AWNCIVESS oF 5'5'741/17{2@% /5
B Hedl/s 70 APse fs"'f’/-'f}nfbf‘fﬂ'bi_,t?f
e Atowesr  PRODUCHS 1
WOLILEAS I ?}(’I/ﬂ()p/ Me (eSS

Achievements:

-[uie (I‘éf\'ﬁ'f JAE L 1 |
s SEAVICE 60 5T FADIEN'S,

Dl Hob7ine s
-»i ;zawm%é e 7 6O HE CLIVTAY (v,

oy
Y

Issues of Imporiance fo the
Council/Current Work of
significance to the Council:

ceAflh 15 BRI T, SO
7He COUCL SHOMYD RBE
Qepiles Vs JWIHAE OF Wit 7

15 WEOPCIVINVE: |

Areas of Concern {financial,
support/assistance, publicity
ete):
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TN,

Should Representation Continne? ( Yes)! No

1f no, why do you think not? Have the group/organisation

agreed with this?
-
Number of Representatives !
Correct? ny / N
If no, how many and why?

Recommendations (if any) to the
Council or next Councillors to act
as representative:

S a1 N ol (W9
He Meerivi ISHERd CARP CVaiile

Any Other Comments Relating to
this Outside Body/Organisation:

Please kindly return this form to the PA to the Town Clerk by Tuesday 3*d May 2016 at the

{atest.
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Seaford Town Council

Report of a Representative on an Qutside Body for Year 2015/2016

Name of Representative:

Richard Honeyman

Outside Body/Organisation:

Lewes District Association of Local Councils

Number of Meetings Ifeld:

4 per year

Number of Meetings Attended:

Principal Activities/Purpose:

o  To facilifate the exchange of information between
Parishes in the Lewes Area,

e To promote and develop the social, economic, culfural
and recreational life of parishes in the Lewes area,
To assist and support members with local challenges.

s 'Toinform and discuss Local Government issues.
To maintain dialogue with Lewes District Council and
East Sussex County Council on local issues,

o To maintain liaison with other bodies

More of a discussion forum then making decisions — some of
the issues were useful although am often aware of most of
Achievements: them anyway, Useful if new to councilior and local
government and especially for parishes rather that towns,
Attendance has been low as people cannot see the relevance.

Issues of Importance to the

significance to the Council:

Council/Cuarrent Work of Nothing directly

support/assistance, publicity
etc):

Areas of Concern (financial, Now meets daytime in Lewes from an evening meeting.

Should Representation Continae? Yes
Number of Representatives

Yes
Correct?

Recommendations (if any) to the
Council or next Councillors {o act
as representative:

Any Other Comments Relating to
this Outside Body/Organisation:

D
-




Seaford Town Council

Report of 2 Representative on an Quiside Body for Year 2015/2016

Name of Representative:

Lewes District Association of Councils

Outside Body/Organisation:

Penny Lower

Number of Meetings Held;

Monthly

Number of Meetings Attended:

8 + SE and London Conferences

Principal Activities/Purpose:

. To facilitate the exchange of information befween Parishes in
the Lewes Area.

. To promote and develop the social, economie, cultural and
recreational life of parishes in the Lewes area.

. To assist and support members with {ocal challenges.

. To inform and discuss Local Government issues.

. To maintain dialogue with Lewes District Council and East
Sussex County Council on local issues.

. To maintain liaison with other bodies

Achievements:

A wide range of speakers ensured that parish and town
councils were well-informed on local and regional
developments.

Representatives question and challenge speakers from other
tiers of government, statutory bodies, confractors ete.

PL contributed to Lewes conference agenda.

Issues of Importance to the
Council/Current Work of
significance to the Council:

Important to be in the loop of information and to exchange
ideas and suggestions for good practice.

Aveas of Concern (financial,
support/assistance, publicity
ete): )

National Conference not value for money, {NALC}
Re-assess when Agenda is published for 2016,

Should Representation Continue? Yes

If no, why do you think not? Have the group/organisation
agreed with this?

Number of Representatives
Correct?

Yes 2 places allowed

If no, how many and why? 3 1




Recommendations (if any) fo the
Council or next Councillors to act
as representative:

Penny Lower wishes to continue attending.

Currently decision is fo have meetings on Monday
afternoons in Lewes.

Any Other Comments Relating to
this Qutside Body/Organisation;

Please kindly refwm this form to the PA to the Town Clerk by Tuesday 3" May 2016 at the

latest.
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Seaford Town Council

Report of a Representative on an Qutside Body for Year 2015/2016

Name of Representative:

Penny Lower

Outside Body/Organisation:

Lewes District Community Partnership: Joint Action Group

Number of Meetings Held:

Monthly during the day

Number of Meetings Attended:

Principal Activities/Puypose:

The Priorities for the Partnership for 2016 —2017 are:

Work in partnership to seek long lasting solutions to
Anti-Social Behaviour (ASB

Promote community safety initiatives to reduce crime
and the fear of crime

Work to protect and support vulnerable victims of
crime

Encourage the reporting of Domestic Abuse incidents.
Reduce the number of Dwelling Fires

Reduce the number of Killed & Seriously Injured on
Lewes District’s roads

Promote and contribute to the implementation of the
Prevent agenda

Y VY¥Y ¥V ¥ VY

Achievements:

Regular reports from Police, LDC Environmental Officer, Fire
Service, Neighbourhood Watch groups and other attending
voluntary groups. .

JAG scrutinises and approves or makes recommendations in

| respect of bids for fuading,

PL has passed on information about bidding procedure to other
Councillors and local groups.

Issues of Importanee to the
Council/Carrent Work of
significasce to the Council:

Membership of JAG gives regular access to a number of key
statitory and volontary agencies, Good for information
gathering and potential funding streams and collaborative
working.

Aveas of Concern {financial,
supportfassistance, publicity etc):

Not always enough new information or need for updating on a
monthly basis.

Should Representation Continue?

Yes

If no, why do you think not? Have the group/organisation
agreed with this? 3 3




Number of Representatives Correct? Yes / No

As monthly, a reserve might be advisable, However Councillor
Brown attends in his Neighbourhood Watch capacity.

Recommendations {if any) to the All meetings on Tuesday afternoon.

Council or next Conncillors fo act as

represen{ative: Usually in Lewes, but have been in Newhaven and
Telscombe.

Any Other Comments Relating fo this

Outside Body/Organisation: Penny Lower happy to continue..

Please kindly return this form to the PA fo the Town Clerk by Tuesday 3™ Méy 2016 at the latest,
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Seaford Town Council

Report of a Representative on an Outside Body for Year 2015 ,&’%ﬁ

Name of Representative: (j Li Y f‘O’t ),,/ /] /,(/ At

Outside Body/Organisation: oy ey il IPUSE  WORKIVE
utside Body/Organisation [ EWES DOME ot Ty

Vroo oved 1 sEP FErBe,

‘Number of Meetings Held: %

Number of Meetings Atiended: | 77/ ) Jhave or Beew WBlE 7o MIeE
A lhae 5 7HE DY OF 7HE HEE7IWE S o,
ADPACSS JAV6 UL FeRITS OF  DOMESTIc
ABISE . 7HE CAflii P HYTS SCVER Koy |
AIMS, REcAr D/NG RIHSINE TS

+ N [ o o) 'b"?.ﬁ#—
Principal Activities/Purpose: |1/~ 5 0ndae JIVEAR IR 71210 FHED s
e R}ﬁ; s e e IVTEL He ey

HGena ic'S L |
C 6?’ LOVEABTION.  5C }2'{/77’,//%’5'6- A0 FH-.

: s ¢ H o
SOLICITS . AVD PRACTISE . %i’;}%’f ?,e«/s- s,
Qr7ewDED  FHE TV LAVHEH 18
‘J;r;c;”- CeMBER.  HELPED  KRARE H}Mﬂff%ss
oF AHE edbul W7 TIHE 70D 4G,

Achievements:

PO 7HE S7HTeGIC ATVALYSIS  DaesTe
ABEE N Bussey = BURRCY and
SUBHCER COLIC WG TOEETHE, JMTWIM‘I’;-
Issues Pflmportance to the 901‘(7. ”%éﬁ?f/&ffﬂf /57 f’é“ﬁﬁ T .
(?mmmlfCun-cnt Work of ‘N‘Sf'ﬁl-’}ff'fv‘f,%)f&", cpssEr TICE ;i’.c?‘(‘ﬁ%hc%
significance to the Council: ’}3()) 45’@ - ; /l/c’ID(:’ﬂ/fS‘ o ‘Dﬁfft’riﬁ“ﬁ/(
ﬁ‘ét/{f";({? &6 2% oF MHICH W ORE .
oo 15 CLIME (%04 ofFeis)
VARG DepPLe i ¥

DoMEsTIC ABUGE | ODUES:

Areas of Concern (financial,
support/assistance, publicity
efc):
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Shonld Representation Continue? @/ No

If no, why do you think not? Have the group/oxganisation
agreed with this?

Number of Representatives Yes'// No
Correct?

If no, how many and why?

7 OV Ve W TH TS

Dl T YO P
Recommendations (if any) to the /H RN &
Council or next Councillors to act
as representative;

NG Meerives e HEED (v DHYTIE.

Any Other Comments Relating to
this Outside Body/Organisation:

Please kindly return this form to the PA to the Town Clerk by Tuesday 3" May 2016 at the

{atest.
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Seaford Town Council

Report of a Representative on an Ouiside Body for Year 2015/2016

Name of Representative:

Carol Campbell

Outside Body/Organisation:

Mercread Centre

Number of Meetings Held:

Number of Meetings Attended:

Principal Activities/Purpose:

The running of the Mercread Centre.

Activities held there are a very successful youth club, support
groups, a nursery, and they also rent the space for activities
such as Army Cadets, Fitness lessons etc.

Achievements:

The Mercread is an excellently run Cenire, with many active
volunteers and a lively, committed group of amazing people

who are passionate about working with the Young People in

town and offering them a place where they can'do a range of
activities afier school.

Issues of Importance to the
Council/Cuarrent Work of
significance to the Council:

Currently I don’t think there are issues to repott.

Areas of Concern (financial,
support/assistance, publicity
ete):

T have absolutely no concern about this place. They have such
capable, serious and competent people running it, it is
refreshing and ate financially stable. A true asset to out fown.

Should Representation Continue?

Yes

I had a great-time being part of this group and would love {o
continue working with them if they need me. 1 believe that
although we are not particularly “needed” it is good to
maintain a close bond with the Mercread.

3




Number of Representatives
Correct?

Yes

[ believe for now one representative is enough,

Recommencdiations (if any) to the
Council or nexi Councillors to act
as representative:

Be engaged, committed and enjoy working for young
people.

Any Other Comments Relating to
this Outside Body/Organisation:

No more comments,

Please kindly refurn this form to the PA to the Town Clerk by Tuesday 3" May 2016 af the

latest.
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Seaford Town Council

Report of a Representative on an Outside Body for Year 2015/2016

Name of Representative:

Penny Lower

Outside Body/Organisation:

Seaford Allotment & Leisure Gardens Society

Number of Meetings Held:

5 [incl. AGM]

Number of Meetings Attended:

3 4 visit

| Principal Activities/Purpose:

The objectives of the Seaford Allotment and Leisure Gardens
Socicty are!

1. To encourage and improve the standard of gardening on
Sutton Drove Allotments, Seaford.

2. To promote the inferests of all members in their gardening
activities and fo take joint action for the benefit of

members.

3. To conduct negotiations with Seaford Town Council (STC)
for the use of gardening land.

4. To take action to protect members against damage, trespass
and thefis, -

5. To obtain a supply of seeds and fertilisers on behalf of
members,

G. To support any lectures, shows and other social events
arranged by the Seaford Allotment and Leisure

Gardens Society.

7. To do anything which is conducive to the furtherance of the
Society's objectives.

Achievements:

From Chair’s Report;

“I am pleased to report that our relationship with the Town
Council has improved beyond what we thought was

possible a few months back. In addition the Town Council has
appointed a councillor, Councillor Penny Lower

to provide another channe! of communication.”

The main item of note this year is the receipt of grants to the
total of £11716.

We recelved £9716 firom the Loitery Fund and £2000 from the
Seaford Town Couneil, These are restricted funds to be spent
on the Wilderness Area and Composting Toilet.

Always a waiting list for plots,

Issues of Importance to the
Council/Current Work of
significance to the Council:

The Allotments are on a STC site and provide facilities and
[eisure opportunities for a large number of Seaford residents.
The site is in a residential setting and relations with neighbours
are cooperative and cordial,
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Aveas of Concern (financial,
supporifassistance, publicity etc):

Meetings always on Thursday evenings therefore clashes with
STC meetings inevitable.

Should Representatien Continue?

Yes

If no, why do you think not? Have the group/organisation
agreed with this?

Number of Representatives Correct? Yes

If no, how many and why?

Recommendations (if any) to the

Council or next Councillors to act as

representative:

PL. happy to continue as representative,

Any Other Comments Relating to this

Ouiside Body/Organisation;

Current issue concerns Bee-keeping, Not currently allowed,
buf increasing number of members want it considered,
Proving contentious,

Occasional security issues on-site.
Committee would like some ‘new blood’ — none forth-
coming at AGM.

