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Foreword

The London Borough of Hillingdon is committed to strong political
leadership, sound decision-making, effective scrutiny and good
governance. The Council's Constitution provides the framework to
deliver this in a robust way across the whole organisation.

Owned by all 53 Elected Councillors, the Constitution is, therefore, the
Council's most significant document. Externally, the Constitution
enshrines the rights of Hillingdon residents and their participation in the
democratic process.

Internally, the Constitution assures consistency and compliance in
everything the Council does, from how it makes decisions to how its
services and finances are managed. It also sets out the high standards
expected of those in public office.

The Council’s first constitution came into effect on 2 May 2002. It is
modernised to meet changing needs locally, and to also encompass new
national legislation. This revised Constitution reflects these principles,
and it was agreed by full Council at its AGM on 12 May 2022.

London Borough of Hillingdon

Version History:

First established: 2 May 2002
Remodelled: 12 May 2022
Last updated: 9 May 2024 -toreflect updated Governance

Structure, Council Procedure Rules, Election
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PART 1- Governance & Local
Democracy

How the Council governs and how the public engage in its
democratic processes.
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Chapter 1- About the Constitution

The London Borough of Hillingdon, also known as Hillingdon Council, was created
in 1965 under the Local Government Act 1963. It was formed by joining the Borough
of Uxbridge and the three urban districts of Ruislip-Northwood, Hayes and
Harlington, and Yiewsley and West Drayton.

On 2 May 2002, the Council adopted its first Constitution and approved a
Leader/Cabinet model form of governance. The Constitutionis divided into three
parts:

1. Governance & Local Democracy - how the Council governs and how the
public engage in its democratic processes

2. How the Council make decisions & the scrutiny of them - the different
governance bodies, their powers and how they operate

3. How the Council operates & is accountable - the rules the Council
operates under that ensures good governance and accountability

Purpose of the Constitution

The Council will exercise all its powers and duties in accordance with the law and this
Constitution. The Constitution,and allits appendices, is by name the Constitution of the Council
of the London Borough of Hillingdon. Its purpose is to:

e provide ameans of improving the delivery of services to the community;

enable the Council to provide clear leadership to the community in partnership with

citizens, businesses and other organisations;

support the active involvement of citizens in the process of decision making;

help Councillors represent their constituents more effectively;

enable decisions to be taken efficiently, effectively and lawfully;

create apowerful and effective means of holding decision-makers to public account;

ensure that no one will review or scrutinise a decision in which they were directly

involved;

e ensurethatthoseresponsible fordecision makingare clearlyidentifiable tolocal people
and that they explain the reasons for decisions.

Where the Constitution permits the Council to choose between different courses of action, the
Council will always choose that option which it thinks is closest to the purposes stated above.
The Council will monitor and evaluate the operation of the Constitution as set out in Part 3.
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Chapter 2 - Democratic Governance

This Chapter of the Constitutionsets out the electoral process and cycle. It explains
the roles of elected Councillors and how they come together to govern the Councilin
different ways, along with the Council officers that support and advise them.

Electoral arrangements

Centraltothe Council's Constitutionand how the Councilisgovernedare elected councillors. The
Counciliscomposed of 53 councillorsrepresenting 21ElectoralWards. Theyare all elected every
four years at elections or individually at by-elections should a particular councillor resign, be
disqualified or become deceased creating a vacancy.

Elections and Councillors’ Term of Office

Theregularelection of Councillorswillbe held on the first Thursday in May every four years. The
terms of office of Councillorswill start onthe fourth day afterbeing elected and will finish at the

end of the third day after the date of the next reqular election.

Electoral Wards and Names of Councillors elected

The current electoral wards and elected councillors are shown below:

Ward No of Names of Elected Councillor(s)

Councillors
Belmore 3 Labina Basit, Narinder Garg, Jagjit Singh
Charville 2 Darran Davies, Barry Nelson-West
Colham and Cowley 3 Shehryar Ahmad-Wallana, Roy Chamdal, Ekta Gohil
Eastcote 3 Nick Denys, lan Edwards, Becky Haggar
Harefield Village 1 Jane Palmer
Hayes Town 3 Peter Curling, Janet Gardner, Raju Sansarpuri
Heathrow Villages 2 Peter Money, June Nelson
Hillingdon East 3 Wayne Bridges, Kelly Martin, Colleen Sullivan
Hillingdon West 2 Adam Bennett, Reeta Chamdal
Ickenham & South Harefield | 3 Kaushik Banerjee, Martin Goddard, Eddie Lavery
Northwood 2 Henry Higgins, Richard Lewis
Northwood Hills 2 Kishan Bhatt, Jonathan Bianco
Pinkwell 3 Tony Gill, Kuldeep Lakhmana, Gursharan Mand
Ruislip 3 Philip Corthorne, John Riley, Peter Smallwood
Ruislip Manor 2 Douglas Mills, Susan O'Brien
South Ruislip 3 Heena Makwana, Richard Mills, Steve Tuckwell
Uxbridge 3 Tony Burles, Keith Burrows, Farhad Choubedar
West Drayton 3 Scott Farley, Mohammed Islam, Jan Sweeting
Wood End 3 Elizabeth Garelick, Kamal Preet Kaur, Stuart Mathers
Yeading 2 Jas Dhot, Rita Judge Dhot
Yiewsley 2 Naser Mohammed Issa Abby, Sital Punja

53 seats
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Eligibility to stand as a Councillor

To be eligible to hold the office of a Councillor,a person must be a British subject or a citizen of
the Republicof Ireland or a relevant citizen of the European Unionwho has attained the age of 18

years and:

1)
2)

or other premisesin that area; or
3)
4)

Political Control & Administration

Councillors form political groups on the
Council, with the majority political group

7 \\/ -

is and continues to be alocal government elector for the area of the Authority; or
has duringthe whole of thetwelvemonths precedingoccupied as ownerortenantanyland

whose principal or onlyplace of workduring that twelve months has been in that area; or
has during the whole of those twelve months resided in that area.
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Elected Councillors

Councillors (who are also referred to as ‘Members’ within the Council) are
democratically accountable to residents of their ward. The overriding duty of
Councillors is to the whole community, but they have a special duty to their
constituents, including those who did not vote for them.

Roles of councillors
The roles of Councillorsis to:

o effectively represent the interests of their ward and of individual constituents and
respond to constituents’enquiries and representations, fairly and impartially;

e be the responsible policy-makers in adopting key plans and approving motions,
participating in the governance and management of the Council;

e actively encourage community participation and resident involvement in decision-
making and represent the Council on other outside bodies;

Councillors Rights, Conduct and Responsibilities

Councillors have rights of access to such documents, information, land and buildings of the
Council as are necessary for the proper discharge of their functionsand in accordance with the
law. The Council's various Rules and Standing Ordersin Part 3 of the Constitution provide further
details on these rights.

Councillors willnot make publicinformation thatis confidential or exemptwithout the consent of
the Council or an authorised official of the Council or divulge information givenin confidence to
anyone other than a councillor or officer entitled to know it. For these purposes, “confidential’
and “exempt”informationare definedinthe Rulesonaccess to informationas setoutin Part 3 of
this Constitution.Councillors must not use resident personalinformation gained through official
Council work for party political use.

Councillors will at all times observe the Members’ Code of Conduct and the Protocol on Good
Member / Officer Relations set out in Part 3 of this Constitution.

Councillors are entitled to receive allowances in accordance with the Members’ Allowance
Scheme set outin set outin Chapter 26 of this Constitution.

Councillor membership and attendance at committees

Councillorswhoare appointed as members of aparticular committee hold office until theyresign,
are removed from office or their successors are appointed.

Where they have been appointed to any committee, advisory group or subsidiary forum,
Councillors can attend meetings of these groups unless they have been removed from
membership.

If Councillors (including a co-opted member) fail to attend any meeting of the committee or
advisory group to which they are appointed/co-opted throughout a period of six consecutive
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months, they will cease to be a member of that committee or group unless theirabsence is due
to a reason which has been previously approved by the Head of Democratic Services in
consultation with the relevant Group Leader and/or Chief Whip.

However, thisis without prejudice to the fact that if a Member fails throughout a period of six
consecutive months from the date of his/her last attendance to attend any meeting of the
Council, he/she shall,unless the failure was due to some reason approved by the Council before
the expiry of that period, cease to be aMember of the Council.

If a Member of the Cabinet fails for six months to attend any meeting of the executive, or any
Committee of the executive or, acting alone, to discharge any functions which are the
responsibility of the executive, thenunlessthe failure was due to some reason pre-approved by
the Council, he or she shall cease to be aMember of the Council.

Restrictions on membership of committees

Underrequlations,including thoserelatingto functionsandresponsibilities, oras agreedlocally,
certain councillors may not sit on certainbodies. Councillorsinthe Cabinetare not permittedto
be a member of any select committee, planning committee or licensing committee (or its sub-
committee)or be appointedtothe Council's Audit Committee. The Leader of the Council may not
be a member of the Standards Committee. This ensures the correct separation of powers
betweenthe executiveof the Council(Cabinet)and other non-executive decision-making bodies
and for other reasons of probity.

Champions

The Councilmayappoint Councillorsas Championstobetterrepresent particularinterests within
the Councilandacrossthe Borough.Championsare paid asmall Special Responsibility Allowance
to undertake this task and operate under alocally agreed protocol.
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Council governance and meetings

Open local government

Asalocalauthority,the Councilensurestransparencyinhowitisgovernedand how meetings are
held that make decisionsand consider mattersof local importance.Council meetingsare heldin
public except where confidential or exempt information is likely to be disclosed and public
reports and decisions are published on the Council's website. Members of the public attend
council meetings and to make the Council more accessible, public meetings are broadcast live
for wider democratic engagement.

The Full Council

All 63 Councillors come togetheras the Full Council, which meets on a regular basis to make
decisionsonkeystrategiesandalsoagree the Council'sbudget.Itisthe Borough’s political forum
for debate. The Council also agrees changes to this Constitution. The Council will ultimately
determine the Council's governance structure and it will appoint Councillors to various
committeestodischarge specificand statutoryduties. The FullCouncil'srole and powers are set
outinPart 2, Chapter 4.

The Leader and Cabinet

The Council appoints a Leader, who appoints a Cabinet to govern the Council's executive
functions which set the overall direction and management of the Council. The Cabinet may
comprise up to 10 Cabinet Members, including the Leader, who can make decisions individually
or collectively. The Leader and Cabinet's role and powers are set out in more detail in Part 2,

Chapterb.
Council Committees

The Councilwill establish formal committeestodeterminethosefunctions of the Council that are
not within the remit of the Leader and Cabinet in accordance with section 101 of the Local
Government Act 1972. These committees may establish sub-committees.

This will include regulatory and administrative committees which make decisions on local
planning applications, licensing matters, staffing, audit and standards. Other committees
discharge the Council's statutoryfunctionsinrelationtooverview and scrutinyand are known as
select committees.

Allcommittees willhave powersdelegated to themfromFull Counciland will report to the Council
from time to time upon the exercise of their functions and, where appropriate, make
recommendations. The committees currently established are set out in the diagram overleaf.
The role and functions of these Council committees are set out in Part 2 of the Constitution.

Health and Wellbeing Board

The Council has established a Health and Wellbeing Board, in accordance with the Health and
Social Care Act 2012, to improve the quality of life of the local population and provide high-level
collaboration between the Council and promotes joint working with health partners.
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Other bodies

The Council may appoint other bodies -and Councillors to them - for advisory purposes. These
may be called advisory panels, steering groups or meetings of a similar termed nature and may
operate across partnershipsand with otherexternalbodies. These donotoperateinaccordance
with section 101 of the Local Government Act 1972, are informal in nature and do not have any
formal powers, on behalf of the Council, delegated to them.

Current governance structure of the Council

The current governance structure of the Council is set out in diagrammatic format below. More
detailsontheindividual bodiesand committees shown,including their purpose, responsibilities,
termsof reference and anystandingordergoverningtheirproceedingsare setout furtherinthis
Constitution.

Cabinet Member Governance
Petition Hearings / eader &

Appeals Cabinet Structure

Licensing Committee
& Sub-Committees

FU ” Select
Hillingdon Planning Committees
Committee CounC||

Standards & Audit, Corporate
Registration & Appeals Parenting
- i Panel

sub-committees

Partnership Forums, Boards

Health & Wellbeing

Appointments Committee } _ Board
Outside Organisations

Pensions Committee (& Board),

E ve Overview & Serutin Requlatory & Partnership & external = Statutory health
: Y Administrative bodies board

decision-making
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The Mayor

Each municipal year, one councillor is elected as Mayor of Hillingdon for that year and leads the
Borough's ceremonial and civic duties.

The Mayor is a symbol of the authority of the Council, and of an openand cohesive borough. The
Mayor is the Borough's First Citizen and has precedence unless the Monarch or their direct
representativeisvisitingthe Borough. The Mayor will attend such civic and ceremonial functions
as he or she or the Council decides are appropriate. The Mayor gives recognition, appreciation
and encouragement to all groups and individuals who contribute to the life of the Borough and
seeks to promote publicinvolvement in the Council’s activities.

Appropriate officer support, facilities and training and an appropriate budget are provided to
enable the Mayor and Deputy Mayor to discharge their responsibilities.

Election of Mayor

The Councilwillappoint/elect the Mayor annuallyfromamongst the Councillors. The Mayor shall,
unless he or she resigns or becomes disqualified, continue in office until his or her successor
becomes entitled to act as Mayor.

Chairing meetings of Full Council
The Mayor chairs meetings of the Full Council and in that role will:

e Upholdand promote the purposesofthe Constitutionandinterpretthe Constitution
when necessary;

e Preside impartially and uncontroversially over meetings of the Council so that its
business canbe carried out efficientlyand with regard to the rights of councillorsand
the interests of the community;

e Ruleon points of order and have the casting vote;

e Ensurethatthe Council meetingisa forum for the debate of matters of concern to
the local community and the place at whichMembers whoare not onthe Cabinet can
hold the Cabinet to account.

Appointment of Deputy Mayor

The Mayor may appoint a Councillortobe DeputyMayor and the personsoappointedshall, unless
he or she resigns or becomes disqualified, hold office until a newly elected Mayor becomes
entitledtoactas Mayor(whetherornothe orshe continuesuntilthat time tobe aCouncillor). The
appointment of a Deputy Mayor shall be notified to the Council in writing and be recorded in the
minutes of the Council. The DeputyMayor may, if forany reasonthe Mayor is unable toact or the
office of Mayor is vacant, discharge all functions which the Mayor as such might discharge.

Mayor and Deputy Mayor on committees
The Mayor and Deputy Mayor are ex-officio, non-voting members of every committee of the

Council but the Deputy Mayor may be appointed as a voting member of any committee of the
Council.
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Council Staff

The Council will engage such staff (known as officers)as it considers necessary to carry out its
functions. Officers support Councillors and give advice, implement decisions and manage the
day-to-day deliveryof its services.Some officershave a specific duty as setout in Chapter12to
ensure thatthe Councilacts withinthe law and usesitsresources wisely. Officers will comply with
their own Officers’ Code of Conduct and a Member/Officer Protocol which governs the
relationship between officersand Members of the Council. Officersalso haveauthority delegated
tothemeitherbythe Councilorthe Cabinetto make decisionsonroutine matters. There are also
rules for the recruitment, selectionand dismissal of officers. These protocols, codes, rules and
delegationsreferred to above are all set out in this Constitution.

Management Structure

The Council has structured itself into directorates each headed by a Corporate Director or
Executive Director.

These Chief Officers, together with the Chief Executive, come together to formthe top officer
tier in the Council, which is called the Corporate Management Team, working closely with the
Leader and Cabinet Members.

Thedirectorate service areaseach Corporate or Executive Directorare responsible for, including
their delegations, are set out in more detail in Part 2, Chapter 12. The table below sets out the
management structure in diagrammatic form:

Management
Structure

Chief
Executive

Corporate Corporate Corporate
Director of Director of Director of
Central Adult Children's
Services Services & Services
Health

Corporate Corporate
Director of Director of
Place Finance
(Resources
Directorate)
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Chapter 3 - Resident participation

Residents and citizens of the Borough, have a number of rights, along with
responsibilities, in their participationwith the Counciland elected councillors and via
its governance structure setting out the democratic and decision-making processes.
This includes direct democratic engagement using the Council's valued Petition
Scheme.

Rights and responsibilities

Residents’ rights & participation in democracy

Residents have the right to:

Vote in elections and petition to request a referendum for an elected mayor form of
Constitution (if registered on the electoral roll for the area);

Attend public meetings of the Council, its committees and the Cabinet;

Present petitionstothe Counciland elected councillorsviathe petition scheme which is
set out below;

Know what key decisions will be taken by the Cabinet and when;

See public reports and background papers, and any records of decisions made by the
Council and the Cabinet;

Inspect the Council's accounts and make their views known to the External Auditor;
Know how to contact all councillors;

Know the name, email and telephone number of the senior officer responsible for
managing a Council service;

Enquire whetherthe Councilis holdinganypersonal dataonthemunder Data Protection
legislation;

Submit a Freedom of Information Request about Council services;

Obtain a copy of this Constitution;

Address a planning committee, subject to a valid petition being received;

Address a licensing sub-committee, subject to a representation being received in
accordance with statutory consultation;

Askquestionsat meetings of the Full Counciltothe Leaderand Cabinet Membersas part
of Public Question Time.

Participate in Council consultations on services

Attend Council, Cabinet and other committee meetings to observe the public part of
proceedings or watch them online.

Residents may also participate by giving evidence to select committeeswhenrequestedtodo
soor bybeingappointedasapermanentortemporaryco-opted membertoacommittee to give
advice and vote, where required under the law.

Complaints

Residents and members of the public have the right to complain to:

e The Councilunderits Complaints Scheme;
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e TheMonitoring Officer about an alleged breach of the Councillors Code of Conduct.
e The Local Government & Social Care Ombudsman.

Residents’ responsibilities

With rights come responsibilities. The Council expects its resident Council Tax-payers, and any
personwhousesa Councilservice for whichthereis a charge, to pay promptly. When exercising
theirrights to attend meetings, residents have the responsibility to ensure that their behaviour
doesnotdisruptthe conduct of the meetingandthatthebusinessbeingdiscussedcanbe carried
out. They must not be violent, abusive or threatening to Councillors or officers, and must not
wilfully harm property owned by the Council, Councillors or officers.

Resident Petitions (Petition Scheme)

Introduction

Hillingdon Council's petition processenjoys highresident participation and satisfactionand, as a
part of that process, the Council promises to:

Value all petitions -residents’views are important

Give friendly advice - how to best pursue the issue that residents have

Make it easy - different ways to submit a petition

Keep you informed - update the petition organiser about a petition’s progress

Let you have your say - enable residents to speak to and directly influence Council
decision-makers

The petition processallowsthe residents of Hillingdonto have direct influence on the decision-
making processandto raise concernsthatare importanttothem. All petitions sent or presented
to the Council will receive a written acknowledgement within 5 working days of receipt. This
acknowledgementwillset outwhat the Council plansto do with thepetitionand whenthe petition
organiser can expect to hear from the Councilagain. More than one petitioncan be receivedon
aparticular issue, whether for or against that issue.

What is a petition and who can submit one?

Petitionsare aformal writtenrequest, typicallyone signed by many people,asking the Council to
consider a particular issue. Petitions can be either paper or electronic. For the purposes of this
scheme, the Councilwilltreatas a petitionanythingwhich identifiesitselfasa petition, or which
areasonable personwouldregardasapetition,andwhich is signed by people that live within the
Borough.

Anyonewho livesin the Borough,includingunder 18 years of age, can signor organise a paperor
electronic petition. They are known as the lead petitioner. The lead petitioner must, therefore,
live within the Borough. If they do not, they may choose another representative wholives in the
Borough to lead their petition.

Before submitting a petition, lead petitioners are advised to first check with their Ward
Councillors or with the Council to see if the Council is already acting on the concerns raised.
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Personal data in petitions

By signing apetition, everysignatoryprovidesthe Council with theirname, addressand signature
(and sometimestheir contact details)in orderto demonstrate support foranissue andinfluence
the decisionsthe Council makes. The Council willensurethe personal datawithinapetitionis not
released for any purpose other than to consider the petition as set out in this Petition Scheme
and the associated public-facing democratic process. The handling of petitions falls under the
“public task”legalrequirement for processingpersonal dataunderthe GDPRand DataProtection
Act 2018, necessaryforactivitiesthat support orpromotedemocraticengagement. Detailsof the
signatories to a petition will not be available for publicinspection by any third party outside the
Council or published on the Council website.

Should someone signingapetitionwish fortheirname and addressto be removed fromapetition
eithera) because theyno longersupportitor b) wishfor their personal detailstobe removed for

privacy reasons, then this will be done upon receipt of a request in writing to the Head of
Democratic Services.

What is a valid petition?
The Council will treat a paper or electronic petition as valid if:

1. ltrelatestoa singleissue withinthe Council'sresponsibilities, e.g.a planning application,
road traffic calming, change in a policy or anew community facility.

2. ltreachesthe required number of signatories of residents in the Borough based on
whether it relates to alocal or borough-wide issue as set out below:

Type of petition (issue) Minimum number
of signatories
Local petitions -those relating to a planning / licensing application 20

or a specificissue in your street or neighbourhood.
Borough-wide petitions-thoserelatingto Council services, policies]100
or Council matters that are not local and apply across Hillingdon.

3. The lead petitioneralso lives in the Borough.

A petition will not be valid, and thereby not accepted, if it falls into one of the categories below
inthe Table below, in the opinion of the Head of Democratic Services that it:

Table - Petitions not accepted
Is not within the direct responsibility of the |Does not contain specific proposals for action or

Council's services; relates to multiple different issues

Is received within six months of another Relates to proposals that are not legal,
petition having already been considered by |operationally feasible or financially affordable
the authority on the same matter. within the Council's approved service

programmes or budget;
Upon receipt, directly seeks to overturna Where the specific matterrequested has alreadyj
democratically approved decision within the |been agreed to be implemented within the
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last year by the Council upon which statutory
and/or local public consultation has already
taken place, as determined by the Head of
Democratic Services.

Council's approved budget to the benefit of the
petitioners, e.g. bowls club refurbishmentin the
capital programme;

A matter whereby there is an existing
statutory process, appeals or higher
complaints process, e.g., ombudsman,
planning inspectorate

The matter would be considered through
established alternative resident engagement
programmes of the Council, e.g. Chrysalis or
Ward Budget Scheme[unlessthese programmes
have already been exhausted].

Requires the disclosure of personal data,
exempt or confidential information or relate
to any specific council employee(s)or
contracted member of staff.

Where the petition (including any adaptations
made to it)has originated frominternational,
national or regional bodies and organisations for
their own promotional purposes to canvass
support foranissue thatis not specific to
Hillingdon.

Petitions, that in the opinion of the Head of
Democratic Services, are vexatious, frivolous
abusive, illegal or otherwise inappropriate.

Raises issues of alleged Member misconduct
which will instead be taken as a complaint arising
under the Local Government Act 2000 and the

Localism Act 2011and, where appropriate, will be
reported to the Council’'s Monitoring Officer.

If a petitionisdeemedunacceptable, the petition organiserwill be contacted with an explanation
as to why the petition will not be accepted or by what alternative route the matter will be
considered. If a petitionis about something over which the Council has no direct control (for
example the local railway or hospital) for which another authority is responsible, the lead
petitioner will be provided with the necessary information and advice to refer their petition
directly to the relevant authority concerned. Where petitions span multiple issues or services,
the petitioner organiser will be contacted appropriately for clarification about which single
matter they wish the Council address as part of their active petition.

A certain number of signatories to any petition will be validated to ensure that they live in the
Borough bycomparing the namesand addresseswithrecordsheld bythe Council. For electronic
petitions, the Council requiresaname, valid email address and an indication of residency in the
Borough as part of the electronic petition system being used.

The Head of Democratic Services will ultimately determine the validity of any petition in
accordance with this Petition Scheme and also signatories to any petition.

What information should be in a petition?

Petitions submitted to the Council must include a clear and concise statement covering the
subject of the petitionand should also state what action the petitioners wish the Council to take.
If about a planning application, it should state the application number. Petitions should be
accompanied by contact details for the petition organiser(including an address in the Borough
and, where possible, a contact telephone number and/or email address). This is the person that
will be contacted to explain how the petition will be responded to. If a paper petition does not
identify a petition organiser, normally only the first person on the petition will be contacted.
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Petitions received under the valid number

If a petitionis undertherequired numberof signatories, it willbe treatedas a servicerequestor
representation, e.g.onaplanningapplication, whicheverisappropriate,and willbe passedto the
appropriate department to take forward and respond.

The appropriate Ward Councillors will also be notified of these petitionsand may, in the case of
petitionsabout council services(not planning or licensing applications), request that the relevant
Cabinet Member treat such petitions as valid. Upon their agreement, the petition will become
valid and proceed forward through the democratic process.

As an alternativeroute to raise issuesin petitionsunder 20 signatures on planning applications,
ward councillors may exercise their right to call-in the application with valid material planning
reasonsto Committee and speakon behalf of residents, though speakingrights forthe petitioner
will not apply.

Paper petitions

The Council provides a template for paper petitions on its website which residents can use,
thoughotherformsare accepted.Paperpetitionscanbe sentbypost, hand delivered or scanned
and emailed to:

Head of Democratic Services
London Borough of Hillingdon
Civic Centre

High Street

Uxbridge

Middlesex UB8 TUW

Email: petitions@hillingdon.gov.uk

Electronic Petitions

Electronic petitions may be submitted through the Council's website (www.hillingdon.gov.uk),
although it is recognised that other online electronic petition facilities are available and the
Council is happy to accept these where it can be identified that the people signing the petition
live in the Borough. You can send these to the email address petitions@hillingdon.gov.uk

Whenan electronicpetitionis created using the Council facility, it may take up to 7working days
beforeitis publishedonthe Council'swebsite. This is because of the needto check the content
of the petition before it is made public and available for people to sign. If the Council considers
that it cannot publish and must reject a petition, the petition organiser will be contacted within
this period to explain why. Where possible, the petition organiser will have the opportunity to
change and resubmit the petition within 15 working days, otherwise it may be rejected.

Once an electronicpetitionis accepted, the petition organiserwillneed to decide how long they
want their petition to be open for signatories. Most petitions will run for a few weeks but the
petition organiser can choose ashorter orlonger timeframe, up to a maximum of 1 month. If no
time isselected, the petition willautomaticallybe keptactive for 1 month. The Council willadvise
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furtherontimingsinthe case of electronicpetitionson current planningapplications so that they
can be submitted before determining the matter.
Whenaresidentwishestosignanelectronicpetitionusingthe Council facility, theywill be asked
to provide their name, address and a valid email address. Once this information has been
validated, the petitioner's signature will be added to the petition.

Completed electronic petitions using an alternative systemto the Council’s facility can also be
printed off, posted, hand delivered or scanned and emailed.

Combining paper and electronic petitions

If deemed appropriate by the Head of Democratic Services, a paper petition and an electronic
petition that are on the same subject from the same petition organiser may be combined as a
single petition and the lead petitioner will be advised accordingly.

Multiple Petitions on the same topic

For issues of practicality, where the Council receives more than one petitionin relation to the
same issue (e.g., a planning application), the Cabinet Member / Chair of the relevant Committee
will have discretionto amendthe speakingrights, the number of speakersand speaking timings.
Please note that it is not an automatic right that each petition organiser will get 5 minutesto
speak if there is more than one petition.

Petitions received during an Election Period

Due to restrictions imposed in the period immediately before any election or referendum, the
Council may need to deal with petitions differently. If this is the case, the petition organiser will
be contacted to explain the reasons and discuss the revised timescale that will apply.

How the Council responds to avalid petition

A written acknowledgement will be sent to the petition organiser within 5 working days of
receiving the petition. This acknowledgement will let the petition organiser know what the
Council plans to do with the petition and when they can expect to hear from the Council again.

The Council'sresponsetoavalid petition willdepend on what the petition asks forand how many
people have signed it, but may include one or more of the following:

e Takingthe actionrequested in the petition

e Considering the petitionat an appropriate Cabinet Member petition hearing or Committee
meeting enabling the lead petitionerto speak oraddress councillorsonthe matterbefore a
decision is made

e Holdaninvestigationinto the matter

e Undertaking research into the matter

o Considering the petition at a Petition Hearing with the relevant Cabinet Member, enabling
the lead petitioner to speak directly to the decision-maker

e Carrying out a consultation

e Holdinganinformal meeting with the petition organiser

e Writing to the petition organiser setting out the Council's views about the request in the
petition and what the Council can or cannot do about it
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In additionto these steps, the Council willconsiderall the specific actions it can potentially take
with regard to the issues highlighted in a petition.

In considering a valid petition, it will usually fall into one of the four categories below and the
process for how the Council responds to it will be slightly different:

Cabinet Member Petitions

Planning Petitions

Licensing Petitions

. Petitions to be considered at another Council committee.

o0 oo

Cabinet Member Petitions

Such petitions are on matters relating to Council services within the remit of the Cabinet or
relevant Cabinet Member.

If the petitionneeds moreinvestigation, the Council will tellthe petition organiser what steps the
Council planstotake and how the mattercanbe resolved. The lead petitioner willbe asked if they
are satisfied with the proposed action or outcome and whether they would like to close their
petition. If the lead petitioneris not satisfied, the Council will hold a petition hearing with the
Cabinet Member at the earliest opportunity.

In the majority of cases, valid petitions will be considered by the relevant Cabinet Member at a
Petition Hearingwhere s/he will decide what action(if any) will be taken. At that hearing the lead
petitionerhas theright to argue their case or promote a particular issue to the Cabinet Member
and the following procedures shall apply:

a) A writtenreport from officers must be published at least 5 clear working days before the
meeting;

b) The meeting shall normally take place at the Civic Centre, unless the Cabinet Member
decides otherwise;

c) Themeetingshallbe opentothe publicandpress(subjectto the Accessto Information Act
rules);

d) The meeting shall be attended by officers from the appropriate service area and by a
representative of Democratic Services;

e) Theappropriate Ward Councillors shallbe informed of the date and time of the meetingand
may attend and have the right to speak at the meeting for up to 3 minutes;

f) The leadpetitionerortheirnominatedrepresentative, wheretheyhave been eitherinvited
to attend by the CabinetMemberor where theyhave therighttoattend, shallhave theright
to speak about the matter raised in the petition for a maximum of 5 minutes™ and the
Cabinet Member may ask them questions about the petition. Where it is a single petition,
the time limit may be extended with the consent of the Cabinet Member;

g) The Cabinet Member shall either announce their decision once they have heard the
petitioner(andthis decisionshallbe recorded and published), ortheymay decide that they
wishto considerthe matterand make a decision at alaterdate. Where the Cabinet Member
decidestomake a decision at a laterdate, the Member shallinformthe Head of Democratic
Services as soon as they have made a decision and this shall be recorded and published.
There shall be no further right for a petition organiser to meet with the Cabinet Member;
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h) The petition organiser will be informed of the decision in writing, and if their request s
agreed, subsequently kept informed of progress in implementing the matter.
*Please note that the Cabinet Member has ultimatediscretionon speaking rights and reserves the
right to vary all speaking time limits if there is more than one petitioninrelationto one issue.

Planning Petitions & Speaking Rights

a. Where public speaking rights apply

Public speaking rights to the Planning Committee will only apply where:

1. avalid petitionis received on a planning application as defined in Chapter 7 - Planning
Decisions - of the Council’'s Constitution, and

2. a valid petition’s desired outcome is not in accordance with the planning officers’
recommendation.

Note: in cases where a valid petition’s desired outcome accords with the planning officer’s
recommendation on the planning application, the planning officer may determine the
application withoutreferraltothe Planning Committee.In all such cases, the lead petitioner
will be notified by the planning officer of the outcome when the decision is made.

b. Speakingbythe lead petitioner, applicant/agent.

Where alead petitionerisinvitedtothe Planning Committee to speak, theywillbe contacted
a week before the date of the Planning Committee meeting about participating in the
democratic process.

The petition organiser(ortheirnominated representative)willbe invitedto attend and speak
forup to 5 minutes inrelation to that matter at the meeting at which the application will be
considered.

The applicant(or theiragent)willalso get the opportunityto speak for5minutes where avalid
petition has been accepted by the Council in relation to their application.

Notification of the intention to speak and the name of the speaker must be supplied to the
Head of Democratic Services at least 24 hours before the meeting.

Members of the Committee will also be able to ask questions of the petitioners. Statements
made by members of the public speaking will be broadcast and in the public domain.

c. Ward Councillors and other speaking rights

Ward Councillors willbe permitted to speakforupto 3 minutesinrelationto anapplication if
they have notified theirintention to do so in advance to the Committee Chair. Additionally,
under general committee speaking rules in this Constitution, any Councillor may also speak
at a committee meeting, but only with the permission of the Chair.

When a proposed development falling within a Conservation Area is considered by the
Planning Committee,arepresentativeof therelevant AreaPanel will be entitled to attendand
addressthe committee fora maximum of five minutes. Notification of the intention to speak
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and the name of the speaker must be suppliedto the Head of Democratic Services 48 hours
prior to the meeting.

Chair's discretion on speaking times

The Committee Chair reservestheright to vary all speakingtime limits if thereis more than
one petitionin relation to one issue.

Receipt of petitions

Petitions should be received during the consultation period on the planning application if
possible and must be received before a decision is made on the application.

Where a planning application is scheduled to be considered at the Planning Committee and
already on the published agenda, any valid, or further valid petitions in relation to it, should
be received by the Head of Democratic Services no laterthan 48 hours prior to the meeting.
Discretion to allow petitions after this deadline can only be approved by the Chair of the
Planning Committee, in exceptional circumstances.

Supplementaryinformation submitted.

Any supplementary information to be presented by anyone entitled to speak at the meeting
shouldbe provided to Democratic Services no laterthan48hours prior to the meeting, unless
the Chair of the Committee agrees otherwise in exceptional circumstances.

Second opportunity to speak

If the organiser of a petition, having exercised their right to speak at a planning committee,
would like to address a second or subsequent meetingwhich is to consider the issue which
gaverisetotheirpetition(e.qg.if the matteris deferred) theywillneed to organiseanew valid
petition.

Written representations.in lieu of speaking

Any person entitled to speak at a Planning Committee may opt instead to submit a written
representation to be read out. This would be in lieu of speaking directly to the committee.
The_Planning Committee may agree a local protocol for this and, similarly, any written
representation and supplementary supportinginformation should be received no later than
48 hourspriorto the meeting. Statementsread out willbe broadcastand onthe publicrecord.

Licensing Petitions

Such petitions would be on matters, for example, in relation to street trading, entertainment,
alcohol or premises related licensing, sex establishments, scrap metal or gambling. In such
cases, petitionsmay only be submitted tothe Licensing Authorityor Licensing Team as relevant
representations and, if applicable, during any statutory consultation period on the matter. The
lead petitioner/ applicant (or their nominated representative) will then have the opportunity to
addressa Licensing Sub-Committee on the matter as setout in the relevant hearing protocolor
legislation. The Council will advise the lead petitioner further on this different process upon
receipt of such a petition.
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Petitions to another appropriate Council Committee

In the case of petitions concerning subjects which would normally fall to be considered by a
Councilbody otherthan those above, the Head of Democratic Services, in consultation with the
Leader of the Council, will determine which Council decision making body should hear and
determine the petition. The petitionerorganiser(ortheirrepresentative)will be invited to attend
and speak for up to 5 minutes®in relation to that matter at the meeting at which the application
will be considered.

Petitions requesting a referendum

For furtherinformation on the submission of petitions to the Council requestingareferendum,
please contact the Democratic Services Team at petitions@hillingdon.gov.uk or by calling 01895
250636.

Public Question Time

Another feature of direct democratic engagement at the London Borough of Hillingdon, is the
right forresidents of the Boroughtoask questionsto decision-makers (the Leader of the Council
or a Cabinet Member)at ordinary meetings of the Council. The process for this is set out in the
Council's Procedure Rules and Standing Order 10, set out in Part 2, Chapter 4.

Reporting & digital engagement at meetings
Reporting on proceedings

Members of the public are entitled to report on meetings of Council, Committees and Cabinet,
exceptin circumstances where the public have been excluded as permitted by law. Reporting
means:-

o filming, photographing or making an audio recording of the proceedings of the meeting;

e using any other means for enabling persons not presentto see or hear proceedings at a
meeting as it takes place or later; or

e reportingor providingcommentary on proceedingsat a meeting, orally or in writing, so that
thereportor commentary is available as the meeting takes place or laterif the personisnot
present.

Anyone presentat a meetingas it takes place, is not permittedto carry out an oral commentary
orreportand mustremain seatedthroughoutthe meeting. Thisisto preventthe business of the
meetingbeingdisrupted. Anyone attendingameetingisaskedtoadvise the Head of Democratic
Services that they wish to report on the meeting and how they wish to do so. This is to enable
Democratic Services staff to guide anyone choosingto reporton proceedingstoan appropriate
place fromwhichto beabletoreporteffectively. Anyperson presenttofiimthe proceedingsofa
meeting must respect the wishes of members of the public who do not wishto have theirimage
recorded. For meetings held at the Civic Centre, members of the public are welcome to use the
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Council's public Wi-Fi facilities. Occasionally, meetings take place in venues not run by the
Counciland in such circumstances members of the public are advised to check with the venue
whether Wi-Fiis available.

Press and Media attending

The Pressand Mediaare welcome to attendtoreporton meetings, exceptthosewherethe public
have been excluded in law. Dedicated facilities will be provided as appropriate.

Attending remotely to speak

Where permitted to speak at meetings, and subject to agreementfromthe relevant Chairor the
Mayor, the Council may provide for members of the public to attend virtually or remotely.

Broadcasting of meetings

The Council reservesthe right to film, record and broadcast any public meetings for broader
resident digital engagement in democracy. These will usually be in the Council Chamber or a
committee room at the Civic Centre in Uxbridge but may be at other locations. For those
attendingto speakat any meeting, any statements made willbe recorded, filmed and broadcast
to the general public and also later archived for public use.

The public attending to observe proceedings may be captured on video, but the Council will, as
far as practicable, ensure camera used are pointed away from general public seating areas.
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PART 2 - How decisions are
made & scrutinised

The different governance bodies, their powers and how
they operate
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Chapter 4 - Full Council

About the Full Council

Therole of Full Councilisto act as a forum where all Members meet on areqular basis,
act as a focus for the Authority, discuss and debate issues of importance to the
Borough, decide the Council's budgetary and policy framework and make
constitutional decisions.

There are four types of Council Meeting:

a) the annual meeting;

b) the budget setting meeting;
c) ordinary meetings;

d) extraordinary meetings:

Membership are all 53 Members of the Council and meetings will be conducted in
accordance with the Council's Procedure Rules set out in this part of the Constitution.

Decisions to be made by the Full Council

Budget and policy framework documents

The Full Council is required to approve and adopt the following plans and strategies, or their
successors, which together make up the Council's budget and policy framework:

Budget'and Council Tax including Council tax base
. Council Plan
. Community Safety Strategy
. Development Plan Documents
. Youth Justice Plan (if required)
. Housing Strategy
. Statement of Licensing Policy
. Statement of Gambling Policy

OO~ N —

These willbe approvedaccordingtotheproceduresfor Budgetand Policy Framework Documents
set out in this Chapter. In addition, the Full Council will consider at its annual meeting whether
any additional plans or strategies, both statutory or non-statutory, should be adopted or
approved.

' The budgetincludes the allocation of financial resources to different services and projects, proposed contingency funds, the council tax
base, setting the Council Tax, controlling the Council’s borrowing requirement and capital expenditure in line with CIPFA’s “Prudential Code
for Capital Finance in Local Authorities”, and the setting of virement limits.
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Other decisions reserved to the Full Council

1) To adopt and change the Constitution. Full Council will define the key decisions and
financial thresholds setoutin the Constitutionand also the limits for virementor other
Budgetchangesbythe Leader,the Cabinet, Cabinet Members, Committees or officers.