Please kindly return this forin to the PA to the Town Clerk by Tuesday 3" May 2016 at the latest.
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Seaford Town Council

Report of a Representative on an Outside Body for Year 2015/2016

Name of Representative:

Richard Honeyman

Outside Body/Organisation:

Seaford Community Partneship — Cross Seaford Transport
Working Group

Number of Mectings Held:

2-3 per year

Number of Meetings Attended:

Principal Activities/Purpose:

The Seaford Comuaunity Partnership, as a co-ordinating
and advisory body which locks to raise Seaford’s needs
and strengths in Councils and other public forurs, has
been looking at transport needs across the town.

Achievements:

Feedback from other community gtoups and
organisations including local councils.

Current issues — school traffic speeding, access at Seaford
and Bishopstone stations, Hospital Transport, Bus groups.
Seaford Brighton Community Parinership, Road
Closures, Events.

Issues of Importance to the
Council/Current Work of
significance to the Council;

Input inte Neighbourhood Plan imminently.

Areas of Concern (financial,
support/assistance, publicity
etc):

Evening Meetings in Seaford.

Should Representation Continue? Yes

Number of Represenfatives
Correct?

Yes

Recommendations (if any) to the
Councilt or next Councillors {o act

as representative:

Any Other Comments Relating to
this Outside Body/Organisation:
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Seaford Town Council

Report of a Representative on an Outside Body for Year 2015 /;25?}5

Name of Representative:

y e Honeqmas

Quiside Body/Organisation:

SEATD Yevhd Loci. T vee SR VE

Number of Meetings Held: Q‘g
Namber of Meetings Attended: 2

Principal Activities/Parpose:

S EAPORD HEAD LOCTL WA TURE [lesestvt
CotiM 1TTEE COGDNJIVHTES THE Hitiniouwne
VD v HECTTOVT ¥ THE SITE , m{}]ﬁ.ffiﬂf
OREANS H7IOVS W Ho e TVRHED
e VA TURE e STAE 7

FHE HEETIVES

Achievemenis:

LUSSER WILDHTE TREST 17 PV HGES 77
si7e, AVD IHVE ACHIERED 7HE fi’%"‘f’?i’j;‘;ﬁ'

D AnE VE G, VBLUIVTEEE SO
o ;, H@Lflc"sgd ve . THE & FAredDd av,i(&ffef-ff___
ffb;m,w; s €TV CILIED Ci7 - Foen CPhLHEF
62%#11./(:"?', THEY CHRIY A7 SURVEYS 7

DEWTIEL Ve SPCLES_ ol THE HESERUE,

Issues of Importance to the
Council/Current Work of
significance to the Council:

As  ovE g¥ THe OMT Civ IV LS
OF S 17 TS JE1PORTANT 717
Tpene 15 NEPREWVSTATION TE Fee
Sl 70 7HE ok 15 78 AT
/5 ARPENIVE

Areas of Concern (financial,
support/assistance, publicity
etc):

L HAWVAGEHCIVT Py 15 Bt Vol
zﬁu{?ﬁwﬁ'l Put7 15 IV RENY LIN7IA TT
'! < “f;(if N AL grHEd 70 € L7 E e
fﬂif;?ﬁ | ,,) LIS E WiTH GHRSSEN (/1 LDREIE

ARMST
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Should Representation Confinue? ( Yes /) No

Hno, why do you think not? Have the group/organisation
agrecd with this?

Correct?

Number of Representatives (:Yes ) No
<

i

If o, how many and why?

Recommendations (if any) to the
Council or next Councillors {o act
as representative:

FHE FIE E7vas ARE  Had N THE
DAY FIME.

Any Other Comments Relating to
this Outside Body/Organisation:

Please kindly return this form o the PA to the Town Clerk by Tuesday 3 May 2016 at the

latest,
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Seaford Town Council

Report of a Representative on an Qutside Body for Year 2013@/2015

Name of Representative: M?L p@?\, Wée ‘

Outside Body/Organisation: éjéf «/M %/ M 6" LT /M@Y /}98'6?

Number of Meetings Held: 7 7

Number of Meetings Attended: /

Maclonance F o
[t

Principal Activities/Purpose;

/ ¢ i stull EFo-en i
Achievements: 'WC (5«549?%3

Wedc fnel?cmmjo 2 el

Issues of limpertance to the é/D Al L Co- ’%a&e/&

Council/Current Work of

significance to the Council: frepan .

ooy ) ,
Areas of Concern (financial, &é’w /"“Lf ﬁ/(://(
support/assistance, publicity

efc):

INECRRIIE: LR
} 45 ARR t?- l

LN




Should Representation Continue?

Yes / -13%}%/

If no, why do you think not? Have the group/organisation
agreed with this?

Number of Representatives
Correct?

Nl Neo

H no, how many and why?

D L5 2l boalle. (P
ale ts alleasl é‘f’?tff( b
Ang koG -

Eineot C,/Mk,p,éw(, Lt nile d Hosdl

St /%Lme

Recommendations (if any) to the
Council or next Councillors to act
ag representative:

Any Other Comments Relating to
this Outside Body/Organisation:

Please kindly return this form to the PA to the Town Clerk by Tuesday 3 May 2016 at the

latest,
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Seaford Town Council

Report of a Representative on an Qutside Body for Year 2015/2016

Name of Representative:

Carol Campbell

Outside Body/Organisation:

Seaford Musical Theatre

Number of Meetings Held:

Number of Meetings Attended:

Principal Activities/Purpose:

Promote performing arts, nusicals, theatre performances held
at the Barn Theatie
To assist the creation of an Arts Hub in town at the theatre,

Achievements:

Unfortunately this committee has recently been dissolved after
the Chairman’s resignation.

Issues of Importance to the
Council/Current Work of
significance to the Council;

T really welcome the idea of a place people can go and
perform, watch a play, have a coffee, be in touch with atts
events in fown,

f am hoping they will soon form a new committee which I will
look forward to being able to support.

Areas of Concern (financial,
support/assistance, publicity
ete):

Main area of concern is really the fact that everyone is really
strapped for time to make this happen, so more volunteers who
could support the Theatre would be ideal, who knows, maybe
they could then re instate the committes.

Should Representation Continue?

No

Tf no, why do you think not? Have the group/organisation
agreed with this?

At the moment they ate not active so not needed.

Number of Representatives
Correct?

Yes

1f no, how many and why?
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Recommendations (if any) to the
Council or next Councilloys to act Be enthusiastic and enjoy the performing arts is a must.

as representative:

Any Other Comments Relating to The Barn people are just so lovely and open to ideas, a
this Outside Body/Organisation: pleasure having been part of their committee.

Please kindly refurn this form to the PA to the Town Clerk by Tuesday 3" May 2016 at the
latest.
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Seaford Town Council

Report of a Representative on an Outside Body for Year /2015 (2016

Name of Representative:

(, 9&&{‘(2" (l’}ﬁg}([ff‘///'pg);m

Outside Body/Organisation:

Number of Meetings Held:

g@‘}%w}f "/f//%// WE_HSS e
4 CoMMITICE  Ree 7Ives:

Number of Meetings Atftended:

2
o2

Principal Activities/Purpose:

B Tl SWINIvE K ‘Dz‘%u’fw{gﬁ ‘/ﬁx
ANROPE A5 Hlﬂ/ﬂ/‘f ar %M}A]}HV& f)“ﬂzﬁ}u(v
LIS a2 1EnDS HIPS AT 1w 7/ S
SECOWD WVR Ly Wil 70 Mﬂé‘fﬁ‘;fﬁﬁ . ij_:b’f:
s 160 FPRIGUDS HIP VD HIvDEL .??’gi[”’ o
e FHE Peopies oF BOVIITE IR
W77 cnd & erATord-

Achievements:

DLAU BEH Gt PP (N VGRS 7100 (VCWTS,
PR SKITTEES A Bynicape -V aTTeR 2005
- > !

i ad(H W
wf'\éf Jh‘q _?(1%?( » h} S?’"}/M ‘
LIV ESE e

weny AHED, Nﬁfﬁé} s &/fgﬁ 7o LIGCH 0 s

(fUIST DS Mf‘f'c’%wi L PS EE FHESE|
S WOLE (HIvE L4

Issues of Impoxtance to the
Council/Cuarrent Work of
significance to the Council:

70 (ONTINVEE  WiTH THE fr“!q/.;n,-*,rw.;f,fé y
DELTIONSHAD WHICH 5 waﬂba f";f?”f?f},j
e SEArId W (¢ a4, S0P fﬂ/}t i
e sevrils 7V INVIIVE 11as0c (197,

Areas of Concern (financial,
support/assistance, publicity
eic):

e s SECRETAVY VD sociit

O ety 15 WEEDEN far a7t
Wi e o new COFITEE ] ppoiy Cen s
oy phrwiy 2007 ol 7HE @I

/ ~JpsE DOWIW. B
’ [é)b/(“/i}/{vf’ﬁi? 16 15 NeEDE 70 PLERLICISE

IS AL 1D
<7 ad WA 05 STIS A JEae
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Should Representation Continue?

( Yea Neo

If no, why do you think not? Have the group/organisation
agieed with this?

Number of Representatives
Correct?

If no, how many and why?

Recommendations (if any) to the
Council or next Councillors to act
as representative:

Mg nves 1E HERD il IHE EVamie

Any Other Comments Relating to
this Outside Body/Organisation:

JrS et AV 7O VI E
B M e ATIOMS Hips  wi7H

EVLYL V.

Please kindly return this form to the PA to the Town Clerk by Tuesday 3'9 May 2016 at the

latest.
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Seaford Town Council

Report of a Representative on an OQutside Body for Year 2015 /Qwé

’—-‘h .
Name of Representative: 0// ’ Mx{ . /[ é;%ép é/ W
Outside Body/Organisation: 5 (ﬁﬁ’ﬂ\h // ¢ 272/ 7 s S L DS G Qi ,,‘/'7'
Number of Meetings Held: 5’
Number of Meetings Attended: 5

7w VW EAH COnIEIELORS sl
s bevrs oF  HErET ot ady
WHAT 1S [i5 o7 APV I FHE

SEAHD HACTY -

Principal Activities/Purpose:

BN e ReTA7IwS JITPS WITH 5L
oV THE EAE ol edrvie: M"”f’ff?f ‘
WESUPE andl THE TOE PEdIC AL TS
JAESEATIIDS,

Achievements:

e OAVCIL 1S FBE 7O
?ngfVi una e Res | DEVES COMED,

Issues of Importance to the e dendl el WE” in'f?b fORE
Council/Current Work of Foll C¥ g L? b?{‘ ¢ IF / w HOW/
significance to the Council: HE H7H F Hcrlirte o o
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Avreas of Concern (financial,
support/assistance, publicity
ete):
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Should Representation Continue?

S[es ! No

1f no, why do you think not? Have the group/organisation
agreed with this?

Number of Representatives
Correct?

=~
@/NG

Tf no, how many and why?

Recommendations (if any) to the
Council or next Councillors fo act
as representative:

e HeT7mves e HED e D w77/

Any Other Comments Relating to
this Outside Body/Organisation:

Please kindly return this form to the PA to the Town Clerk by Tuesday 3™ May 2016 af the

latest.
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Seaford Town Council

. § @
Report of 2 Representative on an Outside Body for Year 2014/201%

Name of Representative:

/(/zzbww AW/C:

Outside Body/Organisation:

:7’7*@,@"5 ,

Number of Meetings Held:

Number of Meetings Attended:

[

Principal Activities/Purpose:

Geg tn Seafddd,

Achievements;

66/4/ eiilan b= A necm foer
ql,%() %QM ‘

Issues of Importance to the
Council/Cunrrent Work of
significance to the Council:

Cé-’;wé, W¢M~

67’ ] JUL!@@&-M'

Areas of Concern (financial,
support/assistance, publicity
ete):

e éawmuépagvé&;{sé&mmsaﬂs 2




Should Representation Continue? | Yes / W

If no, why do you think not? Have the group/organisation

agreed with this?
Number of Representatives "Q%}?
Correct? / No
If no, how many and why?
.

£s Lht Kerllh G e f s
Ets /@%5 5 Alan Aalbhsmy

Can It LS
Recommenciations (if any) to the
Council or next Councillors to act Cirmiilee, at /?-éf—’ﬁ g cerd=
as representative: R _

Any Other Comments Relating to
this Gutside Body/Organisation:

Please kindly return this form to the PA to the Town Cletk by Tuesday 3" May 2016 at the

latest, 5 3




Seaford Town Council

Report of a Representative on an Ouiside Body for Year 2015/2016

Name of Representative:

Alan Latham

QOutside Body/Organisation:

Tree Wardens Group (substituting for Cllr Marion Lambert)

Number of Meetings Held:

Number of Mectings Attended:

Principal Activities/Purpose:

To replace/undertake new planting and maintain trees of a
suitable species in public places (including roadside verges) in
Seaford.