2) To approve any application to the Secretary of State in respect of any housing land
transfer; (Housing Land Transfer means the approval or adoption of applications
(whetherin draft formor not)to the Secretary of State for approval of a programme of
disposal of 500 or more propertiestoa personorto dispose of land used forresidential
purposes where approval isrequired under relevant legislation)

3) At the annual meeting immediately following the ordinary election of Councillors to
appoint the Leader of the Council;

4) To consider a resolution to remove the Leader from office and appoint a replacement
Leader;

5) Toappoint annually the Mayor and Deputy Mayor of the Borough;

B) To agree and/or amend the terms of reference for committees, deciding on their
composition and making appointments to them;

7) To appoint representatives to outside bodies unless the appointment is an executive
function or has been delegated by the Council;

8) Toadopt anallowances scheme under Part 3 of the Constitution;

9) To determine any changes to the name of the area, to confer the title of Honorary
Alderman or Freedom of the Borough, to confer Civic Honours and Adopted Status to
units of Her Majesty’'s Armed Forces and to confer Freedom of Entry to the Borough;

10) To confirm the appointment and the dismissal of the Head of the Paid Service;

11) To confirm the dismissal of the Monitoring Officer and the Chief Finance Officer;

12) To make, amend, revoke, re-enact or adopt bye laws and to promote or oppose the
making of local legislation or personal bills;

13) To consider those matters referred to it from time to time by the Cabinet, Select
Committees and by other Council committees;

14) To exercise all local choice functions which the Council decides should be undertaken
by itself rather than the Cabinets;

15) Toreceive and consider reports from the Council's three statutory officers;

16) To permit membersof the public to ask questions of the Leader and Cabinet members;

17) To consider Members’ Questions to the Leader/Cabinet Member and debate motions
raised by Councillors, the process of which is to be set outin the Council's Procedure
Rulesin this Chapter;

18) To appoint Champions, upon the recommendation of the Leader, for better
representation of particulargroupsorissuesboth withinthe Counciland communityand
agree their terms of reference.

19) To consider all other matters which, by law, must be reserved to Council.

2 The Council will exercise thoseresidual local choice functions (except for the conducting of best valuereviews)as setoutin Schedule 2 to
the Local Authorities (Functions and Responsibilities) (England) Regulations 2000 as amended insofar as they apply to the Borough and
have notbeen reserved to the Cabinet. The Cabinet has reserved responsibility forexercising those local choice functions setoutin Part 2,
Chapter 5 of the Constitution..
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Budget and Policy Framework Procedure Rules

Consideration of budget and policy framework documents

These rules set out the procedure to be followed for consultation and decision-making of the
Council's budget and policy framework documents set out in this part of the Constitution.

1)

2)

3)

4)

5)

6)

7)

8)

The Cabinetand/orindividual Cabinet Membersareresponsible forthe preparation of the
Council's budget and the various plans and strategies that constitute the Council's
strategic framework.

In preparing the budget and the strategic plans, the Cabinet consults with relevant
stakeholders and partner agencies in the local community.

The Cabinet will publicise atimetable for making proposalsto the Councilfor the adoption
of any plan, strategy or budget that forms part of the policy framework, and its
arrangementsforconsultation afterpublication of its initial proposals. The timetable will
normally? allow a six-week period for consultation on those initial proposals. Select
Committee Chair will be notified of the timetable and will have the opportunity to
investigate, research orreport in detail on the Cabinet's proposals before the end of the
consultation period.

The Cabinet will consider any responses from Select Committees and other consultees
and take themintoaccountindrawingup firm proposals forsubmissiontothe Council. lts
reportto Council willreflectthe comments made by consulteesanditsresponsetothem.

Once the Cabinet has approved firm proposals, the proper officer will refer them at the
earliest opportunity to the Council for decision.

The Council may adopt the Cabinet's proposals, amend them, refer them back to the
Cabinet for further consideration, or substitute its own proposals. Any decision will be
made on the basis of a simple majority of votes cast at the meeting.

If Council accepts the Cabinet proposals without amendment, the Council's decision has
immediate effect. If not, the Council'sdecision is made "in principle"and is subjectto the
Conflict Resolution Procedure, as set out in this Chapter.

Once the decision has been taken by the Council it will be publicised and implemented.

Once plans or strategies have been adopted by the Council, they may be amended by the
Cabinet onlyin the following circumstances-

a) Where itis necessaryto comply with the law or Government guidance.
b) Where the modificationisassessed, onthe advice of officers, tobe of a minornature
and will not effect a significant or fundamental change to the policy.

3 Exceptions may be required where legislative timetables or Government requirements limit the time available.
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Amendments to the Council budget mid-year

Full Council agrees the Council’'s budget each year. This section sets out the rules on when the
budget maybe amendedin-year by the Cabinet, Cabinet Members or Officers. Anyamendment to
the approved budget outside these rules can only be made by the Full Council. The Council's
budgetsinclude the General Fund Revenue Budget, the Housing Revenue Account Budget and
the Capital Budget. These budgets once agreed, may only be amended in accordance with the
following Virement Scheme:

1. The Cabinet may authorise:

a) Virementswithinorbetweenservice budgetsinexcessof the delegated authorityofa
Corporate / Executive Director or Cabinet Members (or where the Corporate /
Executive Director or Cabinet Member does not wish to utilise such authority).

b) Virements between budgets managed by more than one Corporate / Executive
Director or within more than one portfolio areaabove £250,000.

c) Therelease of specific contingency provisions.

d) The release of general contingency provisions to meet unavoidable increases in the
net cost of existing services or capital schemes or to meet new costs not otherwise
provided for.

e) Virementsthatmayresultinthereductionofaservice,if thisisrequiredto ensure that
the budgetis not overspent.

f) Virement between service programmes in the Capital Budget.

g) Virements that increase commitments in future years, irrespective of value.

2. Cabinet Members may authorise (within their portfolio areas):
a) Virements within a service budget from £50,000 to £250,000
b) Virements between service budgets from £10,000 to £250,000
c) Virements within aservice capital programme from £10,000 to £250,000

Cabinet Members should consult the Cabinet Member for Finance and the use of these
delegationsisto be reportedto the Cabinet in writing.

3. ACorporate / Executive Director may authorise (within their service areas):
a) Virements within aservice budget up to £50,000
b) Virements between service budgets up to £10,000
c) Virements within aservice capital programme up to £10,000

Use of these delegationsisto be reported to the relevant Cabinet Member.

4. The Corporate Director of Finance may authorise:
a) Theallocation of sums fromthe inflation provision onthe basis of actual inflation, e.qg.
pay awards, contract price increases.
b) Virementsbetweenbudgetheadsfortechnicalreasonse.g.arisingfromredistribution
of the impact of capital financing, central support cost allocations, accounting
changes or changes of service groupings.

All virements are subject to the agreement of the Corporate Director of Finance.

Use of the Council'sgeneralreserves orbalancesisreservedto theFull Council, asisanyvirement
between the General Fund Revenue Budget, the Housing Revenue Account Budget and the
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Capital Budget. The Full Council may, by way of a resolution, allow the Cabinettouse the general
reserves or balances during a financial year in support of functions designated to the Cabinet.

Where a Select Committee considerthataCabinetdecisioniscontrary tothe framework, it must
seekadvice fromthe Monitoring Officer or the Chief Financial Officer. Regardless of delegations
to the Cabinet,ifitis concluded bythe officersthatit is a departure, the matter mustbereferred
to the Full Councilto endorse,amend or ask the Cabinetto reconsiderinthe light of the officers
advice. The procedureforcall-inisset outinthe Select Committee Call-in Procedure Rules which
are in Part 2 of the Constitution.

Conflict Resolution Procedure - policy framework documents & budget proposals

This procedure setsoutthe stepsto be taken to resolve a conflict between the Council and the
Cabinet on aproposed plan, strategy or budget that isreserved to the Full Council.

1. The Cabinet shall submit draft plans, strategies and budget to the Council for
adoptionrequiredunderthearrangementsforthe approval of thebudget and policy
framework.

2. After consideration of the draft plan, strategy or budget the Council may take one
of the following courses of action:

a) Adopt the plan or strategy or
b) Submit objections to the Cabinet, or
c) Invite the Cabinet to make amendments specified by the Council.
3. If the Councildecidesto take course b)orc)it mustinformthe Leader of the Council

of its objections or proposed amendments together with its reasons and instruct
the Cabinet to reconsider the plan or strategy.

4. The Head of Democratic Services must submit the Council's objections or
amendmentsto a strategy or planwithin 10 working days and to a budget proposal
within 2 working days to a meeting of the Cabinet on receipt of the instruction to
the Leader and must arrange a special meeting of the Cabinet if one is not
programmed within this period.

5. In consideringthe Council'sobjections or proposedamendmentsthe Cabinet may
take one of the following courses of action:
a) Agree arevised draft plan or strategy for submission to the Council.
b) Set out the reasons it disagrees with the Council’s objections or proposed
amendments.

6. Within 10 working days of the meeting of the Cabinet in the case of plans or
strategiesor7 working days for the budget, the Head of Democratic Services shall
submit the revised draft plan, strategy or budget or the statement of reasons for
disagreeing with the Council's objections or proposed amendments to either:

a) anadjourned meeting of the Council;
b) the next ordinary meeting or;
c) aspecial meeting called by the Mayor for the purpose.
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At the Council meeting the Leader or some other member of the Cabinet shall
proposethereviseddraft plan,strategyorbudgetorstatethereasonsthe Cabinet
disagrees with the Council's objections or proposed amendments. No seconder
shall be required

The Council shall considerthereaction of the Cabinetto its previous objections or
amendments and after debate shall make a final decision on the basis of a simple
majority.

In arranging meetings of the Council, the statutorydeadlines shallbe borne in mind and must be
complied with unless the Monitoring Officer advises the Mayor that to do so will not enable the
Council to meet its statutory obligations to set abudget.

Council Procedure Rules & Standing Orders

These rules set out the procedures for Council meetings and debate. They are also
referred to as the Council Meeting Standing Orders or (SO) as set out below:

SO0 1 - Annual Meeting of the Council

1.1

Timing and business

In a year when there is an ordinary election of Councillors, the annual meeting will take
place within 21 days of the retirement of the outgoing Councillors. In any other year, the
annual meeting will take place in May.

The annual meeting will:

(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)

(viii)

(ix)
(x)
(xi)

(xii)
(xiii)

electaperson to preside if the Mayor is not present;

elect the Mayor;

note the appointment of the Deputy Mayor;

receive any announcements from the Mayor and/or Head of Democratic Services
elect the Leader(at the annual meeting immediately following the elections)
note the appointment by the Leader of the Deputy Leader;

note the Members to be appointed to the Cabinet by the Leader;

appoint at least one select committee, a Standards Committee and such other
Committees as the Council considers appropriate to deal with matters which are
neitherreservedtothe Councilnorare Cabinet functions(as setoutin Part 2 of this
Constitution);

agree the scheme of delegation orsuch part of it as the Constitution determinesiit
is for the Council to agree (as set out in Part 2 of this Constitution);

approve a programme of ordinary meetings of the Council for the year (if not
previously approved);

review the operation of the Constitution:

receive [without comment]a statement by the Leader of the Council; and
consider any business set out in the notice convening the meeting.
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1.2

Selection of Councillors on Committees and Outside Bodies

At the annual meeting, the Council will:

(i)

(ii)
(iii)
(iv)
(v)

(vi)

decide which Committees to establish for the municipal year;

decide the size and terms of reference for those Committees;

decide the allocation of seats to political groups in accordance with the political
balance rules;

receive nominations of Councillors and any independent co-opted Members, to
serve on each Committee and outside body.

receive nominations of Councillors to act as substitute members of Committees;
and

appoint to those Committees and outside bodies except where appointment to
those bodies has been delegated by the Council or is exercisable only by the
Cabinet.

SO 2- Ordinary Meetings

Ordinary meetings of the Council will take place at 7.30pm at the Civic Centre, in
accordance with the programme decided by the Council, unless agreed otherwise by the
Mayor. Ordinary meetings will:

(i)

(ii)
(iii)
(iv)
(v)

elect aperson to preside if the Mayor and Deputy Mayor are not present;

approve the minutes of the last meeting;

receive any declarations of interest from Members;

receive any announcements from the Mayor;

(with the exception of the Budget setting meeting) take questions from, and
provide answers to, the public in relation to matters which in the opinion of the
person presiding at the meeting are relevant to the business of the meeting;
deal with any business from the last Council meeting;

receive reports from the Cabinet, Select Committees and the Council’'s other
Committees and take questions and answers on any of those reports;

receive reports about and take questions and answers on the business of joint
arrangements and external organisations;

consider motions;

hear adjournment debates

consider any other business specified in the summons to the meeting, including
consideration of proposals fromthe Cabinetinrelationtothe Council'sbudgetand
policy framework and reports of the Select Committees for debate.

S0 3 - Extraordinary Meetings

3.1

Calling Extraordinary Meetings

Those listed below may request the properofficer to call Council meetingsin addition to
ordinary meetings:

(i)
(if)
(iii)

the Council by resolution;
the Mayor;
the Monitoring Officer
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(iv)  the Chief Finance Officer; and

(v) any five Members of the Council if they have signedarequisition presentedtothe
Mayor and he/she hasrefusedto callameetingorhasfailedto callameetingwithin
seven days of the presentation of the requisition.

3.2 Business

At an extraordinary meeting, the scope of questions and motions shall be limited to
matters arising for consideration at that meeting.

S0 4 - Appointment of Substitute Members of Committees

Substitute members will have all the powers and duties of any ordinary member of the
Committee butwillnotbe able to exercise anyspecial powersorduties exercisable by the
person they are substituting.

Substitute members may attend meetings in that capacity only:

(i) to take the place of the ordinary member for whom they are the designated
substitute;
(ii) where the ordinary member will be absent for the whole of the meeting;

S0 5 - Time and Place of Meetings

The time and place of meetings willbe determined by the Head of Democratic Servicesin
consultation with the Chief Whips and notified in the summons.

The Mayor (or in his/her absence the Deputy Mayor) may in consultation with the Chief
Whips take the following action in relation to meetings:-

Call aspecial meeting and determine a date and time.
Determine a date and time for an adjourned meeting.
Vary the date or time of ameeting.

Vary the venue of a meeting.

P —

a
b
c
d

~_— — —— ~—

Provided that in the event of a disagreement between the Chief Whips the views of the
Chief Whip of the largest Party Group shall prevail.

SO 6 - Notice of and Summons to meetings

The Head of Democratic Services will give notice to the public of the time and place of any
meetinginaccordance withthe Local Government Act 1972 and the Accessto Information
Rules.Atleast five clear days before ameeting, the Head of Democratic Services will send
asummonssigned by him orher by post or electronicmail toeveryMember of the Council
or leave it at theirusual place of residence or otherspecified address. The summons will
give the date, time and place of each meetingand specify the businesstobe transacted,
and will be accompanied by such reports as are available.
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S0 7 - Chair of meeting
The person presiding at the meeting may exercise any power or duty of the Mayor.
S0 8 - Quorum of Full Council

The quorumofa meeting willbe one quarter of the whole number of Members(14). During
any meetingif the Mayor countsthe numberof Members presentanddeclaresthereis not
a quorumpresent,thenthe meeting willadjournimmediately. Remaining business will be
considered at a time and date fixed by the Mayor. If he/she does not fix a date, the
remaining business will be considered at the next ordinary meeting.

SO 9 - Duration of meeting
If a meeting of the Council continues until 10.30pm the Mayor shall invite a Member to
propose that the meeting should continue, and to specify how the remaining business
shallbe dealt with,and in what order. This motion shallbe moved, seconded and put to the

vote, without debate.

Remaining business will be considered at a time and date fixed by the Mayor. If he/she
doesnotfixadate, theremaining businesswill be considered at the next ordinary meeting.

S0 10 - Questions from the Public
10.1  Procedure
Residents of the Borough may ask questions of the Leader of the Council or a Member of
the Cabinet at ordinary meetings of the Council (not including the Annual meeting or the

budget setting meeting), subject to the requirements set out below.

Public Question time will be limited to 30 minutes. Questions will be asked in the order
notice of themwas received, except that the Mayor may group togethersimilar questions.

The Head of Democratic Services will enter each questionin a register open to public
inspectionduringnormal office hoursand willimmediately senda copy of the questionto
themembertowhomitistobe put. Rejected questionswillinclude reasonsforrejection.

Copiesof all accepted questionswill be circulated to all members at the meetingand will
be made available to the public attending the meeting.

10.2 Submitting a question

At any one meetingno person may submit more than 1 questionand no more than 2 such
questions may be asked on behalf of one organisation.

A backgroundinformation document (maximum length 1typed side A4)can be submitted
at the same time as the question for circulation with the agenda.

A question may only be asked if notice has been given in writing or by electronic mail to
the Head of DemocraticServicesandreceived nolaterthan midday, 7working days before
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the day of the meeting. In the case of a bank holiday falling in this period, that day shall
count as a‘working day'.

Each question must give the name and address of the questioner

10.3 Questions that may not be accepted

The Head of Democratic Services may amend or reject a question if it:

isnot fromaresident of the Borough;
is not about a matter for which the local authority has a responsibility, or which
affects the Borough;

e isdefamatory, frivolous or offensive;

e does not contain sufficient detail or information to allow for an informed and
detailedanswertobegivenor,iflocalauthorityresourcesarereferredto, doesnot
provide sufficient detail to allow them to be accurately quantified;

e appears to be overtly’political’ in nature / part of or related to a party political /
election campaign;

e issubstantiallythe same, similar in nature or concerning the same subject matter
as aquestionwhichhasbeen putatameetingofthe Councilinthe past sixmonths;
or

e requires the disclosure of confidential or exempt information as defined in the
Access to Information Rules.

10.3 Asking the question at the meeting

The Mayor willinvite the questionerto put thequestionto the Membernamedinthe notice.
If aquestionerwho has submittedawrittenquestionisunable tobe present, theymayask
the Mayor to put the question on their behalf. The Mayor may ask the question on the
questioner'sbehalf,indicate thata writtenreplywill be given ordecide, in the absence of
the questioner, that the questionwillnot be dealtwith. Thereis no right fora member of
the public present to ask a supplementary question.

10.4 Written answers

Any question which cannot be dealt with during public question time, either because of
lack of time or because of the non-attendance of the member to whom it was to be put,
will be dealt with by a written answer within 5 working days of the meeting.

10.5 Reference of question to the Cabinet or a committee

Unlessthe Mayordecidesotherwise, nodiscussionwill take place onanyquestion, butany
member may move that a matter raised by a question be referred to the Cabinet or the
appropriate Committee or Sub-Committee. Once seconded, such a motion will be voted
on without discussion.
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SO 11- Questions by Members

11.1 On Reports of the Cabinet or Committees

A Member of the Council may ask the Leader or a Member of the Cabinet any question
withoutnotice uponanitemofthereportofthe Cabinetor aCommittee whenthatitemis
being received or under consideration by the Council.

11.2 Questions on Notice at Full Council

Subject toRule 11.3, aMember of the Council may ask a Member of the Cabineta question
on any matter in relation to which the Council has powers or duties or which affects the
Borough.

11.3 Notice of Questions

At ordinary meetings(notincludingthe Annual meeting or the budget setting meeting)of
the Council each Member shall be entitled to ask one question under Rule 11.2 if either:

(a) they have given notice in writing or by email of the question to the Head of
Democratic Services by midday, 7 working days before the day of the meeting.In the
case of abank holidayfallingin this period, that day shall count as a‘working day’; or

(b) thequestionrelatestourgentmatters,theyhave the consentof the Mayoraboutthe
questionandthe content of the questionis giventoHead of Democratic Services by
noon on the day of the meeting.

11.4 Questions that may not be accepted

The Head of Democratic Services may amend or reject a question submitted on notice if
it:

(a) isdefamatory, frivolous or offensive;

(b) doesnotcontainsufficient detail orinformationtoallow foraninformed and detailed
answer to be given or, if local authority resources are referred to, does not provide
sufficient detail to allow them to be accurately quantified;

(c) issubstantiallythe same,similarin nature or concerningthe same subject matteras
aquestionwhichhas beenputatameetingofthe Council in the past six months; or

(d) requires the disclosure of confidential or exempt information as defined in the
Access to Information Rules.

11.5 Order of Questions

The orderof businessforCouncil meetingswill list questionsinthe prioritynotified to the
Head of Democratic Services by the Chief Whip of the relevant Group. Each Group be
entitledtoask a questioninturn,beginningwiththe largest Group followed bythe second
and third Groups.
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11.6  Response and Time Limit for Questions

An answer may take the form of:

(a) adirectoralanswer;

(b) where the desired informationis in a publication of the Council or other published
work, areference to that publication; or

(c) therewillbe atime limit of 45 minutesat each Council meetingfor questions asked
under the provision of Rule 11.2. Any questions not reached shall be answered in
writing within 5 working days of the meeting.

11.7 Supplementary Question

A Member askinga questionunderRule 11.2 may ask one supplementary question without
notice of the Member to whomthe first question was asked. The supplementaryquestion
must arise directly out of the original question or the reply.

S0 12 - Motions on Notice
12.1 Notice

Exceptfor motions which can be moved without notice underRule 13, each Member shall
be entitledtogive written oremail notice of one motion foreach Ordinary Council meeting
(notincludingthe Annualmeeting orthe budget settingmeeting)which mustbe signed by
the Member concerned and delivered to the Head of Democratic Services not later than
midday, 7 working days before the day of the meeting.In the case of a bank holidayfalling
in this period, that day shall count as a ‘working day’. These will be entered in a register
open to publicinspection.

12.2 Scope

Motions must be about matters for which the Councilhas aresponsibility, or which affect
the Borough.

12.3 Motions that may not be accepted

The Head of Democratic Services may amend or reject a Motion submitted on notice if it:

(a) isdefamatory, frivolous or offensive;

(b) if approved would require unlawful action to be taken or action which would be
impossible to implement;

(c) requires the disclosure of confidential or exempt information as defined in the
Access to Information Rules.

12.4 Motion Set Outin Agenda

Motions forwhich notice has been givenwill be listed on the agenda in the order in which
notice was received,unlessthe Membergivingnotice states, in writing, thattheypropose
to move it to alater meeting or withdraw it.
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12.5 Order of Motions

The orderof businessfor Councilmeetingswilllistmotionsinthe priority order notified to
the Head of Democratic Services by the Chief Whip of the relevant Group. Each Group is
entitled to ask a motionin turn, beginning with the largest Group followed by the second
and third Groups.

12.6 |Insufficient Information

The Council will not make a decision on a motion if, in the opinion of the Mayor, there is
insufficient information. Such a motion shall be referred without further debate to the
appropriate decision making body for consideration of a detailed report.

S0 13 - Motions without Notice

The following motions may be moved without notice:

(1

(p)
(q)

to appoint a Chair of the meeting at which the motion is moved;

in relation to the accuracy of the minutes;

to change the order of business in the agenda;

to refer something to an appropriate body or individual;

to appointa Committee or Member arising from an item on the summons for the
meeting;

toreceivereportsoradoption of recommendations of Committeesorofficersand
anyresolutions following from them;

to withdraw a motion;

toamend amotion;

to proceed to the next business;

that the question be now put;

to adjourn adebate;

to adjourn ameeting;

that the meeting continue beyond 3 hours in duration;

to suspend a particular Council procedure rule;

to exclude the public and press in accordance with the Access to Information
Rules;

to not hear further aMember named under Rule 24.3 or to exclude them from the
meeting under Rule 24.4; and

to give the consent of the Council where its consent is required by this
Constitution.

Page 46



SO 14 - Rules of Debate

14.1 No Speeches until Motion Seconded

No speeches may be made after the mover has moved a proposal and explained the
purpose of it until the motion has been seconded.

14.2 Right to Require Motion in Writing

Unlessnotice of the motion has alreadybeen given, the Mayor may require it to be written
down and handed to him/her before it is discussed.

14.3 Seconder’'s Speech

When seconding a motion oramendment, a Member may reserve their speech until later
in the debate. The Member may also, at the moment of secondingamotion oramendment
and reserving their right to speak later, request of the Mayor that they be called to speak
at the conclusion of the debate, albeit priorto those Members exercisinga Right of Reply
as setout in SO14.9. Such arequest shall be granted by the Mayor.

14.4 Contentandlength of speeches

A speech must be relevant to the question under discussion. Except by consent of the
Council the speech of a member moving a motion under Rule 12 shall not exceed five
minutes and other speeches shall not exceed three minutes.

145 When a Member may Speak Again

A Member who has spoken on a motion may not speak again whilst it is the subject of
debate, except:

(a) tospeakonce onanamendment moved byanother Member;

(b) to move a furtheramendment if the motion has been amended since he/she last
spoke;

(c) if his/herfirstspeechwasonanamendment movedbyanothermember,tospeakon
the mainissue(whetherornotthe amendment onwhich he/she spoke was carried);

(d) inexercise of aright of reply;

(e) onapointoforder;and

(f)  byway of personal explanation.

14.6 Amendments to Motions

(a) Anamendment to amotion must be relevant to the motion and will either be:

(i)  to refer the matter to an appropriate body or individual for consideration or
reconsideration;

(ii) toleave outwords;

(iii) toleave out words andinsert or add others; or

(iv) toinsertoraddwords.

as long as the effect of (ii)to (iv)is not to negate the motion.
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(b)

(c)

(e)

14.7

Only one amendment may be moved and discussed at any one time. No further
amendment maybe moveduntilthe amendmentunderdiscussionhas beendisposed
of.

If an amendmentis not carried, other amendments to the original motion may be
moved.

If an amendment is carried, the motion as amended takes the place of the original
motion. This becomesthe substantive motiontowhichany furtheramendmentsare
moved.

After an amendment has been carried, the Mayor will read out the amended motion
before accepting any further amendments, or if there are none, put it to the vote.

Alteration of Motion

(a)
(b)

(c)

14.8

A Member may alter a motion of which he/she has given notice with the consent of
the meeting. The meeting’s consent will be signified without discussion.

A Member may alter a motion which he/she has moved without notice with the
consent of both the meeting and the seconder. The meeting’s consent will be
signified without discussion.

Only alterations which could be made as an amendment may be made.

Withdrawal of Motion

A Member may withdraw a motion which he/she has moved with the consent of both the
meetingandthe seconder. The meeting’'s consentwill be signified without discussion. No
Member may speak on the motion after the mover has asked permission to withdraw it
unless permission is refused.

14.9
(a)
(b)
(c)

Right of Reply

The mover of a motion has aright to reply at the end of the debate on the motion,
immediately before itis put to the vote.

If an amendmentis moved, the mover of an amendment shallhavea right of replyto
adebate on the amendment.

The mover of the original motion shall also have a right of reply at the close of the
debate on the amendment but shall not otherwise speak on the amendment. This
right of reply shall be exercised immediately before the reply by the mover of the
amendment.

14.10 Motions which may be moved during debate

When a motion is under debate, no other motion may be moved except the following
procedural motions:

(a)
(b)
(c)
(d)
(e)
(f)

to withdraw a motion;

to amend a motion;

to proceed to the next business;
that the question be now put;

to adjourn adebate;

to adjourn ameeting;
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(g) thatthe meeting continue beyond 3 hoursin duration;

(h) toexcludethe publicand pressin accordance withthe Access to Information Rules;
and

(i)  tonot hear furthera Member named under Rule 24.3 or to exclude them from the
meeting under Rule 24.4.

14.11 Closure Motions

(a) A Member who has not spoken in the debate may move, without comment, the
following motions at the end of a speech of another Member:

(i) toproceedtothe nextbusiness;
(ii) thatthe question be now put;
(iii) toadjournadebate;or

(iv) toadjournameeting.

(b) If seconded,and providedthat all political groups have had the opportunityto speak
and, in the Mayor’'s opinion, there has been sufficient debate, the following shall
apply:

(i) on a motion to proceed to next business, the mover of the original motion
and/oramendment under discussion will be given the right of replyand avote
will then be taken.

(i) onamotion that the questionbe now put, avote willbe takenimmediately and
if it is passed the mover of the original motion and/or amendment will then be
given theright of reply before avote on the motion oramendment

(iii) on a motion to adjourn the meeting or the debate a vote will be taken
immediately.

14.12 Point of Order

A Member may raise a point of orderat any time. The Mayor will hearthem immediately. A
point of ordermay only relate to an alleged breach of these Council Rules of Procedure or
thelaw. The Member must indicate the rule or law and the way in which he/she considers
it has been broken. The ruling of the Mayor on the matter will be final.

14.13 Personal Explanation

A Member may make a personal explanation at any time. A personal explanation may only
relate to some material part of an earlier speech bythe Memberwhich may appear to have
been misunderstoodinthe presentdebate. Theruling of the Mayor on the admissibility of
a personal explanation will be final.

S0 15 - Adjournment Debate

15.1 Number and Scope

At each ordinary Council Meeting the Mayor may permit not more than two adjournments
debates on pressingissues for which the Council has aresponsibility or which affect the
Borough.ltwillnotbe theintention of anadjournment debate to seekadecision of Council
nor to replace the purpose of Select Committees.
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15.2 Right to Raise an Issue

Therightto proposeanissue fordebate shallbe opentonon-Cabinet Councillors, subject
to notification to the Head of Democratic Services not later than midday, 7 working days
before the day of the meeting. The Mayor shall determine if the matter is appropriate for
debate or should be considered by other means.

15.3 Length of Debate and Speeches

Each debate willbe of up to fifteen minutes durationandthereshallbe uptofive speakers
with each speech not exceeding three minutes.

S0 16 - Call-in of decisions contrary to budget and policy framework

When a decision of the Cabinet, Cabinet Committee or individual Cabinet member has
beencalledin as being contrary to the Policy Frameworkor Budget, orbecause it is a Key
Decision that was not dealt with as such by the Cabinet the procedure as set out in the
Select Committee Procedure Rules, Part 2, Chapter 6 will apply. The Head of Democratic
Services will consult with the Mayor and Chief Whips and agree a date and time for a
Councilmeetingtobe called. When consideringthe date the Mayor, Chief WhipsandHead
of Democratic Services would consider any advice from the Monitoring Officer or Chief
Financial Officerabout timelinessin calling the meetingto comply with statutoryorother
deadlines. Inany event the meeting will be called as soon as is reasonably practicable.

S0 17 - Conflict Resolution Procedure
In the eventthatthereis a conflict betweenthe Counciland the Cabinetin relationto the
Budgetand Policy Framework, the relevant Conflict Resolution Procedure as set out in this
part of the Constitution, Part 2, Chapter 4 will apply.

S0 18 - Previous Decisions and Motions

18.1 Motion to Rescind a Previous Decision

Amotionoramendmenttorescindadecision made ata meeting of Council within the past
six months cannotbe movedunlessthe notice of motionis signed by at least17 Members.

18.2 Motion Similar to One Previously Rejected

A motion or amendment which, in the Mayor’'s judgement, is in similar terms to one that
has beenrejected at a meeting of Council in the past six months cannot be moved unless
the notice of motion oramendmentis signed by at least 177Members. Once the motion or
amendment is dealt with, no one can propose a similar motion or amendment for six
months.
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S0 19 - Voting

19.1 Majority

Unless this Constitution provides otherwise, any matter will be decided by a simple
majority of those Members voting and presentin the Council Chamber at the time the
question was put.

19.2 Mayor's Casting Vote

If there are equal numbers of votes forand against, the Mayor will have asecond or casting
vote. There will be no restriction on how the Mayor chooses to exercise a casting vote.

19.3 Show of Hands

Unlessarecordedvoteis demandedunderRule 19.4, the Mayor will take the vote by show
of hands, orif there is no dissent, by the affirmation of the meeting.

19.4 Recorded Vote

If 7members present at the meeting demand it, the names for and against the Motion or
amendment or abstaining from voting will be taken by roll call and entered into the
minutes.

19.5 Recorded Vote onthe Annual Budget Debate

In accordance with the Local Authorities (Standing Orders) (England) (Amendment)
Requlations 2014, recorded votes will be taken at the annual budget setting meeting on
any motion, amendment to motion or substantive motion regarding the General Fund
Revenue Budget, Housing Revenue Account and Capital Programme.

19.6 Right to Require Individual Vote to be Recorded

Where any Member requests it immediately after the vote is taken, their vote will be so
recordedinthe minutestoshow whethertheyvotedfororagainstthe motion orabstained
fromvoting but reasons will not be given.

19.7 Voting on Appointments

If there are more than two people nominated foranypositionto be filledandthereis nota
clear majority of votesinfavour of one person,thenthe name of the personwith the least
numberof voteswill be taken off the listand a new vote taken. The process will continue
until there is a majority of votes for one person.
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SO 20 - Minutes

20.1 Signing the Minutes

The Mayor will signthe minutes of the proceedings at the nextavailable ordinarymeeting.
The Mayor will move that the minutes of the previous meeting be signed as a correct
record. The only part of the minutes that can be discussed is their accuracy.

20.2 No Requirement to Sign Minutes of Previous Meeting at Extraordinary Meeting

Whereinrelationto any meeting, the next meeting forthe purpose of signing the minutes
isameetingcalledunder paragraph 3of schedule 12 to the Local Government Act 1972 (an
ExtraordinaryMeeting), thenthe next followingmeeting(beingameeting called otherwise
than under that paragraph) will be treated as a suitable meeting for the purposes of
paragraph 41(1)and (2) of schedule 12 relating to signing of minutes.

20.3 Form of Minutes

Minutes will contain all motions and amendments in the exact form and order the Mayor
put them.

S0 21-Discussion of Officers and matters affecting persons employed

If any questionarisesatameetingrelatingtoanemployee's salaryor conditions of service
or disciplinary action taken against an employee such question shall not be the subject of
discussionuntilithasbeendecidedwhethertoexcludethe pressand public. No question
relating to the conduct of an employee shall be considered by the Council unless such
question has first been considered by the decision-making body having primary
responsibility and upon such question first beingraised by amember at a meeting of the
Council it shall immediately stand referred to the body having primary responsibility for
consideration and report. The employee concerned shall have the right, should such
employee sodesire,toattendandberepresentedbefore abodyconsideringthematterto
state the employee's case.

S0 22 - Record of Attendance

22.1 SigningIn

AllMembers present during the whole or part of a meeting must sign their names on the
attendance sheets before the conclusion of every meeting to assist with the record of
attendance.

22.2 Valid Attendance

For an attendance to be considered valid the Member:

e must be a Member of the committee, sub-committee, panel, working group etc that
theyare attending

e mustbepresentforatleast50% of theitemsonthe agenda,(excludingstandard items
suchas‘Apologies’,'Minutes’and’Declarations of Interest’), unless given leave to depart
earlier by the Chair of the meeting.
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S0 23 - Exclusion of the Public
Members of the public and press may only be excluded either in accordance with the
Access to Information Rules in this Constitution or the Standing Order 25 below
(Disturbance by the Public).

S0 24 - Members Conduct during Council meetings

24.1 Standing to Speak

Whena memberspeaks at Full Councilthey must stand and address the meeting through
the Mayor, unless he/sheisgivendispensation byreason of special circumstances. If more
than one Member stands, the Mayor will ask one to speak and the others must sit. Other
members must remain seated whilst a Member is speaking unless they wish to make a
point of order or a point of personal explanation.

24.2 Mayor Standing

When the Mayor stands duringa debate, any Member speaking at the time must stop and
sit down. The meeting must be silent.

24.3 Member Not to be Heard Further

If a Member persistently disregards the ruling of the Mayor by behaving improperly or
offensively or deliberately obstructs business, the Mayor may move that the member be
not heard further. If seconded, the motion will be voted on without discussion.

24.4 Member to Leave the Meeting

If the Member continues to behave improperly after such a motion is carried, the Mayor
may move that eitherthe Memberleavesthe meetingorthat the meetingis adjourned for
aspecified period. If seconded, the motion will be voted on without discussion.

24.5 General Disturbance

If there is a general disturbance making orderly business impossible, the Mayor may
adjourn the meeting for as long as he/she thinks necessary.

S0 25 - Disturbance by the Public

25.1 Removal of Member of the Public

If a member of the public interrupts proceedings, the Mayor will warn the person
concerned. If they continue to interrupt, the Mayor will order their removal from the
meeting room.
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25.2 Clearance of Part of Meeting Room

If there is a general disturbance in any part of the meeting room open to the public, the
Mayor may call for that part to be cleared.

S0 26 - Suspension and amendment of these Council procedure rules

26.1 Suspension

All of these Council Rules of Procedure except Rule 19.6 and 20.2 may be suspended by
motionon notice or without notice if at least one half of the whole number of members of
the Council are present. Suspension can only be for the duration of the meeting.

26.2 Amendment

Any motiontoadd to,vary orrevoke these Council Rulesof Procedure will, whenproposed
and seconded, stand adjourned without discussion to the next ordinary meeting of the
Council.

S0 27 - Remote or virtual meetings

In respect of remote meetings where provided for by law, the Council may pass a
continuing motiontovary, revoke orupdate these Standing Orders to facilitate the remote
transaction of any business and voting.
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Chapter b - Executive decision-making

The Cabinet is the Council's top leadership team, making the key decisions on Council
services, finances, council projects and policies. It comprises the Leader of the
Council and individual Cabinet Members, who may also make decisions. This part of
the Constitution is also known as the Cabinet Scheme of Delegations.

About the Leader and Cabinet

The Leader and Cabinet Members comprising the Cabinet are the Council's Executive. The
Executiveisresponsibleforundertakingall of the Council'sfunctions, exceptforthose functions
(specifiedinPart2,Chapters6-13)thatare reservedtothe Counciland thatare undertakenbythe
Full Council or delegated to committees, sub-committees, other bodies or officers. When the
Executive meet collectively,itis known as “the Cabinet”.Individual councillors thatare members
of the Executive are known as “Cabinet Members”.

In practice, this means that all major service, financial, contract and policy related decisions by
the London Borough of Hillingdon are taken by the Cabinet and/or Cabinet Members.

Election of Leader

The Leaderwillbe a Councillorelected at the annual meetingimmediately following the ordinary
election of Councillors every 4 years to the position of Leader of the Council. The Leader holds
office until:

1. heorsheresigns from office; or

2. heorsheissuspendedfrombeingacouncillorunderPartlll of the Local Government Act
2000 (although he or she may resume office at the end of the period of suspension); or

3. heorsheisnolongeracouncillor;or

4. he orsheisremoved from office by a resolution of the Full Council: or

Any Leader appointed other than at the Annual Meeting immediately following the ordinary
election of Councillors shall hold office until the next Annual Meetingimmediately following the
ordinary election of Councillors.

Appointment or dismissal of Cabinet Members
(a) The Leader shall appoint other Cabinet Members. Cabinet Members hold office until:

1. theyresign from office; or

2. theyaresuspendedfrombeingcouncillorsunderPartlll of the Local GovernmentAct 2000
(although they may resume office at the end of the period of suspension); or

3. theyare nolonger Councillors; or

4. theyare removed from office by the Leader.

(b) As circumstances require and to cover planned and unplanned absences, the Leader may
assign Cabinet portfolioresponsibilitiesfromone Cabinet Memberto anotherand will notify the
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Head of Democratic Services where this arrangement is intended to last for more than four
weeks.

(c) The Leader will designate one of the Cabinet Members to be the Deputy Leader.

Appointment of Cabinet Assistants

OtherMembers of the Council may, from time to time, be designated by the Leaderand notified
as such to the Head of Democratic Services as a Cabinet Assistant for a particular activity or
range of activities. Such a Member will not be a Cabinet Member and cannot make executive
decisions, but will work with the relevant Cabinet Member. The Leader of the Council will make
arrangements for, determine and review from time to time a protocol relating to the roles and
responsibilities of Cabinet Assistants.

Size of the Cabinet
The Cabinet may comprise a minimum of 3 Councillors and amaximumof 10 Councillorsincluding

the Leaderof the Council (these arethe minimum and maximumrequirementsinlaw). The Leader
may vary the number of Cabinet Members within these parameters at any time.

Current Cabinet membership, names and portfolios assigned

The Leader of the Council is Councillor lan Edwards. The following Councillors have been
appointed by the Leader to be Deputy Leader and also Cabinet Members with their respective
portfolio responsibilities:

NAME CABINET PORTFOLIO

1 Councillor lan Edwards Leader of the Council, Chair of the Cabinet

2 Councillor Jonathan Bianco Deputy Leader of the Council, Vice-Chair of the
Cabinet & Cabinet Member for Property, Highways &
Transport

3 Councillor Martin Goddard Cabinet Member for Finance

4 Councillor Susan O'Brien Cabinet Member for Children, Families & Education

5 Councillor Jane Palmer Cabinet Member for Health & Social Care

6 Councillor Eddie Lavery Cabinet Member for Residents’Services

7 Councillor Douglas Mills Cabinet Member for Corporate Services

Restrictions on other Councillors

Councillors who are not members of the Cabinet cannot make any executive decisions, nor can
they act as substitute or deputy Cabinet members. In the absence of Cabinet Members, the
Leader and/or Deputy Leader will act on their behalf or determine which Cabinet Member will
cover an absent colleague’s responsibilities.
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Principles of executive decision-making

The arrangements for the discharge of executive functions are set out in this part of the
Constitution which is also known as the Cabinet Scheme of Delegations. To underpin the
principles of greater accountability and transparency in decision-making, all currently known
delegations to the Cabinet and Cabinet Members are set out in this section. All anticipated key
decisionsandotherdecisionswherepracticable, following fromthesedelegations, will be set out
in the Council’'s Forward Plan for public notice.