Achievements:

The Group comprises volunteers of an incredibly high and
dedicated calibre benefiting from application of experience
gained in previous roles. My contribution therefore simply to
be available as a point of contact/interface with STC if
required, To this end at the one meeting attended I was able o
advise on the STC grant process in context of 3 party
donations received direct to Tree Wardens Group for purpose
of planting in particular locations.

Issues of linportance to the
Council/Current Work of
significance to the Council:

Link is useful and should be maintained but ad hoc only
required. Work of Group is extremely valuable to Seaford and
anust save STC significant sums financially (both admin and
matertals) and improve the attraction of Seaford as a place to
visit and to live in.

Areas of Concern (financial,
support/assistance, publicity
ete):

None

Should Representation Continue?

Yes

If no, why do you think not? Have the group/organisation agreed
with this?

Number of Representatives
Correct?

Yes

ifno, how many and why?
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Recommendations (if any) to the
Council or next Councillors to act
as representative:

[mportant to meet and introduce yourself and be
available if required. Otherwise Group more than able to
achieve its objectives with minimal intervention from
STC.

Any Other Comments Relating to
this Outside Body/Organisation:

Superb well run Outside Body.

Please kindly return this form to the PA to the Town Clerk by Tuesday 3™ May 2016 at the

latest,
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Seaford Town Council

Report of a Representative on an Outside Body for Year 2015/2016

Name of Representative: Carol Campbell
Qutside Body: Youth Task Group
Number of Meetings Held: 5

Number of Meetings Attended: | 5

Principal Activities/Purpose:

To promote, raise funds and run activities, snpport and
guidance to Youths in Seaford.

They are an exceflent group of people very committed to
providing support for Seaford’s youth with Youth Activities,
Mental Health issues, Social activities and more.

Achievements:

During this year we have been trying to get funds for a mental
health support service for young people in town. Also wo have
created a group called Seaford Youth Activities board on
Facebook which now has close to 400 members, amongst
parenis and institutions around town providing a huge variety
of activities locally for children and young people. I run this
group together with two other volunteers and it has proven the
place to consulf to find out about for activities for young
people in town.

Issues of Importance to the
Council/Current Work of
significance fo the Council:

The work done by this group is very important and 1
recommend continued support, as a lot more can be achieved.

Arxeas of Concern (financial,
support/assistance, publicity
efe):

Yes it would be very nice indeed if we could help this group
financially. Particularly in the area of Youth mental Healfh
suppott which is a widely increasing concern in our society.
This group is so committed and I would love to see their
amazing ideas and projects become reality. We need them in
this town,

Should Representation Continue? Yes

I had a great time being part of this group and would love to
coniinue working with them if they need me and want me. I
have lots of ideas and hope T can carry on the work I am doing
alongside them.

NG

s U




Number of Representatives
| Correct?

Yes

Two committed representatives are a good number.

Recommendations (if any} fo the
Council or next Councillors te act
as representative;

Be engaged, committed and enjoy working for young
people,

Any Other Comments Relating to
this Outside Body/Organisation:

No more comments

Please kindly return this form to the PA to the Town Clerk by Tuesday 3" May 2016 at the

latest.
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Seaford Town Council

Report of a Representative on an Qutside Body for Year 2015/16

Name of Representative: Lindsay Freeman
QOutside Body: Youth Task Group
Number of Meetings Held: 5

Number of Meetings Attended: | 2

Principal Activities/Purpose:

To promots, raise funds and run activities, support and
guidance to Youths in Seaford.

This is an excellent group of people who are committed to
providing support for Seaford’s youth with Youth Activities,
Mental Health issues, Sosial activities and more,

Achievements:

During this year they have been trying to get funds fora
mental health support service for young people in town. Also a
group called Seaford Youth Activities board has been created
ot Facebook, it has close to 400 members, including parents
and institntions around fown providing a huge variety of
activitics locally for children and young people. Clir Campbell
runs this group together with two other volunteers and it has
proven the place to find out about for activities for young
people intown,

Issues of Importance to the
Council/Current Work of
significance to the Council:

The work done by this group is very important and [
recommend continued support, as a lot more can be achieved,

Aveas of Concern (financial,
support/assistance, publicity
ete):

Financial support is badly needed especially for Youth Mental
Health support which is a widely increasing concers in our
society, The group is very committed and it would to see their
ideas and projects become reality. The young people need
support in Seaford as there is little for the 14-18 age group,
especially for mental health,

Should Representation Continue?

Yes

Unfortunately I was not informed of this group’s meeting
when 1 opted to join them,

Number of Representatives
Correct?
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Yes




Two committed representatives are a good number.

Recommendations (if any) to the
Council or next Councillors to act

Be engaged, committed and enjoy working for young

this Outside Body/Organisation:

as representative: people.
Any Other Cominents Relating to No more comments

Please kindly retwn this form to the PA to the Town Clerk by Tuesday 3" May 2016 at the

latest.
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Seaford Town Council

Council Representation on Quiside Bodies

1. Infroduction

Seaford Town Counncil has Council Representatives on a variety of outside bodies within the local
atea. Representation may be for a number of reasons such as;

& 'The work of the outside body or group directly affecting Council business, services, land or
property;
Tlhe body or group specifically requesting a Council representative;

Tt being considered key that the Council is aware of the work the body or group is undertaking
due to its impact on the town, its residents or visitors;

& The body or group being an opportunity to liaise with other external companies or authorities
in the interest of the town, its residents or visitors;

8 The Council having a financial interest or commitment with the body or group and/or its
function.

The outside bodies generally fall in to one of the following categories;
& A local voluntary community group or organisation;
A local charity;
A larger association that has an impact on the business of the Council or town;

A liaison meeting with other companies or local authorities;

D Qv v

A management committee/society managing either Council owned land or properties, or that
the Council is in some way financially connected with.

2. The Role of the Council Representative

A Council representative represents the Council as a whole, rather than acting in personal capacity.
This means that the representative must always act in accordance with Council policies and
procedutes, the member’s Code of Conduct and bear in mind the limitations of the Council as a

corporate body,

The representative allows its outside body to gain access to the expertise and knowledge of the
Council and also ensure that the Council is kept up to date with the actions and fiture plans of the
body, The aini is that all interested parties are working together and communicating effectively for the
benefit of Seaford, its residents and visitors.

The representative should attend as many meetings of an outside body as they are reasonably able and
send apologies if they are not able to attend, They may ask another Couneillor to substitute for them if

the outside body is willing.

Council representatives will be appointed at each Aunual Meeting of the Council, ysually held early
to mid-May.

3. Limitations

It is vital that the representative and the body itself understand the limitations of the Council
representative,

A Couneil representative cannot commit Council resources or support, whother financial or ‘in kind’,
to an outside body. If anything of this natue is requested it should be brought back to the Council,
through the Town Clerk, for consideration.
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Administrative support by Council staff is not available to outside bodies nor to Council
represeitatives on outside bodies, Council representatives are tesponsible for carrying oul the
administration to support their own role.

An exception to the above is at lisison or management commitlee meetings where Couneil Officers
may be present, as it has been deemed in the Council’s best interest to have an Officer directly
involved.

4. Reporting

In order for both the outside body and Council to benefit from the representation it is important that
regular updates are reported back to the Council by the representative.

The four methods considered most effective for reporting back are;
9 Minutes of meetings;

Any minutes of meetings received by a representative should be sent to Council Officers for
forwarding on to all councillors. This is a very effective and efficient way of keeping the
Council updated and also allows other members to pose any questions to the representative
that they may have. Minutes of the outside body’s meeting will only be shared where the
body is in agreement with this.

@ Update reports fo a Full Council or Committee meeting;

If the representative feels there is a matter that needs to be considered by Full Council or a
Committee then in the first instance the Town Clerk should be approached. If it is deemed
necessary that a report is made to Council or one of its Committees then Council Officers will
liaise with the representative to arrange this,

o Email Updates;

Representatives may forward Council Officets any email updates with a request for this to be
circulated to all conncillors. This is a quick and easy way to feedback current information
from an outside body, requiring minimal officer input.

& Annual Reports;

Regardiess of the number of reports ot updates made during the course of the municipal year,
representatives will be required to submit an end of year report as part of the agenda for the
Council’s Annual Meeting. There is a standard form for this report, available fiom the
Council offices, and as much information as possible should be shared.

It-is urged that representatives ensure they are regularly feeding back information. that is relevant to
the Council, Seaford, its residents and/or visitors.

4, Change of Representation

An outside body is free to reject a specific Council representative on the understanding that the
replacement will be nominated by Council, not by the outside body. Repeated non-attendance at
meotings without good reason offers valid grounds to reject a specific Council representative.

An outside bady is fiee to inform the Council at any time that Council representatives are no longer
required, if its constitution so allows.

A representative wishing to stand down from their role should first inform the outside body itself and
then the Town Clerk, in writing, A report will then be taken to the next available Full Council meeting
to appoint a teplacement, Where possible, the Cletk will invite other councillors to substitute on this
body until a representative can be formally appointed by the Couneil.

Adopted: September 2015
Review: September 2017




Report 03/16

Agenda Item No: 11

Committee: Council

Date: - 12" May 2016

Title: Scheme of Delegation

By: James Corrigan, Town Clerk

Purpose of Repori: To review the Council’s Scheme of Delegation.
Recommendations

You are recommended:

1, To adopt the amended Scheme of Delegation as attached at Appendix A.

1. Information

1.1 Standing Order 5.j.xi states that at its Annual Meeting the Council will conduct
a teview of delegation arrangements to Commiitees, Sub-Committees, staff and
other local authorities; Seaford Town Council sets out these delegation
arrangements in its Scheme of Delegation.

1.2 Attached at Appendix A is the Scheme of Delegation as adopted by the Council
at its meeting on 25™ June 2015. Tncluded on this vetsion are draft amendments
that are recommended for adoption.

The purpose of these amendments is to reflect current practice and in the case of
3.1.24 to reflect responsibility specifically delegated by Committee during the
past Municipal Year.

1.3 Asmentioned in the review of the Standing Orders elsewhere on this agenda, it
is recommended that the review of certain policies be removed from Standing
Orders as being an item of business that must be carried out af each Annual
Meeting. Where the policy is not in need of amendment this is not a good use of
resources.

Council Officers maintain the Policy Timetable, alerting as to when a policy is
due for review, and regularly review policies and procedures for their day-to-day
effectiveness and accuracy, as is good practice. The Scheme of Delegation is
included on this timetable.

2. Financial Appraisal
There are no direct financial implications as a result of this report.

3. Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk,

Town Clerk
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Seaford Town Counl
Scheme of Delegation

1 Council Functions
The following matters are to be deaft with by the full Council:
1.1 Approval of Budget and sefting the Precept.
1.2 Approval of the Aunual Return and Audit of Accounts.
1.3 Authorisation of borrowing.

1.4 Adopting or changing all policies including Standing Orders, Fmanctal Repulations
and the Scheme of Delegation.

1.5 Making of Orders under any statutory powers.

1.6 Making, amending or revoking By-faws.

1.7  Appointment of Standing Comitiees,

1.8 Appointing Council representatives to outside bodies.

1.9 All other matters which must, by law, be reserved to fhe full Councit.
2 Delegation to Commitfees

The following matters are delegated to the Council’s Cominitiees to make decisions on
behalf of the Council, Comtnittees ate delegated plenary decision making powers in
respect of matters delogated, They must be exercised in accordance with the faw, the
Council's Standing Orders and Financial Regulations and any approved policy
framework and budget.

The Council may at any time, following resolution, revoke any delegated authority.

Comeniitees may decide not fo exercise delegated responsibilities and may instead make a
recomumendation to the Couneil. Similarly whete a Committee has no delegated power to
make a decision it makes a recommendation to Couneil,

2.1 All Committees
2.1.1  Creation and Appointment to Working Groups.

2.2 ¥inance & General Purposes Commiitee

'All matters (except for creating Council Policy) relating to;
2.2,1 Review of budget position.

2.2.2 Consideration of annual budget request of all standing committees for
recomtnendation to Council.

2,23 Approval and award of grants and donations,
2.2.4 Considering and agreeing action to all internal audit reports.
2.2.5 Approval of Risk management strategy.

2.2.6 Civic & ceremonial activities.

2.2.7 Electoral matters. J Formatted: Tab stops: 4,68 am, Left
. . oL + 7.32 cmy, Left + Notat 14,65 am
. 2238 Cheucl\mg Annual review of salaties is in order. g {m matted: Supersaipt
Adopted: 28" Fupe204512 May 2016 1" +

Review: fune-20H6May 2017
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2.3 Communily Services Commiftee
All matters (excepl for creating Council Policy) relating to;
2.3.1 Salis Recreation Ground.
2.3.2  Crouch Gardens & Recreation Ground,
2.3.3 Martello Fields,
234 Martello Tower,
2.3.5 Allotments.
2.3.6  Seafiont & beach, incliding beach huts.

23,7 Seaford Head Estate (excluding Seaford ITead Golf Course and The
View).

2,38 Crypt & 23 Chorch Street.
239 Old Town Hall.

2.3.10 Public toilets.

2.3.11 37 Church Street.

2.3,12 Hurdis House.