Delegation of executive functions
Executive functions may be discharged by:

1) the Cabinet asawhole;

2) acommittee of the Cabinet(Cabinet sub-committee);
3) anindividual member of the Cabinet;

4) an officer;

5) jointarrangements; or

8) anotherlocal authority.

If any arrangements for the discharge of executive functions are not set out within this
Constitution, then the Leader may decide how they are to be exercised and who they are
delegatedto.Where the Leader seeksto withdraw delegation froma committee of the Cabinet,
notice will be deemed to be served on that committee when he/she has served it on its chair.

Cabinet, asawhole, may also delegate its functions to:

1) acommittee of the Cabinet(Cabinet sub-committee);
2) anindividual member of the Cabinet;

3) an officer;

4) jointarrangements; or

5) anotherlocal authority

Evenwhere executive functionshave beendelegated, that fact does not prevent the discharge
of delegated functions by the person or body who delegated.

Changes to executive powers

The Leader may review and make new arrangements forthe discharge of the executive functions
at any time. This may, for example, include changes to Cabinet portfoliosand the decisions the
Cabinet Members can make.

However,the Leader cannot approve alterationsto the definition of key decisions, key financial
decisions and any financial thresholds in the Council’'s Constitution, of which any decision to
changeisreservedbyFull Council. The Leadercannotapprove any decision, including those that
are statutory and legislative, which fall within the remit of Full Council.

Where the Leader makes any new arrangements for executive functions, either atemporary or
permanent basis, the Leader will notify the Head of Legal Services and Head of Democratic
Services in advance of any proposed changes made. This will ensure that:
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1) AllCouncillors are informed of those alterations;

2) The Constitution is amended accordingly;

3) The alterations are published; and

4) A reportis made annually to the Full Council on the changes that have been made during
the previous twelve months.

Acting within the Policy and Budget Framework
As set outin the Budget and Policy Framework Procedure Rules set out in the Constitution.

1) TheCabinetand/orindividual Cabinet Membersareresponsible forthe preparation of the
Council's budget and the various plans and strategies that constitute the Council's
strategic framework.

2) In preparing the budget and the strategic plans, the Cabinet consults with relevant
stakeholders and partner agencies in the local community.

3) TheCabinetis also requiredtoconsultwiththerelevant Select Committee atappropriate
stages in the formulation of budgetary and strategic plans, and to give proper
consideration to the Select Committee responses. In this respect, the Cabinet needs to
give advance notification to Select Committees to allow the consideration of draft plans
and strategies to be built into their scrutiny work programme.

4) Havingconsideredtheviewsandrecommendations of therelevant Select Committee (and
also outside stakeholders and agencies), the Cabinet will then present the budget, plans
and/or strategies to the Full Council for adoption.

Officer Advice, Reports and Briefings

Officersareresponsible for providingprofessionaladvice to the Cabinetand or Cabinet members
who will be taking a decision. This may take the form of a report setting out the issue, policy
context, options available, results of consultation, any legal or financial considerations, and
professional advice. It may be a briefing giving more detailed background information. All such
written material is made available to publicinspection,as longas it is not confidential orexempt
under Access to Information provisions.

Consultation

All reports to the Cabinet from any member of the Cabinet or an officer on proposals relating to
the budget and policy framework must contain details of the nature and extent of consultation
with stakeholdersandrelevant Select Committee, and the outcome of that consultation. Reports
about othermatterswill setout the detailsand outcome of consultationasappropriate. The level
of consultation required will be appropriate to the nature of the matter under consideration.

Conflicts of Interest

Where the Leader has a conflict of interest this should be dealt with as set outin the Council’s
Code of Conduct for Members in this Constitution.

If everymember of the Cabinet hasa conflict of interestthisshould be dealt withassetoutinthe
Council’s Code of Conduct for Members in this Constitution.
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If the exercise of a Cabinet function has been delegated to a committee of the Cabinet, an
individual member or an officer, and should a conflict of interest arise, then the function will be
exercised in the first instance by the person or body by whom the delegation was made and
otherwise as set out in the Council's Code of Conduct for Membersin this Constitution.

Local choice functions delegated to the Executive

Some responsibilities of the Council set outin law may be discharged by different bodies of the
Council. In Hillingdon, it agreed that the following local choice functions should be the
responsibility of its Cabinet or delegated accordingly:-

1)

2)

3)
4)

5)

6)

Anyfunctionunderalocal Act unlessthe Act in question specifiesthatthe function must
be discharged by the Full Council or the function is a licensing, consent, permission or
registration function.

The determination of an appeal against any decision made by or on behalf of Hillingdon
provided that it does not relate to an application for a licence, approval, consent,
permission or registration. (Hillingdon has an existing Registration and Appeals
Committee which determines both statutory and non-statutory appeals).

The making of arrangements to hear appeals against the exclusion of pupils.

The making of arrangements for appeals by governing bodies.

The following functions involve a combination of delivery and implementation of
Hillingdon's policy, direct reqgulation of persons and policy and strategy development;

(a) Anyfunction relating to contaminated land

(b) Thedischarge of any functionrelatingto the control of pollutionorthe management of
air quality

(c) The service of an Abatement Notice in respect of a statutory nuisance

(d) The passing of a resolution that Schedule 2 to the Noise and Statutory Nuisance Act
1993 should apply in Hillingdon

(e) The inspection of Hillingdon to detect any statutory nuisance

(f) Theinvestigation of any complaint as to the existence of a statutory nuisance.

These functions are to be the responsibility of Hillingdon's Cabinet unless theyinvolve:

(a) determininganapplication froma personfora licence,approval, consent, permission
or registration;

(b) direct regulation of a person(which would for example, encompass the service of an
Abatement Notice in respect of a statutory nuisance);

(c) enforcement of anylicence, approval, consent, permission, or registration.
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7) Theobtainingof informationunder Section 330 of the Town and CountryPlanningAct 1990
as apreliminary to the exercise of powers to make a compulsory purchase order.

8) The obtaining of particulars of personsinterested inland under Section 16 of the Local
Government(Miscellaneous Provisions)Act 1976 as a preliminaryto the exercise of powers
to make acompulsory purchase order.

9) The making of agreements for the execution of highway works.
10) The followingappealsfunctions, to be determined by the relevant Cabinet portfolio holder:

(a) appeals against decisions to charge for home care and day care services.

(b) appeals against decisions to refuse student awards.

(c) appeals against decisions to refuse free travel from home to school or college.

(d) appealsin relation to the amount of discretionary rate relief and/or the reduction or
remission of rates.

How Cabinet meetings operate

Executive decisions which have been delegated to the Cabinet as a whole will be taken at a
Cabinet meeting convenedin accordance with the Rules on Access to Informationin Chapter 17
of the Constitution. Where Cabinet decisions are delegated to a committee of the Cabinet, the
rules applying to Cabinet decisions taken by them shall be the same as those applying to those
takenby the Cabinetas awhole.The followingrulesapplyequallyto meetings of the Cabinetora
sub-committee of the Cabinet.

Where and where?

The Cabinet will meet as often asrequired at times to be agreed by the Leader, but will usually
meeton amonthlybasis. The Cabinet shallmeetat the Council's main offices oranotherlocation
to be agreed by the Leader. Where provided for by law, the Leader of the Council may determine
whether to hold such meetings and take executive decisions remotely or virtually.

Attendance at and speaking at Cabinet meetings

e The Leaderand Cabinet Members attend Cabinet meetings as voting Cabinet Members.

e ACabinetAssistant,Champion or Borough Advocate may attend and speak(butnot vote)
atany Cabinet meetingonissueswithinthe portfolio thatare discussed with the approval
of the Chair(Leader).

e TheChief Whip of the Majority Party may attend Cabinet meetingsand speak, but notvote
onanyitemunder discussion.

e With the permission of the Chair (Leader), Chair or in their absence Vice-Chair of Select
Committees may attend meetings of the Cabinet and speak (but not vote) on any item
previouslyconsidered bytheir Committee -to presenttheviews of the Committee rather
than a personal view.

e Where a Cabinet Member has referred a Cabinet Member petition to the Cabinet to
consider, then public speaking rights apply as set out in the Council’s Petition Scheme in
this Constitution.
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Quorum of a Cabinet meeting

The quorum for a meeting of the Cabinet, ora committee of it, shall be one quarter of the total
number of members of the Cabinet, or 3, whicheveris the larger.

The Chair

If the Leaderis presenthe/she will preside.Inhis/herabsence, the DeputyLeaderwill preside. If
neitherthe Leadernorthe DeputylLeaderare present, executive memberswillappointamember
fromthose present to preside at the meeting.

The agenda

At each meeting of the Cabinet the following business will be conducted:

1)
2)
3)

4)
5)

consideration of the minutes of the last meeting;

declarations of interest, if any;

mattersreferredtothe Cabinet(whetherby a Select Committee, Audit Committeeorby the
Council)forreconsideration bythe Cabinetinaccordance with the provisions containedin
the Select Committee Rules in Part 2, Chapter 6 or the Budget and Policy Framework
Procedure Rules set out in Part 2, Chapter 4 of this Constitution;

consideration of reports from Select Committees; and

Matters set outin theagendaforthe meetingfromthe Forward Plan, or any otherurgent
key decisionsor otherdecisionsinaccordance with the Access to Information Procedure
rules.

The Leader will decide upon the schedule for the meetings of the Cabinet. The Head of
Democratic Services will place items on the agenda of a Cabinet meeting or a meeting of a
Cabinet Committee following arequest from:-

1)
2)
3)
4)

5)
6)
7)
8)

The Leader.

Any Member of the Cabinet.

The Full Council.

Select Committees. Only one item, which is referred, by each Committee is to be
permitted for each Cabinet meeting or ameeting of a Cabinet Committee.

The Chief Executive.

The Monitoring Officer.

The Chief Finance Officer.

Audit Committee
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Key decisions & Public Notice of them (Forward Plan)

The Chief Executive, in consultation with the Leader and Cabinet Members, is responsible for
updating and publishing adocument called the ‘Forward Plan’on a reqular basis setting out the
Key Decisionsto be made in accordance with the Ruleson Accessto Informationin Chapter17 of
this Constitution. Thisdocument provides foradvance publicnotice of KeyDecisionsto be taken
by the Cabinet, Leader and Cabinet Member or an Officer.

To be more transparent, the Council will also publish many non-Key Decisions on the Forward
Plan, usually those to be taken by the Cabinet and Individual Cabinet Members.

Where a Key Decision is not included in the Forward Plan without giving the prescribed public
notice, the decision may be taken, subject to the general exception and special urgency
provisions set out in the Rules on Access to Information in Chapter 17 in this Constitution.

Definition of Key decisions

The Cabinet collectively will be responsible for taking the key decisions and key financial
decisions as defined below:

1) Developing proposals that require the Council to amend its policy framework.

2) Decisionsresultingincost/savingsoutside of existing budget that exceed the following
thresholds:-
(a) 10% of the annual revenue budget for aservice or any proposals in excess of
£500,000.
(b) variations to capital schemes on programmes in excess of £250,000in any one
year.

3) Decisions which have a significant impact on two or more wards as defined below:-
(a) where the outcome will have a significant impact on the well- being of the
community or the quality of service provided to a significant number of people
living or working in an area.
(b) Where ‘Communities of Interest’as well as geographic areas are affected
significantly, e.g.young people by the closure of ayouth centre.

Key decisions can also be made, where necessary or specifically delegated to, by the Leader,
Committees of the Cabinet, individual Cabinet Members or Officers.

Page 62



Cabinet decision-making

Responsibilities of the Cabinet

The Cabinet has overall responsibility for the preparation of the budget, and the policy and
financial frameworks, which are to be adopted by the Full Council. In discharging these overall
functions and responsibilities, the Cabinet is responsible for the following:

1)

2)

3)

Leadership in these areas:

(a) proposing policy development, changes and new policy;

(b) articulating existing Council policy to other organisations;

(c) commentingon proposalsfrom otherson behalf of the Council, including through the
media;

(d) influencingothers, includingthe media, in order to promote existing Council policy or
matters reasonably collateral to it;

(e) ensuring the Council has a programme for continuous improvement of its services.

Partnership working with any or all other organisations who can assist the Council to
achieve its stated objectives or where collaboration benefits those who live in, work or
visit Hillingdon; othersinvolvedin community planning and the formation of partnerships
with other local public, private, voluntary and community organisations to address local
needs.

Toreqularly monitor the performance and development of Council services.

How Cabinet decisions are made

The Cabinet makes decisions in the following circumstances:

1)
2)

3)

4)

matters reserved to the Cabinet as set out below, including key decisions.

matters delegated to individual Cabinet members where, in any particular case, the
Leader directs that the decision should be reserved to the Cabinet;
mattersdelegatedtotheindividual Cabinetmemberswhere the relevantCabinet member
decides to refer any particular matter to the Cabinet for decision; and

matters referred to the Cabinet by individual Cabinet Members following call-in by the
relevant Select Committee.

Where aCabinetdecisionisrequired(oradecisionbyacommittee of the Cabinet), officers check
whetherit is included in the Forward Plan so that it has complied with the required period of
public notice. The following procedure applies to decisions to be made by the Cabinet:

1)

2)

3)

Democratic Services is notified and the item placed on the agenda for the next Cabinet
meeting. The agendaisthen published givingat least fiveclear days'notice of the meeting,
and Select Committee members are notified.

The decisionis thenmade by the Cabinet. The decisionis recorded and published as soon
as reasonablypracticable in accordance withthe Accessto Information Procedure Rules.
Thereisarightforakey decisionto be called-in. If thisright is exercised, thenthe Select
Committee Call-in Procedure Rules in the Constitution will apply.
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Where a decision is urgent, not on the Forward Plan and is a Key Decision, then the Rules on
Access to Information in Chapter 17 will apply in considering the decisions.

Decisions to be taken by the Cabinet collectively

1)
2)

3)

7)
8)

10)

1)
12)
13)

Key decisions as defined in this Constitution.

Considerationofanyreport prepared byan external organisationinto the performance
of the Council whether in general or in relation to a particular case, including the
Council'sresponse to it. Cabinet Member sign-off may be given to such inspectionsin
urgent cases as set out under the delegations to Cabinet Members.

Closure of, or significant reduction in provision of, any Council service. Where the
decisionis one,which willinvolve a significant change inthe manner of Council service
provision.

The fixing of fees and charges for Council services.

Granting or withdrawing financial support to any external organisation, except where
under agreed initiatives delegated to the Leader or Cabinet Member.

Writing off any bad debt in excess of £50,000, unless the Council has within the last 3
years already written off debts for the person/ organisation concerned totalling that
amount in which case any further write off would be a key decision.

The exercise of the Council's compulsory purchase powers.

Authoritytoapply forfunding fromany externalbodywhich if successfulwould require
Councilmatched funding eitherrevenueorcapital, and agreement to the final scheme.
Consideration of any policy and budget framework documents which are to be the
subject of arecommendation to Full Council.

Where the Mayor on advice from the Head of Paid Service and/or Monitoring Officer
and/or Chief Finance Officer is of the view that the matteris one which ought properly
to be treated as a key decision, and informs the proper officer to that effect at least 6
weeksbeforethedecisionisin the opinion of the Monitoring Officer likely to be taken.
To approve Supplementary Planning Documents.

To determine school organisation proposals where objections have been received.
Decisionsoncontracts, tenders, landand property mattersrequiring Cabinetapproval,
as set outin the Rules on Procurement and Property set out in this Constitution.

Limits on Cabinet decision-making

Cabinetwill not have responsibilityfor any functions that are non-executive innature and those
functions which have been reserved to Full Council, Council committees or officers as set out
furtherin Part 2 of this Constitution.
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Cabinet Member decision-making

In dischargingany functionsthathave beendelegated,aCabinet member mustact lawfully. This
means that the Cabinet member must act within the scope of the authority that is delegated to
himor herinaccordance with any limits withinthe delegation, this constitution, Council policies,
procedure rules and the Members Code of Conduct.

There are occasions when matters affect more than one Cabinet Member portfolio; on such
occasionsthe Cabinetmembers concernedactinconjunctionwithoneanother. This section sets
outthe generalresponsibilities of all Cabinet members. The Leader willalso set out the portfolios
and specific delegationstoindividual Cabinet memberswhich are set outlaterin this Chapter. All
Cabinet Members have responsibility for the following functions:

Budget

To monitor service budgets within portfolio, ensuring corrective action prevent
overspends;

To recommend to Cabinet an appropriate level of fees and charges for services
appropriate for their portfolio area.

Toagreevirementsassetoutinthe Budgetand Policy Framework Procedure Rules which
can be found in Part 4 of the Constitution.

Toreceive regular reports on the budgets for their portfolio area

Torecommend to Cabinetthe submission of bids from their portfolio area for additional
resources from Government and other agencies.

Torecommend to Cabinet capital and revenue bids for their portfolio area.

To agree for their portfolio area and on the recommendation of the appropriate Chief
Officer compensation paymentsabove £1,000 underthe Council's complaints procedure
or the request of the Ombudsman.(below that level will be delegated to officers).

To make bids for external funding where there is no requirement for a financial
commitmentfromthe council,in consultation with officers, the Leaderofthe Counciland
Cabinet Member for Finance.

Service Planning and Delivery

1)

2)
3)

To determine which proposals for alterations to service provision within their portfolio
areashould be reported to Cabinet for adecision.

To monitor the performance of services and benchmarking.

To agree service specific strategies and action plans and to agree proposals for
enhancements and alterations to service provision within their portfolio area subject to
beingin-line withthe council’s policy frameworkand costs being contained withinagreed
budgets(wheresuchstrategies, plansand service changes covermore than one-portfolio,
to also be agreed with the relevant Cabinet Member and the Leader of the Council)

To determine priorities and where appropriate agree the reallocation of approved
resources for the delivery of services in their portfolio area, in conjunction with the
appropriate Chief Officer.
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5) To make suggestions for future policy initiatives and for amendments for the policy
framework in their portfolio area, for consideration by the Cabinet and Council.

B) Toreceiveinternalauditreportsfortheirportfolioareaandto make recommendationsto
Cabinet for changes to the service as appropriate.

7) To consider any inspection report by an external agency and make recommendations to
the Cabinet where appropriate. In cases where an externalagency requires the Council's
urgent consideration of an inspection report and thereis no Cabinet meeting scheduled,
therelevant Cabinet Member and the Leader of the Council may receive and considerthe
inspectionreport, give signed approvalto the Council'sresponse and ensure Members are
notified as appropriate. The Cabinet Member may also give permission for an alternative
Member-level meeting or Select Committee to formally receive the inspection report on
behalf of the Council, though such a meeting will not be able to sign-off the Council's
response to the inspection.’

8) To monitor the performance of services and benchmarking and to receive reports on
these within their portfolio responsibilities.

9) Toensureservicescontributetothe PublicHealth priorities of the Councilin accordance
with the Public Health and Social Care Act 2012.

Land and Property

10) To consult with Cabinet Member for Property, Highways & Transport on any land or
propertyrelated matter or decision required.

11) To make best use of land and property within their portfolio and to report to the Cabinet
land and properties declared surplus to requirements of their services.

12) To make recommendations to Cabinet for use within their portfolio area of properties
declared surplus to requirements by other services.

13) To submit planning applications for projects and proposals within their Portfolio area
subject to the projects and proposals being in line with the policies and budget of the
Council.

14) To make decisionswiththe Cabinet Member for Property, Highways and Transport, where
setoutinthe Rules on Land & Property Mattersin Part 3 of the Constitution.

Tenders and Contracts
15) To make decisions on tenders and contractual matters as set out in the Rules on
Procurementin Part 3 of the Constitution.

Partnerships and Consultation

16) To review resident satisfaction and consultation with partners in their portfolio area.

17) In consultation with the Cabinet Member for Corporate Services to promote effective
partnerships between the Council and all other bodies and agencies affecting the
community for their portfolio area.

Miscellaneous

18) To deal with petitionsin their portfolio areain accordance with Council procedure.
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19) To recommend to the Cabinet, responses to be made to consultation documents from
Government, GLA, LGA, London Councils and other bodies affecting their portfolio area.