23,13 CCTV,

2.3.14 Other open spaces.

2.3.15 Seating, dog & litter bins.
2.3.16 Bvents,

2,3,17 Community supporf,
2.3.18 Tree wardens.

2.3.19 Bus Shelters,

23,20 Street Lighiing.
2:3:182.3.21  Spend within the Community Services Budpet (including the
Plaoning & Highways cost cettire)
2.4 Planning & Highways Comnmit{ee
All matiers {except for creating Council Policy) relating to;

2.4.1 Planning applications.
2.42 Tree works applications.
2.43 Highways & traffic matters.
2.4.62.4.4 Street naming,

2:4:72.4.5 Local and regional plans, | Formattod: Tab stopss 468 cm, Lt
S 7,32 ¢, Left + Mot ab 14.65 am
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2.5  Golf Committee
All matters (except for creating Council Policy) relating to;
2.5.1 Seaford Head Golf Course.
2,52 The View at Seaford Head Golf Course.
253 Reviewing and approving policies of Seaford Head Golf Club,
2.5.4 _Spend within the Golf Budget

2.6 Personnel Commiftee
All matters (except for creating Council Policy} relating to;
2.6.1 All personnel matters not delegated to officers.
2.6.2  Authorise or not all incremental pay rises following staff appraisals
2.7  Grievance/Disciplinary Sub-Committee
All matters (except for creating Council Policy) relating tos

2.7.1  Consider and resolve all staff grievances in accordance with Grievance
Policy.

2.7.2  Consider and deal with all staff disciplinary mafters in accordance with
Disciplinary policy,
2.8  Appeals Commitfee
All matters (except for eventing Council Policy) relating to;

2,81  Consider and resolve all staff appeals concerning grievance ar disciplinary
matters.

282 Consider and resolve all Freedom of Information Act Appeals.

2.8.3 Consider and resolve appeals to decisions relating to a complaint,

2.3.4 Consider all appeals against decisions where this is available within a
policy. .

2.8.5 Note; the conmitiee cannol consider an appedl against a decision taken af
a Town Council meeting.

3 Delegation to Officers

The following maters are delegated to the Council’s Officers to make decisions on
behalf of the Council, These decisions must be exercised in accordance with the law, the
Counoil’s Standing Orders and Financial Regulations and any approved policy
framework and budget,

The Council may at any time, following resolution, revoke any delegated authority.

Officers inay decide not to exerclse delegated responsibilities and may instead make a
recommendation to a Committee or the Council, Simifarly where Officers have no
delegated power to make a decision they report the matier to Commitiee or the Council
for a decision.

3.3 Towna Clerk

The Town Clerk shall be the Proper Officer and the Responsible Financial Officer
of the Council as defined in law.

Forntatied: Tab stops: 4.68 cm, Left
4+ 7.32 cm, Left + Notat 14,65 cm
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In addition;
311 Issue all statutory notifications,
3.1.2 Reoeive declaraiions of acceptance of office.
3.L3 Recelve and record notices disclosing pecuniary interests.
3.1.4 Receive and refain documents and plans,
3.15 Hold the Council’s Seal and apply it o documents as approved.
3.1.6 Sign notices or other documents on behalf of the Council.
3.1.7 Recelve copies of By-laws made by principal authority.
3.1.8  Certify copies of By-laws made by the Council,
3.1.2  Sign swnmons 1o attend nieetings.
3,110 Ensure compliance with Standing Orders and Financial Regulations.
3.1.11 Manage all Town Council staff, cither divectly or indivectly.
3.1.12 Manage the provision of Council services, buildings, land and resources.
3.1.13 Tncur expenditure in an emergency up to £5,000 whether budpeted or not,

3.1.14 Act on behalf of the Council in an urgent situation and report back to the
Conneil as soon as practical.

3.1.15 Deal with dispensation requests firom Members under the Code of
Conduct.

3.1.16 Deal with matters specifically delegated by Council or Commitiee.
3.1.17 Take all decisions relating o the training of Councillors & staff.

3.1.18 Appoint all employees in accordance with the Council’s staff steucture,
3.1.19 Authorise minor adjustments to contracts of employment,

3.1.20 Deal with all disciptinary hearings in accordance with the Council’s
Disciplinary Polioy.

3.1.21 Responsiblé for the overall management of all budgets in accordance with
Couneil Policies.

3.1.22 Authorised to issue press releases on any Council activity exercised in
accordance with Council policy.

3.1.23 Overall responsibility for Health & Safety across all Council owned sites,

34:223.1.24  Considering requesis for refund or credit of golf membership fees
subject to written proof of ill healil being received,

3.2  Support Services Manager
3.2.1 Proper administration of the Council’s financial affairs,
3.2.2 Delermine accounting policies, records and control systems,

3.2.3 Report to External Auditor matters under Local Government Finanee Aet
1988 5114,

3.24 Arrange insurance,

/| Formatted: Tab stops: 4,68 ¢, Left
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3.2,5 DManagement of Council salaries In accordance with contracts of
employment,

3.2.6 Day to day management of all employees within section.
3.2.7 Matters specifically delegated by Council or Comunittee,

33  Projects & Facilities Manager
3.3.1 Day to day management of land, buildings and other resources.
3.3.2  Project developniont for consideration by relevant committes.
3.3.3 Management of maintenance confracts.
3.3.4 Day to day management of all employees within section.
33,5 Matters specifically delegated by Council or Commitiee.
3.3.6 Developing income generating activities.

3.3.7 Responsible for the management of the Community Services budget in
accordance with Council Policy,

3.4  BusinessRestaurant & Bar Manager - The Views at Seaford Head Golf Club

3.4.1 Day to day inanagement of The View.

342 Management of the maintenance of the facility including the car park.
3.43 Day to day management of all employees within section.

34.4 Appoiniment of all employees within structure,

3.4.5 Appointment of temporary and casual employees where a business case
can be demonstrated,

3.4.6 Developing income generating activities,
34,7 Matters specifically delegated by Couneil or Commitiee.

34.8 Responsible for the management of The View budget in accordance with
Council Policy.

3.3  Golf Prefessional (non-employee service contract)
351 Day to day management of the Golf Course.
3.52 Management of the maintenance of the Course,
353 Day to day management of all employees within section.

3.5.4  Authorising licensed vermin control shooters on course up fo a maximum
of four,

3.5.5 Developing income generating activities,
3.5.6 Matters specifically delegated by Council or Committee,

3.5.7 Responsible for the management of the Golf Course budget in accordance
with Council Policy.

. 4 Formatted: Tob stops: 4.68 cm, Left
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Seaford Town Council

Report 04/16
Agenda Item No: 12
Committee: Council
Date: 12" May 2016
Title: Standing Orders
By: James Corrigan, Town Clerk
Parpose of Report: To review the Council’s Standing Ovders.
Recommendations

You are recommended:
1. To adopt the amended Standing Orders as attached at Appendix A.

1. Imformation

1.1 Standing Order 5.j.ix states that at its Annual Meeting the Council will conduct a
review of its Standing Orders.

1.2 Attached at Appendix A are the Standing Orders as adopted by the Council at its
meeting on 6" November 2014, Included on this version are draft amendments that
are recommended for adoption.

1.3 The majority of amendments are reflecting good practice such as the stipulation for
members of public wishing to participate in meetings to be present and those
recording meetings to do so from a designated location.

1.4 The removal of certain items from Standing Order 5.j, business to be transacted at
the Annual Meeting of the Council, has been recommended as the Council now
operates a Policy Timetable whereby the review date of all Council policies is
recorded so it does therefore not need to be duplicated as a requirement to be
carvied out at the Annual Meeting,

The removal of 5,j.xix has been done to reflect a request from members to have the
Meeting Timetable approved eatlier in each year to allow both staff and members
more notice with regards to booking holidays and annual leave, trying to avoid
meeting dates where possible.

2. Tinancial Appraisal
There are no direct financial implications as a result of this report,

3. Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk.

Town Clerk
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Seaford Town Council

Standing Orders
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atanding Orders

Rules of debate at all meetings

These rules apply to Full Council as well as Committee and Sub-Committee meelings.

Debate on ah agenda item can and usually will take place prior to any motion being
made.

Metlons on the agenda shall be considered in the order that they appear unless the
order is changed at the discretion of the Chairman of the meeting,

A motion {including an amendment) shall not be progressed unless it has been moved
and seconded,

A motion on the agenda that Is not moved by its proposer may be treated by the
Ghairman of the meeting as withdrawn.

If a motion {including an amendment} has besh seconded, it may be withdrawn by the
proposer only with the consent of the seconder and the meeting,

An amendiment is a proposal to remove or add words to a motion. i shall hot hegate
the motion,

i an amendment to the original motion is carried, the amended motion becomes the
Substantive motion upon which further amendment{s) may be moved,

An amendment shall not be considered unless early verbal notice of it is given at the
meeling and, if requested by the Chairman of the meeting, is expressed in writing to
the Chairman,

A Councillor may move an amendment to his own motion if agreed by the meeting. If a
motion has already been seconded, the amendment shall be with the consent of the
seconder and the meeting.

If there is more than ene amendment to an original or Substantive mofion, the
amendments shall be moved in the order directed by the Chairman.

Subject to Slanding Order 1(m) below, only one amendment shall be moved and
debated at a fime, the order of which shall be directed by the Chainnan of the mesfing.

One or more amendments may be discussed together if the Ghairman of the meeting
conslders this expedient but each amendment shall be voted upon separately.
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A Goungclifor may not move more than one amendment to an orlginal or Substantive
mation.

The mover of an amendment has no right of reply at the end of dabate on it.

Where a series of amendiments to an original motion are carried, the mover of the
original motion shalt have a right of reply either at tha end of debate of the first
amendment ot at the very end of debate on the final Substantive motion lmmediately
before it is put to the vote,

Unless permitted by the Chairman of the meeting, a Councillor may spesk once in the
tsbate on a mofion except:

i.  tospeakon an amendment moved by another Counclilor;

. tomove or spaak on another amendment if the motion has been amended since
ne last spoks;

i, tomake a point of order:

lv. togive a personal explanation; or

v.  inexercise of a right of reply.

The Chairman will only aliow & Gouncillor to speals again if the Coundlilor is infroducing
new information.

During the debate of a motion, a Councillor may interrupt only on a point of order or a
personal explanation and the Counclilor whe was interrupted shall stop speaking. A
Councillor raising a point of order shall identify the Standing Order which he considers
has been breached or specify the other Iregularity In the proceedings of the meeting
he is concerned by.

A point of order shall be decided by the Ghairman of the meeting and his decision shall
be final.

When & motion is under debale, no other motion shall be moved except:

f. to amend the motion;

il.  fo proceed to the next business;

fil.  foadjourn the debate;

iv.  to put the molion to a vote;

v.  toask a person to be no longer heard or to leave the meeting;

vi.  torefer a motion to 2 Committee or Sub-Commiites for considaration;

vii. . to exclude the public and press;

vill.  to adjourn the meeting; or

ix.  tosuspend parlicular Standing Order (s) excepting those which reflect
mandatory statutory requirements.

Before an original or Substantive motion Is put to the vote, the Chairman of the
meeting shall be satisfiad that the motion has been sufficiently debated and that the
mover of the mation under debate has exercised or waived his right of rapiy.
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Excluding motians moved under Standing Order 1) above, the confributions or
speeches by a Councillor shall relate only fo the motion under discussion and shall not
exceed three minutes without the ¢onsent of the Chairman of the meaeting.

Disorderly conduect at meetings

No person shall cbstruct the transaction of business at a meeting or behave
offensively or improperly. If this Standing Order is ignored, the Chairman of the
meeting shall request such person(s) fo moderate or improve their conduct,

If person(s) disregard the request of the Chairman of the meefing to moderate or
improve their conduct, any Councillor or the Chairman of the meeling may move that
the parson be no longer heard or excluded from the meeting. The motion, If seconded,
shall be put fo the vote without discussion.

If a resolution made under Standing Order 2(b} above is ignored, the Chairman of the
meeting may take further reasonable steps to restore order or to progress the meeting,
This may include temporarify suspending or dosing the mieeling.

Meetings generally

B Full Coundil meetings

& Committes meetings
& Sub-Commiliee meetings

a Meetings shall not take place in premises which at the time of the meetin
are used for the supply of alcchol, unless no other suitable premises are
available free of charge or at &8 reasonable cost.

b The minimum three clear days for hotice of a meeting does not include th
day on which notice was issued, the day of the meeting, a Sunday, a day

the Christmas breals, a day of the Easter break or of a bank holiday or a day_ '

appointed for public thanksgiving or mourning,
¢ The minimum three clear days’ public notice for a meeting does not

inciude the day on which the notice was issued or the day of the meeting
unless the meefing is convened at shorter notice.

be transacted or for other special reasons. The public's exclusion from

part ot all of 2 meeting shall be by a resolution which shall give reasons for.

the public's exclusion.

e Members of the public may, if they are present, during public participation make
representations, answer gusstions and give evidence at a meeting which they
are enfitled to aftend in respect of the business on the agenda,

d Meetings shall be open to the public unless their presence s prejudicial tq;
the public intorest by reason of the confidential nature of the business to ;.
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The period of time designated for public participation at a meeling in accordanc,
with Standing Order 3(e) above shall not exceed 20 minutes unless directed by
the Chainman of the meeling.

Subject to Standing Order 3(f) above, a member of the public shall not speak fo
more than four minutes.

In accordance with Standing Order 3(e} above, a question shall not require a
rasponse at the meeting nor start a debate on the question. The Chairman ofthe
meeting may direct that a written or oral response be given,

A person shall ralse his hand when requesting to speak and stand when
speaking (excapt when a person has a disability or is likely to suffer discomfort).
The Chairman of the meeting may at any time permit a person to be seated
when speaking.

A person who speaks at a meeting shall direct his comments to the Chairman of :
the mesting. '

Only one person Is permitted to speak af a time. If more than one person wanis .".
to speak, the Chairman of the meeting shall direct #he order of speaking.

Photographing, recording, broadcasting or transmitting the proceedings of
a meeting by any means is not permitted without the Council’s consent hut '
recording will be allowed if requested in reasonable time to ensure
adequate space is available. All such recordings must take place from the
designated location and musf not interfere with the proceedings. Recordists must
remain seated and cannot move around the room.

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

Subject to Standing Orders which indicate otherwise, anything authorised
or required to be done by, to or before the Chairman of the Council may fn
his absence be done by, to or before the Vice-Chairman of the Councif (if -

any).

The Chalrman, if present, shall preside at a meeting. If the Chairman is
absent from a meeting, the Vice-Chairman, If present, shall presids. If bot
the Chairman and the Vice-Chairman are ahsent from a meeting, a
Councillor as chosen by the Councillors present at the meeting shall
preside at the mesting.

Subject to a meeting being quorate, all questions at a meeting shall he
decided by a majority of the Councifiors or Gouncillors with voting rights
present and voting.
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q The Chairman of a meeting may give an original vote on any matter put to
the vote, and in the case of an equality of votes may exercise hig casting
vote whether or not he gave an original vote.
See Standing Order s &(i) and {j} below for the different niles that apply in the
elaction of the Ghairman of the Counell at the annual mesting of the Council,

r Unless Standing Orders provide otherwise, voting on a question shall be
hy a show of hands, At the request of a Councillor, the voting on any
question shali be recorded so as fo show whether each Councillor presen'i .
and vofing gave his vate for or against that question. Such a request shall '
be made before moving on to the next item of business on the agenda.

s The minutes of a meeting shall include an accurate record of the foltowing:

i.  thetime and place of the meeting;

fi. the names of Councillors present and absent, noting those that have
given apologies;

iii. interests that have heen declared by Councllors and non-Counclliors we!
voting rights;

iv. whether a Councliior or non-Councillor with voting rights left the meeling
when matters that they held interests in were being considsred;

v, ifthere was a public participation session; and

vi. the resolutions made.

f A Counelllor or a hon-Councillor with voting rights who has a disclosabl
pecuniary interest or another interest as set outin the Council’s Code of
Conduct in a matfer being considered at a meeting is Subject to statutory
limitatlons or restrictions under the Code on his right to partielpate and
vote on that matter.

u  No business may be transacted at a meeting unless at least one-third of 8
the whole number of members of the Coungil are present and in no case |

B shall the quorum of a meeting be less than three. See Standing Order
4d(viii) below for the quorum of 2 Commiltee or Sub-Committee meefing.
= B v Jfameeting is or becomes inquorate no business shall be transacted and

the meefing shall be closed. The business on the agenda Jor the meefing shall
bo adjourned fo another mesting. .

w A mesting shall not exceed a perlod of three hours.

4  Committees and Sub-Committees

a Unless the Coungil determines otherwise, a Committee may appoint a Sub-
Committee whose terms of reference and members shall be defermined by the
Committee.

b The members of a Commitiee may include non-Counclilors unless itis a
Commitiee which regulates and controls the finances of the Councill,
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Unless the Council determines otherwise, all the members of an advisory
Committee and a Sub-Committes of the advisory Committee may be non-
Councillors.

Councillors who cannot attend a Commitiee or Sub-Commiltes can appoint any
Councillor to attend In their absence.as an ex-officic member, The absent Councillor
must advise the Town Clerk or Commiltee Clerk of he nomination.

All Counciliors who are not members of a Committee are enfitled o attend the said
meeting and participate but not vote. Nan-Commitiee or Sub-Commitiee Councillors
- will however be excluded for exempt Hems at these meetings.

The Gouncil may appoint standing Committees or other Comnmitlees as may be
necessary, and:

i. shall determine their terms of reference:

fi.  shall determine tho number and time of the ordinary meetings of a standing
Committes up until the date of the next annual meeting of Full Council ;

iit.  shall permit a Committee, other than in respect of the ordinary meetings of a
Committee, to determine the number and time of its meetings:

iv.  shall, Subject to Standing Orders 4(b) and (c) above, appoint and determine the
terms of office of members of such a Commiitee;

v.  may, Subject io Standing Orders 4(h} and (c) above, appoint and determine the
terims of office of the Substitute members to a Committee whose role is to
replace the ordinary members at a meeting of a Committee if the ordinary
members of the Committee confirm to the Proper Officer one day before the
meeting thaf they are unable to altend;

vi.  shall, after it has appointed the members of a standing Committes, appoint the
Chairman of the standing Committes;

vil.  shall permit a Committee ofher than a standing Committes, fo appoint lts own
Chairman at the first meeting of the Committee;

viil.  shall determine the place, nofice requirements and quorum for a meetlng of a
Committee and a Sub-Committee which shall be no less than threg;

ix.  shall determihe if the public may participate at a meeting of a Committes;

X shall determine If the public and press are permilted to attend the meetings of a
Sub-Committee and also the advance public notice requirements, if any, required
for the meetings of a Sub-Commiltes;

xl.  shall determine If the public may participate at a maeting of a Sub-Committee
that they are permitted to altend; and

¥ii.  may dissclve a Commiltee.

Ordinary Council meetings

In an election year, the annual meeting of the Council shall be held on or within
14 days foliowing the day on which the new Councillors elected take office.

In a year which is not an election year, the annual meeting of a CouncH shall be
held on such day in May as the Council may direct.
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If no other time is fixed, the annual meeting of the Council shall take place at
7pm.

in addition to the annual meeting of the Council, at least three other ordinary
meefings shall be held in each year on such dates and times as the Council
directs.

The first business conducted at the annual meesting of the Council shall be the
" election of the Chalrman and Vice-Chaitman {if any} of the Council.

The Chairman of the Council, unless he has resigned or hecomes disqualified,
shall continue in office and preside at the annual meeting until his successor is
elected at the next annual meeting of the Coungil.

The Vice-Chairman of the Council, if any, unless he resigns or becomes
disqualified, shall hold office until immediately after the election of the Ghairman
of the Council at the next annual meeting of the Council.

in an election year, if the current Chairman of the Council has not heen re-elected
as a member of the Council, he shall preslde at the meeting until a successor
Chalrman of the Council has been elected. The current Chairman of the Council
shall not have an original vote In respect of the election of the new Chairman of

the Council bul must glve a casting vote In the case of an equality of votes.

in an elestlon year, if the cutrent Chairman of the Council has been re-elected as :
a member of the Councll, he shall preside at the meeting untl a new Chairman of
the Council has been elected. He may exercise an original vote in respect of the
efection of the hew Chairman of the Council and must give a casting vote in the
case of an equallty of votes.

Following the slection of the Chairman of the Councii and Vice-Chairman (if any) of
the Council at the annual meeting of the Council, the business of the annual meeting
shall include:

i In an electlon year, delivery by the Ghalrman of the Council and
Councillors of thelr acceptance of office forins unless the Council resolves
for this to be done at a later date. in a year which is not an election year,
delivery by the Chairman of the Councll of his acceptance of office form
unless the Council resolves for this to ke done at a later date;

i.  Confirmation of the accuracy of the minutes of the last meeling of the Gouncil ;

di.  Receipt of the minutes of the last meefing of a Commities;

iv.  Conslderation of the recommendations made by a Committes;

y—-Review-of-delegation-amangements-{o Commitions-Sub-Committeas-staff and
other-losal-authorities;

vhv. Review oftheforms-of reference-forCommittees;

vilvi, Appointment of members to existing Committees;

wiiivii. Appointment of any new Committees in accordance with Standing Order 4
above;

be—Review-and-adoplion-ef approprate-Slanding Orders-and Flnancial-Regulations;

»viil. Review of arrangements, incliding any charters and agency agreements, with
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other focal authorities and review of confributions made to expenditure incurred
by other local authorities;

%kix. Roview of representation on or work with external bodies and arrangements for
repoiting back;

¥ikx._In an elaction year, to make arrangements with a view to the Council becoming
eligible to exercise the general power of competence in the future;

kX, Review of inventory of land and assets including buildings and office
equipment;

X, Confirmation of arrangements for insurance cover in respect of all insured
risks;

e il Review of the Council's andlor staff Subscriptions fo other bodies.

xvi—Review efthe-Council's-complaints-procadurs;

wdi—Review-ofthe-Geuncil's proceduresfor-handling requests-made underthe
Freedom-of-nformation-Act-2000-and-the-Data-Protection Act 1998;

sviit-Review-of the-Gouneils pelicyfor dealing-with-the pressimediar-and

%%—Determmmg—theﬂm&aaéplaeeeﬁeﬁdmweekmwﬁhe%u@eun@wpm
and-ncluding the-next-annualmesting of Full- Counsil:

Extraordinary meetings of the Council
and Committees and Sub-Commiitees

The Ghairman of the Council may convene an extraordinary meeting of the
Council at any fime,

If the Chairman of the Council does not or refuses fo call an extracrdinary
meaeting of the Councll within seven days of having been requested in wilting to
do so by two Counclilors, any two Councillors may convene an extraordinary
meeting of the Council. The public notice giving the time, place and agenda for
such a meeting must be signed by the fwo Councillors.

The Chairman of a Commitlee or a Sub-Committee may convene an extraotdinary
meeting of the Committee or the Sub-Commiites at any time.

if the Chairman of a Committee or a Sub-Committee does not or refuses to call an
extraordinary meeting within seven days of having been requested by to do so by four
members of the Committee or the Sub-Cemmitles, any four members of the
Committee or the Sub-Comimiltes may convene an extraordinary mealing of a
Comimniftee or a Sub-Committes.

Previous resolutions

A resolution shall not be reversed within six months except either by a special mofion,
which requires written notice by at least ten Councillors fo be given to the Proper
Officer in accordance with Standing Order 9 below, or by a motion moved in
pursuance of the recommendation of a Commitlee or a Sub-Committee.

10
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Such request to be received by the Proper Officer wilhin 7 days of the decision having
bean made.

VWhen a motion moved pursuant to Standing Order 7{a) above has been disposed of,
no similar mofion may be moved within a further six months.

Voting on appointments

Whaere more than two persons have been nominated for a position to be filled by the
Council and none of those persons has received an absolute majority of votes in their
favour, the name of the person having the least number of votes shall be struck off the
list and a fresh vote taken. This process shail continue until a majority of votes is glven
in favour of one person, A tis in votes may be settled by the casting vote exercisahle
by the Chairman of the meeting.

Motions for a meeting that require
written notice to be given to the Proper
Officer

The preferred operatlon of the Council is for Councillors and officers to work in
parthership to prepare reports for motion at meefings where this is necessary,
However if a Councillor wishes to prepare a report alone the procedure below has to
be followad.

A molion shall relate to the responsibililies of the meaeting which it is tabled for and in
any event shall relate to the performance of the Council's statutory flinctions, powers
and obligations or an issue which specifically affects the Council's area or its residents.

Ne motion may be moved at a meeting unless it is on the agenda and the mover has
given written nofice of its wording to the Proper Officer at least 14 clear days bofore
the meeling. Clear days do not include the day of the notice or the day of the meeting.

The Proper Officer may, before including a motion on the agenda received in
accordance with Standing Order 8{h) above, correct obvlous grammatical or
typographical errors in the wording of the motion.

If the Proper Officer considers the wording of a motion received In accordance with
Standing Order 9(b) ahove is not clear in meaning, the motion shall be refected until
the mover of the motion resubmits it in writing to the Proper Officer so that i can be
understood at least seven clear days before the meeting.

If the wording or Subject of a proposed mofion is considered improper, the Proper
Officer shall consult with the Chairman of the forthcoming meeting or, as the case may
be, the Councillors who have convened the meeting, to consider whether the motion
shall be included in the agenda or rejected.

11
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g  Subjecl to Standing Order 9(e) above, the decision of the Proper Officer as to whether
or not to include the motion on the agenda shall be final.

h Motions received shall be recorded in a book for that purpose and numbered in the
order that they are recelved.

i Motions rejected shall be recorded In a book for that purpose with an explanation by
the Proper Officer for their rejection.