20)In consultation with the Leader to approve and sign consultation responses on behalf of
the Councilin urgent caseswhere thereisno Cabinet meeting timetabled to considerthe
responses, andinsuch cases toinform Opposition Leader(s)and the Chair of the relevant
Select Committee of the responses when signed off.

21) To make recommendations to Cabinet and Council for revisions to officer delegations
within their portfolio area.

22)To make recommendations to Cabinet on Select Committee reports that are being
presented in their portfolio area.

23)To attend Select Committee meetings when so required by these committees.

24)To meet all reasonable requests for information made by those Select Committee
members.

25)To determine and hear appeals against any decision made by or on behalf of Hillingdon
Council as set out in Appendix A to the Cabinet Scheme of Delegations.

26)In conjunction withtherelevant Officer, to sign off expenditure forapprovedInitiatives as
agreed by the Cabinet.

How decision-making by Cabinet Members operates

Where an executive decision is required, officers check whether it is included in the Forward
Plan. Where it is for decision by an individual member, the following procedure applies:

1) Thereport dealing with the matter upon which the decision is needed, will be sent to the
relevant Cabinet member.If the Cabinet memberisto make a key decision, he/she will not
make the decision until at least five clear days after receipt of that report.

2) Onthe givingof a reportto the Cabinet member, the personwho preparedthe report will
giveacopy of it to the Chair of everySelect Committee as soon as reasonably practicable,
and make it publicly available at the same time.

3) Adecisionisthenmade by the Cabinet member. The Head of Democratic Services will be
instructed to prepare arecord of the decision, reasons for it and any alternative options
consideredandrejected. The decisionwill be published as soonasreasonably practicable.
Therefore, the provisions of the Access to Information Procedure Rules (inspection of
documents after meetings) will also apply to the making of decisions by individual
members of the Cabinet. This does not require the disclosure of exempt or confidential
information.

4) Thereisarightfora keydecisionmade by an individual Cabinet memberto be called-in. If
this right is exercised, the Select Committee Procedure Rules of the Constitution will
apply.

5) Where a Key Decision, to be taken by the Cabinet Member is not included in the Forward
Planwithout giving the prescribedpublicnotice, the decision maybe taken, subjecttothe
general exception and special urgency provisions set out in the Rules on Access to
Information in Chapter 17 in this Constitution.
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Leader of the Council

Service portfolio

Directorate and Service areas the Leaderis responsible forand where the Corporate Director
responsible and Officers within will report directly to:

Chief Executive All Corporate & Executive Directors

Central Services Directorate Democratic Services

Corporate Communications

Resources Directorate Financial strateqgy / MTFF

Strategy and policy

1)

2)

3)

4)

6)

7)
8)
9)

To be responsible for the principal policy and financial direction of the Council.

To represent the Council in the community and in negotiations with the Government and
regional, nationalandinternational institutionsand organisations, reporting to Cabinet as
necessary.

To be responsible for the overall management structure of the Council, in consultation
with the Chief Executive.

To approve the workforce establishment and any growth in posts whether temporary,
permanent or provided by agency staff

To ensure the continuous improvement of Council services and their efficient delivery.

To approve Council Initiatives and approve grants for such initiatives to be issued by
appropriate officers.

To ensure that the Council delivers on its Climate Change pledge.
To agree the priorities for the use of funds from planning obligations.

To agree or amend official codes of practices and guidance.

Decision-making powers

10)

1)

12)

13)

To take responsibility for or to assign responsibility to one or more Cabinet portfolio
holders forissuesnot specifically allocated in these delegations orinvolving one or more
portfolio holder.

To exercise any executive function not otherwise allocated to either the Cabinet or any
other individual Cabinet member, or to delegate such functions to another Cabinet
member, acommittee of the Cabinet, or to an officer.

ToauthoriseanotherCabinetMember, includingthe Leader of the Council, to deputise and
make decisions on behalf of any other Cabinet member in that person’s unavailability or
absence.

To amend the Cabinet Scheme of Delegations, other than approve alterations to the
definition of key decisions, key financial decisions and any financial thresholds in the
Council's Constitution, of which any decision to change is reserved by Full Council.
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14) To monitor the operation of the Council's overall governance and decision-making

15)

16)

17)

18)

19)

structure and make recommendations to the Cabinet and Council as appropriate.

To be responsible for the resolution of differences of opinion between portfolio holders
acting within their delegated powers and reporting to Cabinet as necessary.

To resolve any dispute over the spending of Ward Budgets after consultation with other
PartyGroup Leaders, where appropriate.Toalsoapprove spending of the Ward Budget for
the Ward represented by the Cabinet Member for Corporate Services.

In conjunction with the Cabinet Member for Property and Infrastructure and the relevant
Chief Officer, to oversee the acquisition, development, use and disposal of land and
property assets across all Cabinet portfolios.

Where there are extenuating medical or other circumstances, the Leader of the Council
may review and amend, on an individual basis, the Housing Allocation Policy, in
conjunction with the delegated Chief Officer.

In conjunctionwiththe Corporate Director of Finance and Cabinet Member for Finance, to
review individual Council service budget accounts and make any necessary decisions on
adjustmentstobudgetsthatmayberequired beforethe presentationof the yearly Outturn
Budget report to Cabinet.

Urgent decision-making

Theseare powersgranted specifically to the Leader of the Council (in conjunction with relevant
Officers and/or Cabinet Members), to make decisions at specific times or urgently, where the
need for flexible, responsive decision-making is required to provide continuity of services and
safeqguard residents'interests.

20) To take all formal decisions deemed under special urgency procedures in the Council's

Constitution, in conjunction with the relevant Cabinet Member(s). In accordance with
delegation no.12 above, the Leader may also take special urgency decisions on behalf of
the relevant Cabinet Member(s).

21) To take contract decisionson behalf of the Cabinet, in accordance withthe Procurement

and Contract Standing Orders in urgent circumstances.

22) To sign-off decisions to be taken by the Chief Executive under his/her Emergency

Contract Decisions delegation.

23) In conjunction with the relevant Cabinet Member and Corporate / Executive Director, to

make formal interim decisions that would ordinarily be reserved for the Cabinet in the
absence of a monthly Cabinet meeting, e.g. during August, reporting back to Cabinet for
ratification to ensure transparency.

24) To approve the release and use of contingency fundsin urgent cases and in the absence

of aCabinet meeting.

Leader’'s Emergency Power

25) Inthe event of emergencysituations, extreme weatherand other incidents affecting the

Borough, in order to safeqguard and protect residents and services, the Leader of the
Council may sign-off any decision ordinarily reserved to Cabinet Membersor the Cabinet
whenrecommendedbytherelevant Corporate/ Executive Director provided thatall such
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decisions taken be reported subsequently to the Leader of the Council formally for
ratificationasa Cabinet Memberdecisionto ensure transparency. Note: for declared major
incidents and civil contingency matters, other procedures will applyinrespect of emergency
decision-making.

Civic and Ceremonial

26) Toberesponsible for and oversee the Council’'s Democratic Services function.

27) Approve arrangements forsignificant civic ceremoniesand Borough eventsandalso key

matters concerning the Mayoralty, in consultation with relevant Officers.

28) In conjunctionwith the Chief Executive,tobe responsibleforthe operation of the London

Borough of Hillingdon Civic Medal Award Scheme.

29) In consultationwith the Mayor, to be responsible forthe operation of the London Borough

of Hillingdon Volunteer Pin Scheme.

30) To sign-off decisionsto be taken by Chief Officers in relationto the award of grants from

31)

the Council's Charitable Fund.

To approve proposals for street naming, naming of buildings and naming of housing
schemes and developments.

32)To determine the flying of flags on the forecourt of the Civic Centre and agree the list of

flags and dates.

Leader’s appointments & Borough Advocates

33)

To be Chair of the Shareholder Committee for Hillingdon First Limited (Cabinet
appointment)

34) To be the Older People’s Champion and champion the interests of Older People in the

35)

36)

Borough. To ensure that their views are heard and taken into account by the Council. To
worktowards effective partnerships between Older People and our partner organisations.

The Leadermay appointany Councilloror Member of the Publicliving in the Borough as a
Borough Advocate to protectand promote single-issueinterests on behalf of the council
and where appropriate with partnerorganisationsand beyond.Such a person should hold
significantexperience withintheiragreed area of appointment. A protocolwillbe agreed
betweenthe Leaderof the Counciland a Borough Advocate to determine theirexact role
andlength of appointment, however, such apost cannot make formal decisions(which are
reserved by the Cabinet or appropriate committee)and would undertake a more defined
or temporaryrole than either a Cabinet Assistant or Champion.

The Leader hasappointed the following Borough Advocates for the following functions:

Borough Advocate Against Domestic Abuse Councillor Janet Gardner

Borough Advocate for the Armed Forces Councillor Richard Lewis

To approve,in consultationwiththe Head of Legal Services, the appointment of Counsel.

Deputy Leader of the Council

To assist the Leader in the exercise of his or her functions, and to deputise in his or her
absence.
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Cabinet Member for Finance

Service portfolio

Directorate and Service areas the Cabinet Memberis responsible forand where the Corporate
Director responsible and Officers within will report directly to:

Resources Directorate Corporate Finance

Procurement & Commissioning

Exchequer & Business Assurance Services (excluding risk
management/information governance)

Council transformation & Hillingdon Improvement Programme

Other responsibilities

1. Tooverseeandreportto the Cabinetonthe Council'sresponsibilitiesandinitiativesinrespect

of:-

Financial Planning, Treasury, Capital & Systems
Financial controls,

Monitoring of the overall revenue and capital budgets
Schools Budget

Procurement policy and commissioning of services
Statutory Accounting and Pension Fund

Housing revenue account budget, housing capital fund
Housing rent setting

Housing benefit scheme

Council transformation

Delegations

2.

In consultation with the Leader of the Council, to be responsible for overseeing the
development of the short, medium and long-termfinancial strategiesto be recommended
foradoption by the Council.

Capitalrelease -jointlywith therelevant portfolioCabinet Memberto make decisions on the
release of monies for capital projects.

To allocate funds fromplanning obligationsand toreceive monthly progressreportsonthe
completion of planning obligation (section 106) Agreements and the use of CIL payments.

To oversee and monitor the housing revenue account budget, housing capital fund &
housing rent setting, .

To approve virements between services if provided for in the budget framework.

To sign-off decisions to be taken by the Corporate Director of Finance during the period
leading up to the closure of the Council's annual accounts for any necessary revenue or
capital budget virements, allocation of priority growth funds or acceptance of grants that
may be required for service or project delivery within the overall budget framework
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10.

11.

12.

13.

14.

15.

16.

approvedby Council. That such decisionsbe reportedtoasubsequent Cabinet meeting for
noting and to ensure transparency.

In conjunction with the Corporate Director of Finance and Leader of the Council, to review
individual council services budget accounts and make any necessary decisions on
adjustmentstobudgetsthat may berequiredbefore the presentation of the yearly Outturn
Budget report to Cabinet.

To beresponsibleforthe overallinternaland external audit strategies and arrangements of
the Council, with operational decision-making and work programmes delegated to the
Corporate Director of Finance and monitoring the review of such activity undertaken by the
Audit Committee.

Toauthorise the commissioning of workfrominternaland external audit followingarequest
from the Audit Committee.

To be responsible for the overall enforcement, fraud and corruption strategies and
arrangements of the Council, with operational decision-making and activity delegated to
Chief Officers.

To approve write-offs of income of avalue of £5,000 or over.

To receive monthly/reqular reports on income written off by officers under delegated
powers(i.e.sums under £5,000).

On the request of an Appropriate Delegated Officer within the meaning of the Rules on
Procurement, to enter into negotiations, in conjunction with this officer or any other
officersnominated by him/her, with those partieswho have enteredinto contracts with the
Council.

In conjunctionwiththerelevant portfolio holder(s)where required, to take any decisions as
setoutinthe Rules on Procurement - Chapter 18 of the Constitution.

To make determination on appeals in relation to the amount of discretionary rate relief
and/or the reduction or remission of rates.
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Cabinet Member for Property, Highways & Transport

Service portfolio

Directorate and Service areas the Cabinet Memberis responsible forand where the Corporate
Director responsible and Officers within will report directly to:

Place Directorate Capital Programme - Major Projects

Property & Estates

Transportation

Highways

Repairs & Engineering(including housing repairs)

Building Safety / Facilities Management

Other responsibilities

1.Tooverseeandreporttothe Cabineton the Council'sresponsibilitiesandinitiativesinrespect

of:-

Major construction projects

Housing stock development and construction

Housing maintenance and refurbishment

Facilities management including Energy/ Carbon use and consumption
Building Safety

The Council'slandand propertyholdingsincludingitsindustrialand businessunits, shops,
car parks and meeting halls

Maintenance of Heritage Assets

Highway maintenance

Bus routes and transportation

Fleet and Passenger Services

Road safety

Traffic management and parking management schemes

The Cabinet Member for Property, Highways & Transport, in conjunction with the Leader of the
Council and Chief Officers, will oversee the acquisition, development, use and disposal of land
and property assets across all Cabinet portfolios.

Delegations

2.

In pursuance of the Council's objectivesand on the recommendation of Chief Officers, to
take (or recommend to Cabinet)decisions regarding land and property as set out in the
Procurement and Contract Standing Orders - Schedule H.

Toreceive monthly updates of the sales programme.

To recommend to the Cabinet an Asset Management Policy and Plan and Capital
Investment Strategy for the best use of the Council’'s land and property, in consultation
with Cabinet Members.
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10.

11.
12.
13.

14.

15.
16.

17.

Jointly with the Cabinet Member for Residents’ Services, to authorise the grant of
extension of leasehold interests in properties where the Council is a freeholder, to
considerrequestsfromleaseholders of Council properties forloft conversionsand to take
all constitutional decisions required in relation to disposals, sales and leases for loft
spaces under Council freehold.

To make recommendations to the Cabinet for the use of land and property, where there
are competing service needs.

In conjunction with the Leader of the Council, to be responsible for overseeing and
reporting to Cabinet on all aspects of the Housing Development Programme, social
housing grants and other related external grants.

In conjunction with the Leader of the Council, to agree rent reviews, including rent free
periods for tenants undertaking capital works or determine whether the Council carries
out such capital works and agree to modify any future rent accordingly.

To approve programmes for housing stock investment and confirmation of adjustments
to the housing programme.

To approve terms for the appropriation between services, on the recommendation of
Chief Officers-.

To list Assets of Community Value.
To approve lettings of public open space for funfairs, circuses and other similar events.

To be Vice-Chair of the Shareholder Committee for Hillingdon First Limited (Cabinet
appointment).

Jointly with the Cabinet Member for Finance, to make decisionson the release of monies
for capital projects within their remit.

To approve orrefuse requests for footway parking exemptions.

To considercomments receivedas aresult of publicconsultation on traffic management
proposals,including waitingand loading restrictions, clearways, controlled parking zones,
local safety schemesand to approve the final form of schemes, includingapproval to the
conditions of use for parking permits to e.qg. traders, business users, residents.

Withinthe overallbudgetapproved bythe Cabinetand Council, toapprove the inclusion of
individual projects and their variation in the programmes for street lighting, highway
maintenance, traffic management, London Cycling Network, London Bus Priority
Network, Parking Revenue Account funded schemes, (in consultation with other Cabinet
Members as appropriate)within the financial limits set out in the budget framework.
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Cabinet Member for Children, Families and Education

Service Portfolio

Directorate and Service areas the Cabinet Memberis responsible for and where the Corporate /
Executive Director responsible and Officers within will report directly to:

Children’s Services Directorate Education, skills & life-long learning

SEND

Children's Services / Safeguarding

Adult Services & Health Children and Families Development (including Early
Directorate Years and Children's Centres)

Joint service portfolio with Cabinet Member for Health and Social Care:

Central Services Directorate Health integration / Voluntary Sector

Other responsibilities

1. Tooverseeandreportto the Cabinetonthe Council'sresponsibilitiesandinitiativesinrespect

of:-

Care services for children

Services for children with disabilities

Safequarding children

Adolescent mental health services

School attendance,

Young People’s Grants and awards schemes,

Home and hospital tuition,

Transport and travel concessions for school pupils,
School places,

Raising standards of education.

All other education services to children.

Youth services and youth centres

Youth Justice

Children’s centres

Careers service,

Adult and Community Learning and skills development (including the Hillingdon Music
Service)

Corporate parenting

Implementation of the Safety Valve Agreement

Delegations

2.

To exercisethe LEA'spowersofinterventionincluding the suspension of delegated powers
from a governing body in accordance with the School Standards and Framework Act 1998
and related legislation.
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10.

11.

12.

13.

14.

15.

Toreceive monthlyreports on the performance of schools.

To approve ornominate appointments of Councilnomineesto School GoverningBodies and
vary and approve Constitutions in accordance with the relevant legislation and any local
procedures allowing nominations from all political groups.

To monitor the performance of any schools where special measures have been applied.
To consider Ofsted reports on schools in the Borough as necessary
To determine school organisation proposals where no objections have been received.

Toapprove the Agreed Syllabus fromthe Standing Advisory Council for Religious Education,
receive their Annual Report and agree any changes to their Constitution

To authorise, on behalf of the local authority, any Councillor(present or within the past four
years)to be appointed to the office of Governor or Director at an Academy.

To consider requests for School Redundancy Payments and decide whether to approve
them on behalf of the Local Authority

In consultation with the Leader of the Council, to agree the process and determine the
award of student bursaries.

To make determination on the following local choice appeals function:

e appealsagainst decisions to refuse student awards.
e appeals against decisions to refuse free travel from home to school or college.

Jointly with the Cabinet Member for Finance, to make decisions on the release of monies
for capital projects within their remit.

Work with the Schools Forumto ensure the delivery of the Safety Valve Agreementand the
sound financial management of the Dedicated Schools Grant.

To approve statements of purpose for Children’s homes and establishments.
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Cabinet Member for Health & Social Care

Service portfolio

Directorate and Service areas the Cabinet Memberis responsible for and where the Corporate /
Executive Director responsible and Officers within will report directly to:

Adult Services & Health Directorate Adult Social Work

Adult Safeguarding

Provider & Commissioned Care

Public Health

Joint service portfolio with Cabinet Member for Children, Families & Education:

Central Services Directorate Health integration / Voluntary Sector

Other responsibilities

1.

To oversee and report to the Cabinet on the Council's responsibilities and initiatives in
respect of:-

Care services

Services for adults with disabilities

Safequarding adults

Adult Mental health services

The Council's Domestic Abuse services and support
Services to asylum seekers

Public Health services

Partnerships with the Health and Voluntary sector to deliver better social care and
health outcomes for residents

Health inequalities

Health Control Unit, Heathrow

Transport and travel for social services clients

Delegations

The Cabinet Member shall be a Co-Chair of the Health and Wellbeing Board.

Develop partnershipswith otherbodies, including the voluntaryand community sector,
to help residents live better lives.

To provide link contact between the Council and the local Clinical Commissioning
Group.

Torepresentorrecommendto Cabinet, anotherCouncillortorepresentthe Councilon
the Authority's Adoption and Permanency Panel and Fostering Panel.

To consider monthly reports on sensitive services and those with significant budget
implications, e.g. placements in residential homes.

To make determination appeals against decisionsto charge forhome care and daycare
services.

Jointly with the Cabinet Member for Finance, to make decisions on the release of
monies for capital projects within their remit.
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8. Assessand monitor health inequalities and develop strategies with health partnersto

reduce those inequalities

Cabinet Member for Residents’ Services

Service portfolio

Directorate and Service areas the Cabinet Memberis responsible forand where the Corporate
Director responsible and Officers within will report directly to:

Place Directorate Climate Change

Housing

Green Spaces, Sport & Culture (Green Spaces)

Community Safety & Cohesion

Anti-Social Behaviour and Enforcement Team(ASBET)

Trading Standards, Environmental Health & Licensing

Waste Services

Parking Enforcement

Planning services

Other responsibilities

1. To oversee and report to the Cabinet on the Council’s responsibilities and initiatives in
respect of:-

Environmental issues including Climate change, air quality and flooding.