10 WMotions at a meeting that do not
require writlen notice

a  The following molions may be moved at a mesting without written notice fo the Proper
Officet;

i. to correct an inaccuracy in the draft minutes of a meefing;

i. tomovetoavole;

ili. o defer consideration of a motion;

iv.  toreferamotfion to a particular Committee or Sub-Commiitee;

v.  toappoint a person fo preside at a meeling;

vi.  to change the order of business on the agenda;

vil.  to proceed to the next business on the agenda;

viii. torequire a written report;

ix. o appoint a Gommittee or Sub-Commitiee and thelr members;

x.  to extend the time limits for speaking;

X, {o exclude the press and public from a mesting in respect of confidential or
sensitive information which is prefudicial to the public interest;

¥i.  to not hear further fromt a Councillor or & member of the public;

i, to excliide a Goundllior or member of the public for disordarly conduct;

Xiv. to temporarily suspend the meeting;

Xv. 1o suspend a particular Standing Order (unless if reflects mandatory statutory
requirements);

xvi. to adjoumn the meeting; or

xvit. to close a mesting.

11 Handling confidential or sensitive
information
a  Theagenda, papers that support the agenda and the minutes of a meeting shall not
disclose or otherwise undermine confidential or sensitive information which for special

reasons would nof be in the pubiic interest.

1] Councillors and staff shall not disclose confidential or sensitive information which for
special reasons would not be In the public interest.

12
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¢ Only the Councillors who are members of a Committee or Sub-Committee will be
entitled to a copy of the confidential papets for that Commitiee or Sub-Committes. .

12 Draft minutes

a  If the draft minutes of a preceding meeting have been servad on Councillors with the
agenda to altend the meeting af which they are due {o be approved for accuracy,
they shall be taken as read.

b There shall be no discusslon about the draft minutes of a preceding meeting except in
relafion to their accuracy. A motion fo correct an inaccuracy in the draft minutes shall
be moved in accordance with Standing Order 10(a){() above,

¢ The accuracy of draft minutes, including any amendment(s) made to them, shall be
confirmed by resolulion and shall be signed by the Chairman of the meeting and stand
as an accurate record of the meeting to which the minutes relate.

d  If the Chairman of the imeeting does not consider the minutes fo be an accurate record
of {he meeting to which they relate, he shall sign the minutes and include a paragraph
in the following terms or fo the same effect:

"“The Chairman of this maeting does not belleve that the minutes of the
meeting of the { )} held on [date] in respect of { } were a correct record but
his view was hot upheld by the meefing and the minutes are confirmed as an
accurate record of the proceadings.”

e  Upon aresolution which confirms the accuracy of the minules of a meeting, the draft
minutes or recordings of the mesting for which approved minutes exist shall be
destroyed.

13 Code of conduct and dispensations

Seo also Standing Order 3{f) above.

a  All Gouncillors and non-Councillors with voting rights shall observe the Code of
Conduct adopted by the Council.

b Unless he has heen granted a dispensation, a Coundllior or non-Councitlor with voting
rights shall withdraw from the mesting room when it is considering a matter in which he
has a prejudicial Interest. He may returm to the mesting after it has considered the
matter in which he had the Interest.

¢ Dispensation requests shail be In writing and submitted to the Proper Officer as
soon as possible before the meeting, or failing that, at the start of the meeling for
which the dispensation is required.

d  Adecislon as to whether o grant a dispensation shall be made by a meeting of the
Council, or Commitiee or Sub-Commitiee for which the dispensation is required and
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hat decision Is final.

e A dispensation request shall confirm:

i. the description and the nature of the disclosable pecuniary interest or other
interest fo which the request for the dispensation relates;

ii.  whether the dispensalion Is required to participate at a mesting in a discussion
only ar a discussion and a vote;

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

iv.  anexplanation as to why the dispensaltion is sought.

f Subject fo Standing Orders 13(d) and (f) above, dispensations requests shall be
considerad by the Proper Officer before the meefing or, if this is not possible, at the
start.of the meeting for which the dispensation is required.

g  Adispensation may be granted in accordance with Standing Order 13{e) abova if
having regard fo all relevant circumstances the following applies:

. without the dispensation the number of persons prohibited from
participating in the particular business would be so great a proporiion of the
meeting transacting the business as to Impede the transaction of the
husiness ar;

.  granting the dispensation is in the interests of persons living in the
Council’s area or;

ifi. it is otherwise appropriate to grant a dispensation.

14 Code of conduct complaints

a  Upon nofificalion by the District that itis dealing with a complaint that a Coungillor or
non-Coungiltor with voling rights has breached the Council’s code of conduct, the
Proper Officer shall, Subject to Standing Order 11 above, report this to the Colneil,

b Where the notification in Standing Order 14(a} above relates to a complaint made by
the Proper Officer, the Proper Officer shall nofify the Chairman of Council of this fact,
and the Chalrman shall nominate another staff member to assume the duties of the
Proper Officer in relation to the complaint until it has been determined and the Gouncil
has agreed what action, if any, to take in accordance with Standing Order 14(d} below.

¢ The Council may:
i. provide information or evidence where such disclosure is necessary to progress
an Investigation of the complaint or is required by law;
ii.  seekinformation relevant to the complaint from the parson ot body with statutory

responsibility for investigation of the matter,

d  Upon nefification by the District Council that a Councillor or non-Councillor with
voting rights has breached the Councils Code of Conduct, the Council shall

14
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conslder what, if any, action to take against him, Such action excludes
disqualification or suspension from office.

15 Proper Officer

a  The Proper Officer shall be either (i) the clerk or (ii} other staff member{s) nominated
by the Council fo undertake the work of the Proper Officer when the Proper Officer Is
absent,

b The Proper Officer shall;

i at least three clear days before a meeting of the Council, a Committee and
a Sub-Committee serve on Councillors a summons, by email, confirming the
fime, place and the agenda provided any such email contalns the electronic
signature and litle of the Proper OCfficer.

See Standing Order 3(h} above for the meaning of clear days for a meeling of a
Full Gouncil, and Standing Order 3 (c) above for a mesfing of a Commitice,

ii.  give public notice of the time, place and agenda at least three clear days
before a mesting of the Council or a meeting of a Committee or & Sub-
Committes (provided that the public noflce with agenda of an extraordinary
meeting of the Council convened by Councillors Is signed by them);

See Standing Order 3(b} ahove for the meaning of clear days for a meeting of a
Full Council and Standing Crder 3(c) above for a meeting of a Commitise.

iil.  Subjectio Standing Order 9 above, include on the agenda all motions In the
order recelved unless a Councillor has given writlen notice at least seven days
before the meeling confirming his withdrawa) of It;

iv. convene a meeting of Full Council for the election of a new Ghairman of
the Councll, oteasioned by a casual vacangy in his office;

v, facllitate inspection of the minute bool by local government eleciors;

vi. receive and retaln copies of byelaws made by other local authorities;

vii.  retain acceptance of office forins from Counclilors;

viil. refain a copy of every Counclllor's register of interests;

ix. assist with responding to reguests made under the Freedom of Information Act
2000 and Data Protection Act 1998, in accordance with and Subject to the
Councif's policies and procedures relating fo the same;

X receive and send general correspondence and notlces on behalf of the Council
except where there is a resolution to the conirary;

Xi.  manage the organisation, storage of, aceess to and destruction of information
held by the Council in papar and electronic form In accordance with the Council's
Destruction Pollcy;

Xii.  arrange for legal deeds to be executed;

See also Standing Order 22 below.

xil.  arrange or manage the prompt authorisation, approval, and instruction regarding
any payments to be made by the Councll in accordance with the Council's
Financial Regutations;

xiv. record every planning application notiffed to the Council and the Council's
response to the local planning authorlty in a book for such purpose;

xv. refer a planning application received by the Council to the Chalrman or in his
ahsence Vice-Chairman (if any) of the Planning Committee within two working
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days of recelpt to facilitate an extraordinary mesting ¥ the nature of a planning
applicafion requires consideration before the next ordinary meeting of the
Planning Committee;
xvl.  manage access to information about the Council via the publication scheme; and
xvii. retain custody of the seal of the Council which shall not be used without a
resolution fo that effect.
See also Standing Order 22 below.

16 Responsible Financial Officer

o

The Coungil shall appoint an appropriate Member of staff as the Responsible
Financial Officer,

b The Gouncil shall appoint appropriate staff member(s) to underiake the work of the
Responsible Financlal Officar when the Responsibls Financial Officer is absent.

17 Accounts and accounting statements

a "Proper practices” in Standing Orders refer to the most recent version of Governance
and Accountability for Local Councils —a Praclitioners' Guide (England),

b Allpayments by the Council shall be authorised, approved and pald in accordance with
the law, proper practices and the Council's Financial Regulations,

¢ The Responsible Financlal Officer shall supply to each Councillor as soon as
practicable after 30 June, 30 September and 31 December in each year a statement {o
summarise;

i. the Council's receipts and payments for each quarter;
fi.  the Council's aggregate recelpts and payments for the year to date;
il.  the balances held al the end of the quarter being reported

and which includes a comparison with the budget for the financial year and highlights
any actual or potential overspends.

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

i. each Councillor with & statement summarising the Council's receipts and
payments for the last quarter and the year to date for information; and

il.  tothe Full Council the accounting statements for the year in the form of Section
1 of the annual return, as reguired by proper practices, for conslderation and
approval.

€  The yearend accounting statements shall be prepared in accordance with preper
practices and applying the form of accounts determined by the Council {receipis and
payments, or income and expenditure) for a year to 31 March. A completed draft
annual return shall be presented to each Councillor before the end of the following
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month of May. The annual return of the Council, which is Subject to external audit,
including the annual governance statement, shall be presented to Councll for
conslderation and formal approval before 30 June.

18 Financial controls and procurement

a  The Council shall consider and approve Financial Regulations drawn up by the
Responsible Financtal Officer, which shall include delailed arrangements in respact of
the following: :

i the keeping of accouniing records and systems of internal controls;

H.  the assessment and management of financial risks faced by the Council;

fi. the work of fhe independant internal auditor in accordance with proper praclices
and the receipt of regular reports from fhe internal auditor, which shall be
required at least annually;

lv.  the inspeclion and copying by Councillors and locat electors of the Council's
accounts and/or orders of payments; and .

v.  procurement policies (Subject to Standing Order 18(c} below) including the
setting of values for different procedures where a canfract has an estimated
value of less than £50,000,

b Financlal Regulations shall be reviewed regularly and at least annually for filness of
purpose.

¢ Financial Regulations shall conflrm that a proposed contract for the supply of
goods, materials, services and the execufion of works with an estimated value in
exsess of £50,000 shall be procured on the basis of a formal tender as
summarised in Standing Order 18(d) below.

d Subject to addittenal reguirements in the Financial Reguiations of the Council, the
tender process for contracts for the supply of goods, inaterials, services or the
execution of works shall Include, as a minimum, the following steps:

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

ii.  aninvitation to tender shall be drawn up to confirm (i) the Council's specification
{ii} the time, date and address for the Submission of lenders (i) the date of the
Counci's wiitten respeonse fo the tender and (iv) the prahibition on prospective
contractors contacling Counclltors or staff to encourage or support thelr tender
oufside tha prascribed process;

fii.  theinvitation to tender shall be advertised on the Coungil's website and in-alocal
newspapstand-i-any other manner that is appropriate;

iv. tenders are {o be Submitted In writing in a sealed marked envelops addressed to
the Proper Officer;

v.  tenders shall be apened by the Proper Officer in the presenca of at least two
Councillors after the deadline for Submission of tenders has passed;

vi. tenders are to be reported to and consldered by the appropriate meeting of the
Council or a Commitiee or Sub-Committee with delegated responstbility.
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e Neilther the Councli, nor a Gommittes or a Sub-Committes with delegated
responsibility for considering tenders, is bound {o accept the lowest value fender.

f  Where the value of a contract Is llkely to exceed £138,893 (or other threshold
specified by the Office of Government Commerce from time to time) the Councll
must consider whether the Public Contracts Regulations 2008 (S) No. 5, as
amended} and the Utilities Contracts Regulations 2008 (S| No. 6, as amended)
apply to the contract and, if either of those Regulations apply, the Council must
comply with EU procurement rules.

19 Handling staff matters

a A matter personal to a member of staff that is being considered by a meeting of
Council OR the Personnel Committee or the Grievance / Disciplinary Sub-Committee
is Subject fo Standing Order 11 above.

b The Town Clerk shall manage the Councif's sickness absence |n accordance with
Council Policy.

¢ The Mayor of the Council and the Chairman of the Personnet Committee (or Vice-
Chalrman If this is the Mayor) or in his absence, the Deputy-Mayor shall conduct an
anhual review of the performance and annual appraisal of the work of the Town Clerk.
The reviews and appraisal shall be reported in writing and is Subject to approval by
resolution by Personnel Committes,

d  All staff grievances will be conducted in accordance with the Council's Grievance Policy

e Any persons responsible for alt or part of the management of staff shall treat the
written records of all meetings relating to thelr performance, capabilities, grievance or
disciplinary malters as confidential and secure,

f The Councll shall keep all written records relating to employees secure, Al paper
records shall be secured and focked and electronic records shall be password

protected and encrypted.

g  OnlUnless authorised In advance by the Town Clerk, only Managers with line
management responsibilities shall have access to staff records referred fo in Standing
Orders 158{(e} and {f) above if so justified.

b Access and means of access by keys and/or computer passwords fo records of
employment referred o in Standing Orders 19(f) and (g) ahove shall be provided only
o employees or Councillors who ave fulfilling a delegated or Councll authorised
function.