Parks, openspaces, woodlands, allotmentsand otheramenity land, reservoirsand
waters including the Colne Valley Park

Crematoriums, Cemeteries & Mortuary Service

Housing strategy for the Borough,

Council housing including stock and tenancy management

Homelessness duties,

Standards of privately let housing & private sector housing grants,

The Chrysalis programme of environmental improvements,

Street Champions & Feel Proud[neighbourhood campaigns]

Refuse service including waste strategy and recycling, civic amenity sites, Street
cleansing,

Community services including Libraries, sports and leisure, and cultural services
Community Safety and enforcement, including anti-social behaviour

Parking Services

Consumer protection, Environmental Health, Weights & Measures, Imported Food
office

CCTVand emergency planning

Community cohesion - promoting harmony between different cultures and races,
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. All'Licensing Policiesand Procedures, including the Statementof Licensing Policy,
Statement of Gambling Policy and Sex Establishments Policy.

. Animal welfare and licensing
o Safety of Sports Grounds
. Planning policy and planning enforcement
° Regeneration, including Town Centres and master planning
o Designation of conservation areas.
Delegations

2. Toberesponsibleforthe Council's Climate Change Strategy, in conjunction with the Leader
of the Council.

3. Jointlywiththe Cabinet Member for Property, Highways & Transportto authorise the grant
of extension of leasehold interests in properties where the Council is freeholder, to
considerrequestsfromleaseholders of Council propertiesforloft conversionsandto take
all constitutional decisionsrequiredinrelationto disposals, salesandleases forloft spaces
under Council freehold.

To approve systems for consultation with tenants and lessees.

4. Toapprove housingmanagementarrangementsandto commission housing maintenance,
regeneration and stock growth.

5. To sign-off decisions to be taken by the relevant Chief Officer in respect of the Private Sector
Leasing Scheme, including Finders Fee and Guaranteed Rental Schemes.

6. Withintheoverallbudgetapprovedbythe Cabinetand Council, to approve the inclusion of
individual projects in the Chrysalis Programme.

7. Toberesponsible for the Council's Policy on Drones and Small Unmanned Aerial Vehicles.

8. Toconsiderrepresentationsmade onproposalsformodificationsto the Local Plan / Local
Development Framework and to make recommendations to Cabinet as appropriate.

9. To considerrepresentations made to proposals for supplementary planning guidance and
to make recommendations to Cabinet as appropriate.

10. To make all necessary decisionsin pursuit of the Council’s policy on Heathrow Expansion
and High Speed 2.

1. Jointly with the Cabinet Member for Finance, to make decisions on the release of monies
for capital projects within their remit.

12.  To monitor the implementation of the community safety strategy, including the
achievement of targets in the strategy.

13.  To be responsible for developing awareness throughout the Council and Borough of
community safety.

14. To develop partnership working with the community, the Police, probation service, health
service and other stakeholders to develop solutions to community safety concerns.

15.  To approve and agree any changes to the Terms of Reference of the Hillingdon Safer
Neighbourhood Board and appoint (or dismiss) the Chair of the Board upon the
recommendation of the Chief Executive of the London Borough of Hillingdon and the
Hillingdon Borough Police Commander.
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16.
17.

18.
19.

To approve specific alleygating schemes and alleygating policies and procedures.

Jointly with the Cabinet Member for Finance, to make decisions on the release of monies
for capital projects within their remit.

Torepresent the Council on the Uxbridge BID and similar town centre partnership.

To receive monthly reports on numbers of parking penalty charge notices written off or
cancelled by officers.

Cabinet Member for Corporate Services

Service Portfolio

Directorate and Service areas the Cabinet Memberis responsible forand where the Corporate
Director responsible and Officers within will report directly to:

Central Services Directorate Legal Services

Human Resources

Business Administration

Business Performance

Customer Access

ICT

Other responsibilities

1. To oversee and report to the Cabinet on the Council's responsibilities, initiatives and
transformation proposals in respect of:-

Legal services

Human Resources

Information & Communications Technology
Information Governance

Digital Services

Implementation of automation software
Business Administration

Business Performance and Improvement
Customer Access

Resident experience and satisfaction
Community Engagement

Risk Management

Voluntary Sector Funding & Corporate Grants
Seeking external funding

Strategic partnerships

Delegations

2.

To promote effective methods of partnership working, in consultation with the
appropriate Cabinet Member if this relates to specific service areas-
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To oversee proposed arrangements with publicand other bodies for the delivery and
funding of partnership initiatives which affect the Borough

To report to the Cabinet on the development of information technology within the
Council's organisation and the arrangements to promote digital services.

Responsible for consultation arrangements.
To approve the spending of Ward Budgets.

Oversee the Member Development Programme and agree associated seminars and
training.

Jointly with the Cabinet Member for Finance, to make decisions on the release of
monies for capital projects within their remit.
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Chapter 6 - Select Committee arrangements

The Council has established Select committees to:

1. Assistinthe development of Council policy and the improvement of services
and efficiency
2. Reviewandevaluatethe actionsof the Cabinetbefore andafterdecisionsare

taken;
3. Have the power to make reports and recommendations on such matters;
4. Scrutinise local health services and crime and disorder reduction.

These committeesexercisethe Council'sstatutory overviewandscrutiny functions

under the Local Government Act 2000, Health and Social Care Act 2001, Police and
Justice Act 2006 (and later Acts and regulations).

About the Select Committees

The Council has appointed the following Select Committees to discharge these functions:

Overview & Scrutiny Cabinet portfolios

Leader of the Council
Corporate Resources & Finance

Infrastructure Select Committee Corporate Services

Property, Highways & Transport

‘ Residents' Services Select
Review Committee Residents’ Services
Panel < (Crime & Disorder Scrutiny)

Health & Social Care
Select Committee (Health Scrutiny)

Health & Social Care

Comporate @l Children, Families & Education _J

Parenting
Panel

Children, Families & Education

Select Committee

The Select Committees will mirror Cabinet Member portfolios and Directorate Structures as far
as practicable. The Residents'Services Select Committee and the Health & Social Care Select
Committee will undertake the statutory external scrutiny functions on crime & disorder and
health respectively. Chair of the Committees may jointly agree to establisha Task and Finish
Review Panel to undertake detailed reviews. The Children, Families & Education Select
Committee will establish a Panel to oversee the corporate parenting responsibilities of the
Council. The terms of reference for each of these Committees and their Panels, where
established, are set out in this Chapter.
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Councillor Membership and attendance

The Councilwillappoint to these committeesas it considersappropriate from time to time. The
current membership number is 7 Councillors appointed on a proportional basis to each Select
Committee. For the Children, Families & Education Select Committee, membership may also
include co-opted Members as set out.

All Councillors except Members of the Cabinet and Cabinet Assistants may be Members of a
Select Committee. However, no Member may be involved in scrutinising a decision with which
he/she has been directly involved or has a prejudicial interest. All Councillors, including Cabinet
Members, may attenda Select Committee meetingandaddressthe Chair of that Committee only
at his/her discretion.

Committee members shall hold office until they resign, are removed from office or their
successors are appointed.

Co-opted Members & Education Representatives

Each Select Committee shallbe entitledtorecommend to Council the appointment of permanent
non-voting co-optees, or agree as a committee a non-voting co-optee for alimited duration as
an advisor to assist with a specificreview or work activity, for example, a subject matter expert
from the local community.

The Children, Families & Education Select Committee shall additionallyincludeinits membership
the following Co-opted voting education representatives, where duly appointed or elected:

1) 1Church of England diocese representative;

2) 1Roman Catholic diocese representative; and

3) Such other representatives of faiths and denominations as may be appointed by the
Council subject to adirection being issued by the Secretary of State.

4) A minimum of 2 and maximum of 5 parent governor representatives elected by parents.

Educationrepresentatives mayonly vote on mattersrelatingto education, whetherinrespect of
schoolsor widereducationalissues, that are onthe agenda. They may in addition speak, but not
vote, on any other matters within the remit of the committee.

All co-opted members of a select committee are bound by the Members and Co-opted Members
Code of Conduct as set out in Part 3, Chapter 21.

Quorum
The quorum for a Select Committees shall be 4 Members of the committee.
Chair and Vice-Chair

The posts of Chair and Vice-Chair of the Committees will be decided by the Membership of that
particular committee.
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Role and Remit

General Terms of Reference
The Following Terms of Reference are common to the select committees:

1. Toconductreviews of policy, services oraspects of service which haveeither beenreferred
by Cabinet, relate to the Cabinet Forward Plan, or have been chosen by the Committee
according to the agreed criteria for selecting such reviews;

2. To monitor the performance of the Council services within their remit (including the
management of finances and risk);

3. To comment on the proposedannual service and budget plans for the Council services
within their remit before final approval by Cabinet and Council;

4. To considerthe Forward Plan and comment as appropriate to the decision-maker on Key
Decisionswhichrelate to services withintheirremit(before theyare taken by the Cabinet);

5. Torevieworscrutinise decisions made or actions taken by the Cabinet,a Cabinet Member,
a Council Committee or an officer.

6. To make reports and recommendations to the Council, the Leader, the Cabinet, a Select
Committees or any other Council Committee arising from the exercise of the preceding
terms of reference.

7.  ToexercisetherightsetoutinthisChapterofthe Call-in Procedure Rulesandto call-inand
recommend for reconsideration any key decisions made but not yet implemented by the
Cabinet, a Cabinet Member, a Council Cabinet Sub-Committee or an officer. This would
include any key decision that needs furtherinformation fromthe decision-makerto explain
why it was taken.

8.  In accordance with the Local Government and Public Involvement in Health Act 2007, to
consider ‘Councillor Calls For Action’(CCfA) submissions.

Select Committees will not investigate individual complaints.
Councillor Call for Actions

The CCfAis aprocessdesignedtohelp Councillorsresolve issuesand problems on behalf of their

residents,actingas alast resortforpeople whohave beenunable togetissuesresolved through

other means. CCfA should not be regarded merely as a scrutiny process and an issue can only

become a CCfA once a Councillor has exhausted all other stepsto resolve anissue in his or her

ward such as a petition hearing, correspondence with elected Members and officers, questions

to Council etc. Whilst CCfA's may be submitted by all Councillors on anyissue, there are certain

exceptions which are:

(a) Anissuerelatingtoaplanningappeal, licensingappeal orwhere apersonhasanalternative
avenue to resolve anissue (e.g. through an appropriate complaints process)

(b) Anymatterwhichisvexatious, discriminatoryornotreasonable tobeincludedinthe agenda
for, orto be discussed at, ameeting of the Select Committee

Procedure
1) AMember may submita CCfAin writingto the Head of Democratic Services who will seek

to confirm with the Member concerned if all other potential avenues to resolve the issue
in question have been exhaustedandthatthe requestdoesnotfall within the exemptions
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2)

3)

4)

detailedabove.If necessary, the Head of DemocraticServices will discuss the matter with
the Leader of the Council, the appropriate Cabinet Member and the Chief Whip.

If satisfiedthat the CCfAis valid the Head of Democratic Serviceswill submitthe request
to the appropriate Committee Chair for inclusion on the agenda for the next meeting of
the Select Committees.

Relevant officer(s)and / or representatives from partnerorganisations may be invited to
attend and information can be requested from such organisations.

Discussion would take place at Committee to explore potential solutions and the item
wouldendwiththe Committee recommendinga course of action to the appropriate body
-including detailed financial consequences and budgetary proposals.

5) Theprocessmay notnecessarilyresolve theissueimmediately, but the processwill act as

a spur for Members and officers to work together to jointly develop policies to overcome
the problem.

Corporate Resources & Infrastructure Select Committee

Toundertake the overview and scrutinyrole in relation to the following Cabinet Member
portfolio(s)and service areas:

Cabinet Member Portfolios e |eaderofthe Council
e (Cabinet Member for Corporate Services
e (Cabinet Member for Finance
e Property, Highways & Transport
Relevant service areas 1) Democratic Services

2) Finance

3) Procurement & Commissioning

4)  Counter Fraud & Business Assurance

5) Digital & Information (Customer Access, Business
Intelligence, Digital, Technology, Information
Governance)

6) Strategic Partnerships

7)  Consultation & engagement

8) Corporate Communications

9) Legal Services

10) Human Resources

11) Business Administration (incl. Mortuary)

12) Transformation(BID)

13) Operational Assets(Repairs & Engineering, Planned
Works, Disabled Facilities, Building safety & FM)

14) Property Services

15) Capital Programme (inc. Major Projects)

16) Transportation

17) Highways

18) Health & Safety/ Emergency Response
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Cross cutting topics

This Committee will also act as lead select committee on the monitoring and review of the
following cross-cutting topics:

e Resident Experience
e CivicCentre, Propertyand built assets

This Committee will scrutinise and review the work of utility companies whose actions affect
residents of the Borough.

Residents Services’ Services Select Committee

Toundertake the overview and scrutiny role in relation to the following Cabinet Member
portfolio(s)and service areas:

Cabinet Member Portfolio e (Cabinet Member for Residents’Services
Relevant service areas 1) Community Safety, Licensing, Standards and
Enforcement

2) Planning & Regeneration

3) Housing policy, homelessness & tenancy management
4) Green Spaces, Sport & Culture

5) Waste Services

Statutory Crime and Disorder Scrutiny

This Committee will act as a Crime and Disorder Committee asdefinedinthe Crime and Disorder
(Overview and Scrutiny)Regulations 2009 and carry out the bi-annual scrutiny of decisions made,
or other action taken, in connection with the discharge by the responsible authorities of their
crime and disorder functions.

Duty of partners to attend and provide information

The Crime and Disorder(Overview and Scrutiny)Requlations 2009 permits this Select Committee
to make a requestin writing for information to bodies who form the local Crime and Disorder
Reduction Partnership(Safer Hillingdon Partnership), whichincludesthe Police. The Committee
should scrutinise the work of the partnership at least once a year and may also require the
attendance before it of an officer or employee of a responsible authority or of a co-operating
personor bodyin orderto answer questions. The Committee may notrequire a persontoattend
unless reasonable notice of the intended date of attendance has been given to that person.

Cross-cutting topics

This Committee will also act as lead select committee on the monitoring and review of the
following cross-cutting topics:
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Climate Change

Local impacts of Heathrow expansion
Local impacts of High Speed 2
Community Cohesion

Health & Social Care Select Committee

Toundertake the overview and scrutiny role in relation to the following Cabinet Member
portfolio(s)and service areas:

Cabinet Member Portfolios e (Cabinet Member for Health & Social Care

Adult Social Work

Adult Safequarding

Provider & Commissioned Care
Public Health

Health integration / Voluntary Sector

Relevant service areas

O~ NN

Statutory Healthy Scrutiny

This Committee willalso undertake the powers of health scrutiny conferred by the Local Authority
(Public Health, Health and Wellbeing Boards and Health Scrutiny) Regulations 2013. It will:

e Work closely with the Health & Wellbeing Board & Local HealthWatch in respect of
reviewing and scrutinising local health priorities and inequalities.

e Respondtoanyrelevant NHS consultations.

Duty of partners to attend and provide information

The Local Authority(PublicHealth, Healthand Wellbeing Boards and Health Scrutiny) Regulations
2013, imposes duties on‘responsible persons’to provide alocal authority with such information
about the planning, provision and operation of health services in the area of the authority as it
may reasonably require to discharge its health scrutiny functions through the Health & Social
Care Select Committee. All relevant NHS bodies and health service providers (including GP
practicesand otherprimary care providersand any private,independent orthird sectorproviders
delivering servicesunderarrangements made by clinical commissioning groups, NHSEngland or
the local authority) have a duty to provide such information. Additionally, Members and
employeesofarelevant NHSbodyorrelevanthealthservice providerhave adutytoattend before
a local authority when required by it (provided reasonable notice has been given) to answer
questions the local authority believes are necessary to carry out its health scrutiny functions.
Further guidance is available from the Department of Health on information requests and
attendance of individuals at meetings considering health scrutiny.
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Cross-cutting topics

This Committee will also act as lead select committee on the monitoring and review of the
following cross-cutting topics:

e [Pomestic Abuse services and support

Children, Families, & Education Select Committee

Toundertake the overview and scrutiny role in relation to the following Cabinet Member
portfolio(s)and service areas:

Cabinet Member Portfolios e (Cabinet Member for Children, Families & Education

Relevant service areas Children's Services (including corporate parenting)
Children’s Safeqguarding

Youth Justice

Youth Services

SEND

Education

Children and Families Development

Skills & lifelong learning

©ON®DOE NN

This Select Committee will establish a Panel to support strong oversight of the Council's
corporate parentingresponsibilities. The Committee mayappoint 3 Membersto this Panel based
on political balance. Membership may include non-Cabinet Membersnot on the Committee. The
Committee may also appoint relevant Council officers and other external stakeholders to the
Panelandagreeitschairshipandoperation.In agreeingitsoperation,the Committee will provide
for the Panel not to be able to establish any other sub-group or body to carry out its
responsibilities.

Corporate Parenting Panel

Terms of Reference as approved by the parent Select Committee

The purpose of the Panel is to support the Children, Families & Education Select Committee in
championing corporate parenting across the Council, directly engaging childrenin the Council's
care and care experienced young people in the democratic and decision-making process,
working with them and partners to monitor relevant service and improve outcomes and life
chances. Membership will comprise of:

Voting Members

3 Elected Members, who be appointed by the Children, Families & Education Select Committee
based upon political balance, one of whom to be appointed as Chair. A Vice-Chair may also be
appointed.Elected Membersdo notneedto be Members of the parent Committee but cannot be
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Cabinet Members. 3 named substitutes, appointed by the Select Committee may attend in the
absence of the appointed Members of the Paneland thattheyneed notbe Members of the parent
Committee but cannot be Cabinet Members.

Non-voting Members

a)

b)
c)
d)

Up to 5 Childrenin Care CouncilMembers(one of whomthe Chair or Vice-Chair may ask to
assist them informally in chairing a specific meeting).*

Senior Officer from Children's Services

Participation Manager

Assistant Director for Education and Vulnerable Children

The Local Authority's designated Looked After Children Nurse or Doctor

1x Foster Carer representative

Assistant Director for Corporate Parenting and Fostering

Advisors

Relevant Council officers, e.g. from Social Care, Early Intervention and Prevention,
Housing Service, along with external representatives, e.qg. Department for Work and
Pensions, may attendrelevant Panel meetingsas advisors. Council officers should attend
the Panel to present anyreports to the Panel regarding their service area.

*This gives Childrenin Care Council representatives, in aninformal capacity, a unique opportunity to get
experience of assisting the Chair or Vice-Chair in the running of the meeting.

Meetings and Operation

a)
b)
c)

d)
e)

f)
q)

The Panel will meet four times ayear and in private*

The Panel will have in place awork programme for its activity.

The Chair of the Panel, in conjunction with other members, shall agree the dates of the
Panel for the ensuing year, where possible.

The Chair of the Children, Familiesand Education Select Committee should authorise any
additional meetings that may be required or requested by the Chair of the Panel.

The Panelwillallow themesand agendatopics to be broughttothem from the Childrenin
Care Council (CiCC), with themes identified at each meeting.

The Chair of the Panel will agree agenda items in advance of the meeting.

The Panelcannot establishanyother sub-groups orbodiesto carryoutitsresponsibilities.

*Unlike the parent Select Committee, the Panel is not required to operate under statutory procedures
outlinedinthe LocalGovernment Act 1972 and access to information rules do not apply. This allows the
Panel to be conducted in a flexible way to suit the requirements of the Members and young people
participating in it.

Terms of Reference

a)

b)

To champion the seven corporate parenting principles introduced by the Children and
Social Work Act 2017.

Tosupporttheworkofthe Children, Familiesand Education Select Committee overseeing
the Council's corporate parenting responsibilities by providing a strategic overview and
monitoring of the statutoryservices for Looked After Children(LAC)and care experienced
young people across the Borough, reporting back to the Committee on any findings, as
appropriate.
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c) To actively engage young people who are looked after by the Council, along with care
experienced young people, in order to ensure they have an opportunity to influence the
development of services, participate in the decision-making and democratic process.

d) Toreceiveannualreportsoftheworkofthelndependent ReviewingOfficers, Looked After
Children Health Team, Corporate Parenting Service, Virtual School and Fostering and
Adoption Service.

e) To consider the impact on outcomes for children on other relevant activities linked to
Looked After Children and care experienced young people's lived experiences, e.g.
emotional wellbeing.

f) Toundertake anyassociatedactivity, review ortaskasrequested bythe Children, Families
and Education Select Committee, reporting back to the Committee if directed.

g) Thatthroughthe Chairof the Panel, to advise the Children, Families and Education Select
Committee and Cabinet Member for Children, Familiesand Education on matters relating
to corporate parenting.

h) To presentthe minutesofthePaneltoasubsequentmeetingof theChildren, Families and

Education Select Committee, where the Chair of the Panel,alongwithanyChildrenin Care
Council Members, may attend to update the Committee on the Panel's work.