20 Reguests for information

a  Requests for information held by the Councll shall be handled in accordance with the
Council's policy in respect of handfing requests under the Freedom of Information Act
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2000 and the Data Protection Act 1898.

b Caorrespondence from, and nofices served by, the Information Commissioner shall be
acted on by the Proper Offiger in strict accordance with the correspondence / notice.

21 Relations with the press/imedia

a  Requesis from the press or other media for an oral or wriiten commaent or statement
fram the Council, its Counciliors or staff shall be handled In accordance with the
Councif's Press & Media Policy and Press Release Procedure.

22 Execution and sealing of legal deeds

See also Standing Order s 15(b){(xii) and {xvii) aboves.

a  Alegal deed shall not be executed on behalf of the Council unfess authorised by a
resolution. '

b Subjectto Standing Order 22(a} above, the Council’s common seal shall alone

be used for sealing a deed required by law. It shall be applied by the Proper
Officer in the presence of two Councillors who shall sign the deed as withesses.

23 Communicating with District and
County or Unitary Councillors

a  Aninvitation to attend a meoting of the Councll shall be sent, together with the agenda,
to the ward Councillors of the District and County Council representing the area of the
Council,

b Where deemed necessary by the relevant officer correspondence sent to the District or
County Council shall be copied ta the relevant Distict or County Councillor(s),

24 Restrictions on Councillor activities

a.  Unless authorised by a resolution, no Councilior shall;

i, inspect any land andfor pramises which the Council has a right or duty 1o inspect
(this does not apply to publically accessible property); or
fi.  Issue orders, instructions or directions.

25 Standing Orders generally
a  Allor part of a Standing Order, except one that incorporates mandatory statutory
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requirements, may be suspendad by resolution in refation to the consideration of an
itern on the agenda for a meeting.

A molion ta add to or vary of revoke one or more of the Council’s Standing Orders,
except one that incorporates mandatory statutory requirements, shall be proposed by
a spectal motion, the wiitten notice by at feast ten Councillors to be given to the Propar
Officer in accordance with Standing Order 9 above.

The Propar Officer shall provide a copy of the Councl's Standing Orders to a
Councillor as soon as possible after he has delivered his acceptance of office form.

The decision of the Chairman of a meeling as to the application of Standing Orders at
the meeling shall be final.

20 e
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Seaford Town Council

Report 05/16
Agenda Item No: 13
Committee: Council
Date: 12" May 2016
Title; Financial Regulafions
By: James Corrigan, Town Clerk
Purpose of Report: To approve deferring the review of the Council’s Financial
Regulations.
Recomm.endations

You are recommended;

1. To approve defexring the review of the Council’s Financial Regulations until the next
Council meeting.

1. Information

1.1 The Council adopted is conrent version of the Financial Regulations at its meeting
on 9™ April 2015, Standing Order 5.,j.ix curtently states that the Council will review
its Financial Regulations af cach Annual Meeting.

12 A review is being carried out at present by the Support Services Manager in
conjunction with the Financial Consultant, Allen Gales. I has not been possible to
complete the review due to financial year end and other tasks that have been forced
to take priority, it is expected however that the Regulations will be ready for
presentation to the Council at its next meeting,

1.3  Members are asked to approve deferring the review and adoption of the Council’s
Financial Regulations until the next Council meeting (the exact date of which is
mentioned elsewhere on this agenda).

2.  Financial Appraisal
There ate no direct financial implicaiions as a result of this report.

3,  Contact Officer

The Contact Officer for this report is James Corrigan, Town Clerk.

Town Clerk
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Seaford Town Council

Report 06/16
Agenda Item No: 14
Coimmittee: Council
Date: 12" May 2016
Title: Fixed Asset Register
By: Ben King, Projects & Facilities Manager

Purpose of Report: To present the Council’s Fixed Asset Register.

Recommendations
You are recommended;
1, To note the Fixed Asset Register as attached at Appendix A.

1.  Information

1.1 In 2015 under the gnidance of the Internal Auditor, Council Officers reformatied
the Fixed Asset Register to more cleatly present the Council’s fixed assets.

12 At the Council meeting on 18™ May 2015 when the Register was adopted, it was
explained under the existing arrangements the value of Council assets will only
change when assets are sold or purchased (following the guidance set out in the
Practitioners Guide on Governance and Accountability for Local Councils).

1.3 Attached at Appendix A is the Fixed Asset Register updated with the proxy cost as
at 31% March 2016,

1.4  Community land is given only a mnotional value in accordance with the
recommendations for communily land. Buildings and other insured assets have
been valued at their insurance valuation i.e. replacement cost, Uninsured assets are
given an estimated value.

1.5  This Register remains a working document; the condition of all assets will be
checked and verified to assist with keeping the register up to date. There will be a
more detailed review of Insurance values within the next 12 months as the current
values listed ate based upon figures from 31% March 2012,

2. Financial Appraisal
There are no direct financial implications as a result of this report.
3. Contact Officer
The Contact Officer for this report is Ben King, Projects & Facilities Manager.

Projects & Pacilities Manager T i{\@\ N
< a0

W

Town Clerk
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Seaford Town Council

Report 07/16
Agenda Item No: 15
Committee: Council
Date: | 12" May 2016
Title: Insurance Arrangements
By: Ben King, Projects & Facilities Manager
Purpose of Réport: To present an wupdate on the Council’s Insurance
Arrangements,
Recommendations

You are recommended;

1. To note the informatien regarding the Council’s Insurance Arrangements,

1. TInformation

1.1  The Council was previously in a 5 year agreement with Zurich for its various types
of insurance cover; an agreement that expired on 31% March 2016,

1.2 At its meeting on 3" March 2016 the Finance & General Purposes Committee
delegated authority to the Town Clerk to award the contract to the most competitive
tenderer following & tender selection process, in consultation with the Mayor and
Chairman of the Committee,

1.3 Following the selection process Zurich were awarded the contract for a 3 year
petiod, taking effect from 1% April 2016 until 31* March 2019, with an option to
extend the term to 5 years with the same discounts applied.

1.4 Zurich were able to submit a very competitive tender quote resulting in a significant
saving of around 38% on the budgeted figure for 2016/17. The premivm also
includes insurance tax, which in November 2015 rose from 6% to 9.5%.

1.5  The insurance arrangements will be reviewed prior to the expiry of the 3 year
contract in 2019; and the option of extending for a further 2 years will be assessed
based upon market conditions at that time,

2. Financial Appraisal
The annual insurance premium totals £16,430.05, reptesenting a saving of £10,071 on the
budgeted amount for 2016/17..

3.  Contact Officer
The Contact Officer for this report is Ben King, Projects & Facilities Manager,

Profects & Facilities Manager Qk\ _
OJGC S ac, anagel . N g\ {z‘p

Town Clerk e,
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Seaford Town Council

Report 08/16
Agenda Item No: 16
Committee: Council
Date: 12™ May 2016
Title: Annual Subseriptions
By: James Corrigan, Town Clerk
Purpose of Reporti: To review the Council’s and Officer’s annual subseriptions

and approve the spend therein.

Recommendations
You are recommended:

1. 'To approve the Council’s subscriptions and spend therein as detailed below.

1.  Information
The Council and its officers hold subscriptions to the following external bodies, which it is
recommended the Council approves continuing with:

Subscription (purpose) 2015/16 Amount

1.1 Association of Accounting Technicians £88.00

(necessary membership for Support Services Manager fo
undertake AAT Qualification)

1.2 British and International Golf Greenl{éep ers Association £248.00

(key greenkeeping professional body, membership covers all
Green keeping staff and the Council, valued source of
information and updates)

1.3 British Association of Shooting and Conservation £74.00

(provides necessary insurance and guidance jfor licensed
vermin control shooters on Seaford Head Golf Course)

1.4 Chartered Institute of Legal Executives £355.00
(Town Clerk’s membership, necessary to retain Chartered
Lawyer status)

1.5 Chartered Institute of Management £196

(Town Clerk’s membership; provides access to useful
information and training for the Council, subscription
approved by Personnel Sub-Committee in place of SLCC
membership)
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1.6

1.7

1.8

1.9

1.10

L1l

1.12

1.13

Chartered Institute of Personnel and Development

(necessary membership for Town Clerl to undertake MSC in

Human Reyources Management also provides access fo
wseful personmel information for the Council; subscription
approved by Personnel Sub-Committee in place of SLCC
membership)

East Sussex Association of Local Councils (SALC)

(key association for support and information for local
councils, also includes National Association of Local
Councils membership)

Leswes District Council Association of I.ocal Councils

(key association for networking with other local councils
and receiving updates and information on local council
news and issues)

Local Council Advisory Service
(access to helpline and guidance for local councils)
Local Council Review publication

(quarterly publication with local council and government
updates)

Seaford Chamber of Commerce

(provides vital networking opportunities with local traders)

Seaford Fairtrade Group

(necessary for the town to maintain Fairtrade siatus)
Guild of Mace Bearers

(tnembership for Town Crier for the fown)

Financial Appraisal

There is a total of £3626,30 to spend as an implication of this repoxt.

£90

£2,711.30

£50.00

£95.00

£16.00

£60.00

£10.00

£25.00

Subscriptions costs for 2016/17 were budgeted at £4,165,00 with the expectation of some
vatiance due to the uncertainty of exact figures. One subscription for a personnel handbook
via Action In Rural Sussex has been cancelled as it overlaps with the service gained via
membership of the CIPD, this saved £155.

Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk,

Town Cletk
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Seaford Town Council

Report 09/16
Agenda Ttem No; 17
Cominittee: Council
Date: 12™ May 2016
Title: Complaints Procedure
By: James Corrigan, Town Clerk
Purpose of Report: To review the Council’s Complaints Procedure,
Recommendations

You are recommended;

1. To note that a review of the Council’s Complaints Procedure has taken place by
Officers and that no amendments need be made to the policy as adopted on 21* August

2014,

1. Information

L1  The Complaints Procedure was adopted by the Council on 21* August 2014 with a
review date set of August 2017,

1.2 Asmentioned in the review of the Standing Orders elsewhete on this agenda, it is
recommended that the review of certain policies be removed from Standing Orders
as being an item of business that must be carried out at each Annual Meeting,

Couneil Officers maintain the Policy Timetable, alerting as to when a policy is due
for review, and regularly review policies and procedures for their day-to-day
effectiveness and accuracy, as is good pracfice, The Complaints Procedure is
included on this timetable.

1.3 The Complaints Procedure is attached at Appendix A and if is recommended that
the Council note the review of said policy and that only two minot amendments
have been made.

2. Financial Appraisal
There are no financial implications as a result of this repott,
3. Contact Officer
The Contact Officer for this report is James Corrigan, Town Cletk,

Town Cletk
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Seaford Town Couneil

Complaints Procedure

Seaford Town Council aims to provide the best possible service to fhe residents of -
Seaford.

However, we recognise that from time to time, users of our services may feel that the
quality or level of service is less than they could reasonably expect.

It remains the position that the Local Government Ombudsman has ne jurisdiction
over Town, Parish and Community Councils. Therefore, this Complaints procedure
has been adopted by the Councll in order to allow members of the public the
opportunity to submit a complaint vegarding the administration of the Council or its
procedures, and have the complaint dealt with in a fair and timely manner,

Please note however that complaints about an individual employee of the Council
would be dealt with as an employment matter. The complainant can however be
assured that the complaint will be investigated and deall with infemally with
appropriate actions taken as deemed necessary.

Complaints regarding a Councillor are subject to the jurisdiction of the Code of
Conduct. Complaints of this nature will be forwarded fo the District Monitoring
Officer at Lewes District Council to review.

We greatly value your continued support and good will and, therefore, if you have a
complaint, we would like to hear about it.

GENERAL COMPLAINTS

. All complaints must be made in writing (by post or through emali} and

addressed to the Town Clerk.

2. On receiving the complainf, the Town Clerk shall acknowledge the complaint
and try to seitleresolve the complaint directly.

3. The complaint will be logged with a deadline set and brief action plan of who
is to be involved in reviewing the complaint, what information is needed and
petential actions to be taken,

4, The Town Clerk will endeavour to respond to the complaint with a resolution
within 21 werking days of the date of the letter, If necessary, the Town Cledk
will send a holding letter to the complainant to allow further time to address
the issues.

5. The Town Clerk will provide an update ai Full Council meetings of any
complaints received and outcomes as part of the Clerk’s Repott. All personal
details will be excluded when reporting the complaint to Full Council so as to
ensure confidentiality is maintained.

6. If'a complainant is unhappy with the outcome of their complaint, they have 21
days from receipt of the ontceme letter to notify the Town Clerk of this,

7. The Town Clerk will then arrange for the complaint to be considered and dealt

with by the Appeals Sub-Committee. The complainant will be offered the

opportonity to explain the nature of the complaint to the meeting.

pa—
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8. The Cletk will recommend prior fo fhe meeting if the complaint warrants
exclusion of the press and public at the meeting.
9. The decision on the complaint shall be anncunced at the mesting and
confirmed in writing to the complaiant,

All complaints must be dealt with in writing (either by post or via email) to ensure a
complete paper trail is recorded.

COMPLAINTS AGAINST AN OFFICER/EMPLOYEE OF THE COUNCIL

1. Any complaints regarding the actions of an employee should be submitted in
writing (by post or through email) o the Town Clerk. :

2. Any complaints regarding the Town Clerk should be submitted in writing (by -
post or through email) to the Mayor.

3. The complaint will be acknowledged in writing upon receipt. The complaint
will not be included on the Complaints Log due to its confidential nature.

4, Where the complaint is regarding the aciions of an employes, the Clerk will
deal with this as an employment matter, The Cletk will investigate the
complaint and if felt necessary, present it to the Disciplinary Sub-Committee if
it is deemed fo be a potential disciplinary offence. The Clerk will however
endeavour to resolve the complaint divectly if possible,

5. If deemed necessary, a meeting of the Disciplinary Sub-Committee will be
cenvened fo discuss the complaint and whether there is a need to invoke the
disciplinary process as per the Council’s Disciplinary Procedure.

6. The complainant may be contacted as part of an investigation, to explain the
nature of their complaint if it Is felt that more information/clarification s i<~
required in order for the Disciplinary Sub-Committee to fairly reach a
conclusion on action to be taken,

7. The complainant wiil receive a written 1eply to their complaint detailing the
outcome of their complaint but ensuring that the employee in questions
confidentiality is nof breached.

8. If the complaint is regarding the Town Clerk, the above stages 2 — 7 will be
taken by the Mayor. The Clerk would be excluded from having any dealings
with the investigation or subsequent meetings. The Council would employ
external expert support to assist in dealing with the complaint,

9. Ifacomplainant is unhappy with the outcome of their complaint, they have 21
days from receipt of the outcome letter fo notify the Town Clerld/Mayor of
this.

10. The Town Clerl/Mayor will then arrange for the complaint to be considered
and dealt with by the Appeals Sub-Committee. The complainant may be
offered the opportunity to explain the nature of the complaint to the meeting,
There may be an exclusion of press and public for this item of the meeting,

11. The decision on the complaint shall be notified to the complainant in writing
and not announced publicly during the meeting,

12. Complaints will be handled as efficienily and swifily as possible, although an
exact timescale is hard to determine,

Al all times, every individual will be treated fairly and the process will remain
reasonable, accessible and transparent,
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COMPLAINTS AGAINST A MEMBER OF THE COUNCIL

Seaford Town Councillors sign up to a Code of Conduct upon taking office. Any
member of public wishing to submit a complaint for breach of the code should do so
to the District Monitoring Officer at Lewes District Council:

The Monitoring Officer
The Audit and Standards Comunittee

Lewes District Council

Southover House

Southover Road

Lewes
East Sussex
BN7 1AB

Emaii complaints matked for the attention of “The Monitoring Officer’ can be sent to;
catherine. knight@lewes.gov.uk

For more information on the process, please visit their website at;

www.lewes.gov.ul/council/16154.asp or contact Lewes District Council on 01273
484148,

Adopted by Council: 21 Angust 201412™ May 2016 Formatted: Superscript
Review: August 2017May 2019 *
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Seaford Town Council

Report 10/16

Agenda Item Nos 18
Cominittee: Council
Date: 12" May 2016
Title: ¥Freedom of Information & Data Protection Request

Procedure
By: James Corrigan, Town Clerk
Purpose of Report: To review the Council’s Complaints Freedom of Information

& Data Protection Request Procedure

Recommendations
You are recommended;

1. To note that a review of the Council’s Freedom of Information & Data Protection
Request Procedure has taken place by Officers and that no amendments need be made
to the policy as adopted in September 2015.

1.  Information

1.1 The Freedom of Information & Data Protection Request Procedure was adopted by
the Council in September 2015 with a review date set of September 2018.

1.2 As mentioned in the review of the Standing Orders elsewhere on this agenda, it is
recommended that the review of certain policies be removed fiom Standing Orders
as being an item of business that must be carried out at each Annual Meeting,

Council Officers maintain the Policy Timetable, alerting as to when a policy is due
for yeview, and regulatly review policies and procedures for their day-to-day
effectiveness and accuracy, as is good practice. The Freedom of Information &
Data Protection Request Procedure is included on this timetable,

1.3 The Freedom of Information & Data Protection Request Procedure is attached at
Appendix A and it is recommended that the Council note the review of said policy
and that no amendments need be made.

2. Financial Appraisal
There are no financial implications as a result of this report.

3.  Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk.

—
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Seaford Town Council

Freedom of Information
& Data Protection Requests Procedure

1, Introduction
1.1 ‘What is Freedom of Information?

Freedom of information provides public access to information held by public authorities under the
Freedom of Information Act 2000.

Seaford Town Council (the Couneil) provides this public access in two ways:
@ publishing certain information proactively as per the Council’s Publication Scheme;
& responding to requests for information from members of the public or organisations.

The Act covers any recorded information that is held by the Council. Recorded information includes
printed documents, computer files, letters, emails, photographs, and sound or video recordings.
1.2 'What is Data Protection?

The Data Protection Act 1998 gives rules for handling information about people. it includes the right
for people to access their personal data. When a person makes a request for their own information,
this is a subject access request under the Data Protection Act.

1.3 What is the difference?

The Freedom of Information Act and the Data Protection Act come under the heading of information
rights and are regulated by the Information Commissioners Office,

The Data Protection Act exists to protect people’s right to privacy, whereas the Freedom of
Tnformation Act is about getting rid of unnecessary secrecy,

2. Freedom of Information

2.1 What can be requested?

The right to ask for information only relates to information held by the Council at the time the request
is made.

A request under the Freedom of Information Act gives a right to “information’ rather than specific
records or documents,

The Council publishes a wide range of information on its website and as per the Councif’s Publication
Scheme, Before submitting a request for information, the Council would urge individuals to visit the
Council’s website or check the Council’s Publication Scheme (available on the website) as the
information tequired may already be published,

2,2 Refusal of a Reguest
In certain circumstances the Council may refuse a request for information.

Vexatious and repeated requests and/or applications made with the aim of frustrating the operations of
the Couneil may be refused.

The Council may refuse to meet a request where the Council estimates that the time to comply with
the request would be in excess of 16 hours in such cases a fees notice will be issved requiring a fee to
be paid to complete the request.

The Council may also refuse to accede to a request for information where the information is
considered to be exempted under the Freedom of Information Act,

Similarly some parts of a request response may be redacted where the rolease would breach the Data
Protection Act.

All requests will be considered on their merits and with the aim that information should be made
available unless it is clearly not in public interest to do so.




A written explanation for any refusal of a request for information will always be given.

3. Process

3.1 Making a Request

A request imust be made in writing, As much information as possible must be given to enable the
Couneil to identify and locate the information being requested.

Requests should be made in writing to the Town Cletk, Seaford Town Council, 37 Church Street,
Seaford, East Sussex, BN25 1HG or by email to admin@seafordtowncouncil.gov.uk

The request does not need to state the reason why the information is being sought, however as much
detail of the information needed must be given.

Where an individual is not able to make a request in writing, pethaps as a result of illiteracy, disability
of illness, they may ask another person or agency (such as the Citizen’s Advice Bureau) to help them
or make the request of their behalf.

3.2 Response
The request will be dealt with by the Town Clerk. The Town Clerk will do so in accordance with the
guidance set by the lnformation Commissioners Office for dealing with requests.
Timescale

The Couneil will respond promptly to a request for information and in any event, not later than the
20" working day after the request has been received. If for any reason the request is likely to take
longer to deal with, the Couneil will inform the requester of this.

Method

The requester is entitled to say how they wish the information to be communicated to them. This may
be by letter, email, in the form of a summary of the information or by inspection af the Council’s
offices. Where an inspection of documents is required, this will be arranged with the Town Clerk for a
mufually convenient date and time.

Charges

In certain circumstances the Council may charge a fee for any retrioval and provision of information,
Full details of any charges will be notified to the requester by the Town Cletk before the request is
processed.

The Council’s Publicatien Scheme has full details of charges for the provision of hard copies of
documents.

The Town Clerk may waive these charges where it is felt the information sought would be of
particular assistance to the understanding of an issue of local importance.

3.3 Appeal of a Response

If the requester is unhappy with the outcome of their request; usually where a request has been refused
or they do not feel that thé request has been properly handled, they should first attempt to resolve this -
directly with the Town Clerk.

If it cannot be resolved in discussion with the Town Cletk then an appeal should be submitted to the
Information Commissioner, Wyeliffe House, Water Lane, Wilmslow, Cheshire. SK9 SAF,

4. Data Protection Request

This right, commonly referred to as subject access, is created by section 7 of the Data Protection Act.,
It is most often used by individuals who want to see a copy of the information an organisation holds
about them.

The Council will respond to a subject access request promptly and in any event within 40 calendar
days of receiving it. .
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However, some types of personal data are exempt from the right of subject access and so cannot be
obtained by making a subject access request. Bach subject access request will be considered on its

owi merit.

The Town Clerk will deal with all subject access requests and will notify any outcome in writing.

5. Recording

All requests under thé Freedom of Tnformation Act or Data Protection Act will be recorded on a
central log,

The Town Clerk will report any requests received as part of the Clerk’s Report to each Full Couneil
meeting,

Adopted: September 2015
Review: September 2018
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Seaford Town Council

Report 11/16
Agenda 1tem No: 19
Committee: Councii
Date: 12" May 2016
Title: Press & Media Policy
By: James Corrigan, Town Clerk

Purpose of Report: To present a draft Press & Media Policy for adoption by the
Council,

Recommendations
You are vecommended:
1. To adopt the vevised Press & Media Policy as attached at Appendix A,

1. Information

1.1 The Council’s Press & Media Policy was due a review having last been adopted in
May 2013.

1.2 Attached at Appendix A is a revised Press & Media Policy recommended for
adoption,

1.3 This revised policy provides clarity on the Council’s stance with regards to
statements made to and interaction with the press and media.

1.4  Ultimately, as per the Scheme of Delegation, the Town Clerk is responsible for
official press statements made regatding the Council. Individual councillors making
statements, whether to the press or on other media, are doing so in their own
personal view and not representing the Council as a whole, a point which should be
clearly identified.

i.,5  Asmentioned in the review of the Standing Orders elsewhere on this agenda, it is
recommended that the review of certain policies be removed from Standing Orders
as being an item of business that must-be carried out at each Annual Meeting,

Council Officers maintain the Policy Timetable, alerting as to when a policy is due
for review, and regularly veview policies and procedures for their day-to-day
effectiveness and accuracy, as is good practice. The Press & Media Policy is
included on this timetable.

2. Financial Appraisal
There ate no financial implications as a result of this report.
3. Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk,

Town Clerk
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Seaford Town Council

Press & Media Policy

Introduction

Seaford Town Council welcomes enquiries from the Press and Media and recognises that its
relationship with the Press helps communications with residents.

The aim of this policy is to ensure that the Council is communicating in a professional and objective
manner and reflecting, as far as possible, the corporate view of the Council.

The Press are permitted to attend all public meetings of the Council and its Committees and Sub-
Committees, however under the Public Bodies (Admissions to Meetings) Act 1960, the Press may
be excluded for items of a confidential or sensitive nature. 2

Official Council Press Statements

discussing statements with the P;ess

Councillor Press Statements

desxgned to prevent any member expiessmg Prsonal OPilllon th,idﬁéh the media. However,
members must make it clear that any v;ew XpI tessed wiiioh diffgrs fiom Council policy or a

. . . & G, . .
A Councillor must not d1801 fon“thatwis of a confidential nature, This includes any
s, P . . N
d1scussmn within the PlCS idtter .been discussed under confidential items on

Press Protocol

The Town Clerk is nsible for thé¥issuing of all official Council press statements. Any
questions relating to an offEiALpress stafément should be referred to the Town Clerk.

s and minutes of meetings are all emailed to Press contacts,
3y of all press statements made, by email, so they are aware of its

Press statements, agendas
N

Councillors will also receive a'¢t

existence. 3

Official Council statements to the Press cannot speculate on matters that have not been considered
by the Council and cannot disclose any information of a confidential nature.

Any request for information under the Freedom of Information Act should be referred to the Town
Clerk to deal with in accordance with Council policy.

During an election year, fiom the issue of the Notice of Election until the day following the election
(reforred to as Purdah period) officers will not normally issue press statements, in patticular will not
do so naming any individual councilloss.
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Soecial Media Protocol

The Council acknowledges that Social Media sites are a growing method of communicating with
the public.

The Town Clerk is responsible for the content and activity on the Council’s official Social Media
sites.

Members should be aware of the Council’s Code of Conduct and any legal implications if they are

posting any comments or views on Social Media about individual membets or Council employees
or sharing information about the Council; whether they are identified on the site as a Town

Councillor or not.

Adopted by Council: 12" May 2016
Review: May 2019
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