Task and Finish Review Panels

Membership

Membership of a Review Panel may include non-Cabinet Members not on the ‘parent
Committee(s) or co-opted Members. Panel membership will be subject to the usual political
balance rules.

‘Review’Panel Terms of reference

Chair of the five select committees may jointlyagree to establish Task and Finish Review Panels
as setoutinthese Procedure Rules on the following matters:

1. Focussed reviews within a particular Committee’s remit

2. Cross-cutting reviews that cover the remit of more than one Committee;

3. Any functions, but within the purview of the Council, not included within the remit of any
Committee;

A single Task and Finish Review Panel may be in operation at any one time and co-ordination of
this will be by the five Select Committees Chair and any Panel will be subject to the approval of
the Leader of the Council. The Chair will jointly agree the review topic, terms of reference,
membership and Chairship of any Panel. They will also agree the timescale for undertaking the
review, includingwhich Committeeit willreport backitsfindingsto for consideration, prior to any
report being presented to Cabinet. For reviews that span across the remit of more than one
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committee, any findings from a Panel will be reported to the Finance & Corporate Select
Committee, unless the Chair jointly agree otherwise.

North West London Joint Health Overview and Scrutiny Committee

The Councilagreedon 18 November2021thatthe CouncilwouldjointheNorth West London Joint
Health Overview and Scrutiny Committee (NWL JHOSC) comprising representatives from the
boroughs of Brent, Camden, Ealing, Hammersmith and Fulham, Harrow, Hillingdon, Hounslow,
Kensington and Chelsea, Richmond, Wandsworth and Westminster. It meets with
representatives of NHS inner North West London to consider matters concerning health care
subject to consultation. It's Terms of Reference are set out below:

Membership

One nominatedvotingmemberfrom each Council participatingin the North West London
Joint Health Overview and Scrutiny Committee plus one alternate memberwho can vote
in the voting member’s absence. In addition, one non-voting co-opted member of the
London Borough of Richmond. The committee will require at least six voting members in
attendance to be quorate. The North West London Joint Health Overview and Scrutiny
Committee will elect its own Chair and Vice Chair. Elections will take place on an annual
basis each May, or as soon as practical thereafter, toallow for any annual changes to the
committee’s membership.

Terms of Reference

1. Toscrutinise the plans for meeting the health needs of the population and arranging
for the provision of health services in North West London; in particular the
implementation plansand actionsbythe North West Integrated Care Systemand their
Integrated Care Board, focusing on aspects affecting the whole of North West
London. Taking a wider view than might normally be taken by individual local
authorities.

2. To review and scrutinise decisions made, or actions taken by North West London
Integrated Care System, their Integrated Care Board and/or other NHS service
providers,inrelationto the plans for meeting the healthneeds of the populationand
arranging for the provision of health services in North West London, where
appropriate.

3. To make recommendations to North West London Integrated Care System and its
Integrated Care Board, NHSEngland, oranyotherappropriate outside bodyinrelation
to the plans for meeting the health needs of the population and arranging for the
provision of health services in North West London; and to monitor the outcomes of
these recommendations where appropriate.

4. To require the provision of information from, and attendance before the committee
by, any such personororganisationunderastatutorydutyto complywiththe scrutiny
function of health servicesin North West London.Individual local authority members
of the North West London Joint Health Overview and Scrutiny Committee will
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continue their own scrutiny of health services in, or affecting, theirindividual areas
(including those under the for North West London).

5. Participationin the Joint Health Overview and Scrutiny Committee will not preclude
any scrutinyorright of response byindividual boroughs.In particular,and for the sake
of clarity, this joint committee is notappointedfor and nordoes it have delegatedto
it any of the functions or powers of the local authorities, either individually or jointly,
under Section 23 of the local authority

Duration

The Joint Health Overview and Scrutiny Committee will continue until all participating
authoritiesdecide otherwise and doesnot precludeindividual authorities fromleavingthe
Committeeif theychooseto do so. The Committee will keepunderreview whetherit has
fulfilleditsremitand recommendations of the Committeewill be reportedtoaFull Council
meeting of each participating authority, at the earliest opportunity.
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How Select Committees operate

Meetings and Multi-Year Work Programmes

Each Select Committee will operate atimetable of meetings, approved by Full Council,inorderto
carry outits programme of work. The Select Committeeswillbe responsibleforsettingtheirown
work programme, within their terms of reference. In doing so, they shall take into account the
wishes of membersonthat Committee who are not members of the largest politicalgroup on the
Council.Work programmes will span across municipal years, to provide for in-depthreviews and
ensure flexibility in reporting to Cabinet.

Select Committees and any Panels shall, as a default, consider the following business:

1) minutes of the last meeting;

2) declarations of interest ;

3) referrals from Cabinet/Council for reviews by the Select Committees if applicable; and

4) the business otherwise set out on the agenda for the meeting as determined by the
Committee’s Work Programme or the Chair.

Special meetings and cancellation of meetings

The Chair of a Select Committee may call a specialmeeting orcancela meeting having consulted
the Chief Whips of Party Groupsand/or Opposition Lead(s). A special meeting may also be called
ontherequisition of atleasttwo thirds of the wholenumber of the Committee deliveredin writing
to the Head of Democratic Services.

Requests from Council / Cabinet to review specific matters

Select Committees shall respond, as soon as their work programme permits, to requests from
the Council and the Cabinet, including individual Cabinet members for matters for which they
have delegated authority, toreview particularareas of Council activity. Where theydo so, Select
Committees shall report their findings and any recommendations back to the Cabinet, orif it is
outside the budget and policy framework, the Council. The Council and/or the Cabinet shall
normally consider the report of the Select within one month of receiving it.

Policy Review and Development

1) Select Committees are to be consulted on the Council's budget and policy framework
documents as set out in the Budget and Policy Framework Procedure Rules.

2) Inrelationtothe developmentofthe Council'sapproachtoother mattersnotforming part
of its policy and budget framework, Select Committees may make proposals to the
Cabinet for developmentsin so far as they relate to matters within their terms of
reference.

3) Select Committees(ora Panel)may hold enquiries and investigate the available options
for future direction in policy development and may appoint advisers and assessors to
assisttheminthis process.Such advisorsandassessorswould onlybe invited to speak on
matters connected with their appointment. The Committees may go on site visits,
conduct publicsurveys, hold publicmeetings, commissionresearch and do all other things
that they reasonably consider necessary to inform their deliberations. They may ask
externalwitnessestoattendtoaddressthemonany matter underconsiderationand may
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pay toany advisers, assessorsandwitnessesareasonable fee and expenses fordoing so,
provided that the budget provision is not exceeded. The Senior Democratic Services
Manager will manage the overall budget, allocating amounts to individual Select
Committees to spend as necessary.

Principles of undertaking reviews

Where aSelect Committees or Panel conductsreviews orinvestigations(e.g.withaview to policy
development), the Committee may also ask people to attend to give evidence at Committee
meetings which are to be conducted in accordance with the following principles:

1)
2)

3)

that the investigation be conducted fairly and all Members of the Committee be given the
opportunity to ask questions of attendees, and to contribute and speak;

that those assisting the Committee by giving evidence be treated with respect and
courtesy; and

that the investigation be conducted so as to maximise the efficiency of the investigation
or analysis.

Reporting to Cabinet (or Council)

1)

2)

3)

4)

6)

7)

8)

Once it has formed recommendations on proposals for development, the Select
Committee will preparea formalreportand submitit to the Head of Democratic Services
for consideration by the Cabinet if the proposals are consistent with the existing
budgetary and policy framework.

Reviews will be submitted to the full Council, via the Cabinet for comment first, if
recommendations require adeparture from or a change to the agreed budget and policy
framework.

If a Select Committee cannotagree ononesingle finalreport,asingle minorityreport may
be prepared and submitted for consideration by the Cabinet or Council with the majority
report.

The Cabinet or Council shall normally consider the report of the Committee within one
month of it being submitted to the Head of Democratic Services.

Reports from Panels must be presented to Cabinet from and on behalf of their parent
Committee.

Reports from Committees within the remit of the Health & Wellbeing Board or any other
Council Committee shall be referred to Cabinet first with a recommendation that the
report then goes to the Board/Committee concerned.

Select Committees and Panels may undertake reviews and submit reports spanning
across municipal years, except in the year leading up to local council elections.

Select Committees must report at least annually to Full Council on their workings and
make recommendations for future work programmes and amended working methods if
appropriate.

To ensure that such reports are considered by the Cabinet:

9)

The Forward Plan or agenda for Cabinet meetings shall include an item entitled ‘Reports
from Select Committees’. Only one item from each Select Committee is to be permitted
foreach Cabinet meetingorameeting of aCabinet Sub-Committee(unlesstheyhave been
consideredinthe context of the Cabinet'sdeliberationson othersubstantiveitemson the
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Cabinetagenda) and shallbeincluded onthe Cabinet meetingagendanormally within one
month of the Committee completing its report/recommendations.

Formal comments to Cabinet and consultations

Committee Members will have access to the Cabinet’'s timetable for decisions and also its
intentions forconsultation on matters, as set outin the Forward Plan, including those on budget
and policy framework documents.

The committees may submit formal comments on forthcoming Cabinet or Cabinet Member
reports, where the committee has had the ability to consider the matter. To facilitate this, a
standard sectionwill be included within all executivereportscalled ‘Select Committee Comments’
for such comments to be included and considered by the Cabinet or Cabinet Member at a later
date when they make a decision.

In such cases, a Select Committee may agree comments:

1) by majority vote at the meeting the matteris being considered; or

2) if additional time is required to devise the comments, by delegation to the Democratic
Services Officer in conjunction with the Chair (and in consultation with the Opposition
Lead(s)).

Notwithstandingthe processabove to submit formal comments, committees willalsobe able to
participate, where timetabling permits, in the course of any other public consultations by the
Council.

Additional rights to information

Asreferencedin the Rules on Access to Information in Part 3 of the Constitution, in addition to
theirrightsas Councillors,Members of Select Committees havethe additional right to documents
and to notice of meetings.

Subject tothe limits specified below, aSelect Committee(includingany of its sub-committees or
Panels)will be entitled to copies of any document which is in the possession or control of the
Cabinet orits committees and which contains material relating to:

(a) any business transacted at a public or private meeting of the Cabinet or its
committees; or

(b) anydecision taken by an individual member of the Cabinet;

(c) anydecisionthat has beenmade by an officer of the authority in accordance
with executive arrangements.

The Cabinet, Cabinet Member or Officer must provide that document as soon as reasonably
practicable and, in any case, no later than 10 clear days after the request has been received.

Limits on these rights apply to:
(a) any part of a document that contains exempt or confidential information,

unlessthatinformationisrelevanttoan action ordecisionthey are reviewing
or scrutinising or intend to scrutinise; or
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(b) any document or part of a document that contains the advice of a political
adviser.
Nothing outlined above in this section prevents more detailed liaison between the Cabinet,
Cabinet Members and Select Committees as appropriate depending on the particular matter
under consideration as set out in the Cabinet and Overview and Scrutiny Protocol.

Informal attendance at meetings

Any Cabinet Member, Member, senior officer and also more junior officers may be invited to
attendtoassistanySelect CommitteesoraPanelon policytopics orany other matter within their
work programme or remit. A Select Committees or Panel may also invite any other person to
discussissues of local concern and/or answer questions. It may for example wish to hear from
residents, other stakeholders and shall invite such people to attend.

Formal duty to attend by Cabinet Members or Officers

In accordance with their terms of reference, arelevant Select Committees or Panel may review
orscrutinise anydecisions made oractions takenin connectionwith the discharge of any Council
functions, subject to the matter being within their Terms of Reference. As well as reviewing
documentation, infulfilling the scrutinyrole, it may require any Member of the Cabinet, the Head
of Paid Service and/orany senior officer(Service Manager orabove)toattend beforeitto explain
in relation to matters within their remit:

1) any particular decision or series of decisions;

2) thereasons for their action;

3) the extent to which the actions taken implement Council policy; and/or
4) their performance

and itis the duty of those persons to attend if so required.

When calling senior officers and/or Members to account, the Committee or Panel will remain
bound by the Code of Conduct for Members and Co-opted Members. Any discussion concerning
an employee’ssalaryorconditions of service would normallybe dealt with inthe confidential part
of the meeting.

Committees and Panels shall take care to ensure that the questioning of Members, officers and
individuals from outside the Council is conducted in a fair and balanced manner.

Committees and Panels have the right to criticise the Council and its actions but this shall not
extend to personal criticism of individuals.

Where any Member orofficeris required toattendaCommittee or Panelunderthis provision, the
Chair of that Committee will inform the Head of Democratic Services. The Head of Democratic
Servicesshallinform the Member or officerin writing or by email giving at least 10 working days’
notice of the meeting at which he/she is required to attend. The notice will state the nature of
the item on which he/she is required to attend to give account and whether any papers are
required to be produced for the Committee or Panel. Where the account to be given to the
Committee or Panelwillrequire the production of areport, thenthe Memberorofficer concerned
will be given sufficient notice to allow for preparation of that documentation.

Page 96



Where, in exceptional circumstances, the Member or officer is unable to attend on the required
date, then the Committee or Panel shall in consultation with the Member or officer arrange an
alternative date for attendance.

Officer Support

The appointed Statutory Scrutiny Officerwill arrange for dedicated officer support to assist the
Select Committees in carrying out their official business. The Select Committees may exercise
overallresponsibilityforthe finances made available tothem. However, the Head of Democratic
Services has responsibility for allocating finances to the individual committees.

Call-

in Procedure Rules

This can be exercised by all Select Committees:

1)

2)

3)

5)

6)

7)

8)

When a decisionis made by the Cabinet, a Cabinet Member, Cabinet Sub-Committee, ora
Key Decision is made by an officer with delegated authority from the Cabinet, or under
joint arrangements, the decision shall be published, including by electronic means, and
shall be available at the Civic Centre normally within 2 working days of being made. The
notice of the decision will bearthe date onwhichitis publishedand notified to all Members
of the Council and will specify that the decision will come into force, and will then be
implemented, on the expiry of 5 working days from 5pm, after the publication of the
decision, unless that decision is called-in.

Duringthat period, the Head of Democratic Services shallarrange foracall-in of adecision
for scrutiny if so requested in writing by a majority of members of the relevant Select
Committee whoshall give theirreasons forrequesting that the decision be calledin at the
time of making the request.

The request to call-in must be via the approved online form[Scrutiny Call-in App]issued
by the Head of Democratic Services and the ruling by the Head of Democratic Services on
the relevant Select Committee (and therefore Members of) to initiate and hear a call-in
based on their Terms of Reference shall be final.

The Head of Democratic Services shall then notify the relevant decision-maker (Cabinet,
Cabinet Member or Officer), Chief Executive and Corporate / Executive Director that a
valid call-in has been received and that the decision must be put on hold and not
implemented.

The Head of Democratic Services, in consultation with the Chair of the relevant Select
Committee, will then call a meeting of that Committee as soon as possible and in any
event, to be held within 10 working days of the valid call-in request.

The Select Committee will receive the original report on the decision, any additional
information required given the reasons for the call-in and may invite relevant officers /
Cabinet Member(s)to the meeting to give account.

If the Select Committee agrees to uphold the decision made, then via majority vote, the
decision stands and can be implemented with immediate effect.

If, having considered the decision further, the Select Committee object to or are still
concerned about the decision, then via majority vote, it may:

a) referitbackto the decision-making personorbodyforreconsideration, settingout
in writing the nature of its concerns. The decision-making body or person,
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considering all factors, then will make a final decision on the matter and that
decision stands and comes into immediate effect.

b) refer the matter to Full Council, but onlyin the circumstances set out below.

If for any reasonfollowingavalid call-in request, the Select Committee doesnot formally
meet within 10 working days of the date of the request, the original decision shall take
effect at the end of the 10-day period.

Referral of call-in to Full Council

A decision will not be referred to Full Council unless either the Committee believes it to be
contrary to the Policy Frameworkor Budget or considersthat it was a Key Decision that was not
dealtwithassuchbythe Cabinetandthat the advice of the Monitoring Officer/Section 151 Officer
concurswiththis.Ifitisreferredto the decision maker, theyshallthenreconsiderwithinafurther
5 working days, amending the decision or not, before adopting a final decision.

If the matter wasreferredto FullCounciland the Councildoesnotobjectto adecisionwhich has
been made, thenno furtheraction is necessary,and the decision will be effectiveinaccordance
with the provision below.

If the Councildoesobject, it has no authorityto make decisionsin respect of a Cabinet decision
unlessit is contrary to the policy framework, or contrary to or not wholly consistent with the
budget.Unlessthatis the case, the Councilwillreferany decisionto which it objectsback to the
decision-making person or body, together with the Council's views on the decision. That
decision-making body or person shall choose whether to amend the decision or not before
reachinga final decisionand implementingit. Where the decision was taken by the Cabinet as a
whole ora committee of it, a meeting will be convened to reconsider within 10 working days of
the Councilrequest. Where the decision was made by an individual, the individual will reconsider
within 10 working days of the Council request.

If the Council does not meet, or if it does but does not refer the decision back to the decision-
making body or person, the decision will become effective onthe date of the Council meetingor
expiryof the periodinwhich the Council meeting should have beenheld, whicheveristhe earlier.

Waiver of call-in period for urgent or special urgency decisions

In accordance with the Rules on Access to Information in Part 3 of the Constitution, the call-in
procedure setoutabove shallnotapplywhere the decisionbeingtakenbythe Cabinet or Cabinet
memberis urgent.A decisionwillbe urgentif any delay likely to be caused by the call-in process
would seriouslyprejudice the Council'sorthe public’'sinterestsorcouldlead toan(increased)risk
of damage to people or property. The record of the decisions, and notice by which it is made
public shall state whetherin the opinion of the decision-making person or body, the decision is
anurgent one, and therefore not subject to call-in.

The Chairof the relevant Select Committee(or Vice-Chairin theirabsence)must be informed that
the decision will be implemented immediately upon him/her agreeing that the decision is
reasonable and to it being treated as a matter of urgency. In the absence of the Chair or Vice-
Chair then the Mayor (or Deputy Mayor if required) can take this decision. Decisions taken as a
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matter of urgency must be reported to the next available meeting of Council, together with the
reasons for urgency.

Matters that cannot be called-in
The following decisions cannot be called-in by Members of a Select Committee:

a) Anydecisionrelating to anon-executive function, e.g. licensing or planning decision;

b) Non-key decisions delegated by Cabinet to Council officers (e.g. operational, i.e. to
implement the Cabinet's decision);

c) Decisions taken certified as urgent, under urgency or special urgency provisions (where
the Chair of the relevant Select Committee has waived the scrutiny call-in period);

d) Adecisionthat has already been the subject of a call-in during the previous 6 months;

e) Any decision that is required to be taken by the full Council (e.g. Annual Budget, Policy
Framework documents, or reports to Cabinet making recommendations to full Council);

f) Decisions that are not technically decisions, i.e.“to note” or “to receive”;

g) Previouslytaken decisions by Cabinet Members that are later ratified’ by Cabinet.

Protocol on Overview & Scrutiny and Cabinet Relations

In addition to the procedures set out in this Chapter, the following protocol sets out the
practical expectations of Select Committees Members and Cabinet Members to ensure an
effectiverelationshipthataddsvalue to overviewand scrutinygovernance in Hillingdon. It was
adopted by Full Council on 12 September 2019:

kkkokk

This protocol sets out the practical expectations of Select Committee Members and Cabinet
Members to ensure an effective relationship that adds value to overview and scrutiny
governance in Hillingdon.

Notwithstanding theirindependent role, Committee Members are expected to:

e TakeintoaccountsuggestionsfromCabinetMembersaswellasotherstakeholders, onthe
development of their multi-year work programmes or policy reviews to ensure strong
organisational and community support;

e Ensure appropriate early engagement with Cabinet Members on draft policy review
recommendations in order to gauge support.

e Seekearlyengagementwiththerelevant CabinetMember, Cabinet MemberforFinance and
Leaderof the Councilto considerthe viability of draft policy review recommendations that
may have afinancial consequence;

e Seek the support of the relevant Cabinet Member, Leader of the Council and Corporate /
Executive Director when it considers to compel a particular contractor providing Council
services to provide information or attend a meeting;

e Through Democratic Services, ensure Corporate & Executive Directors and Cabinet
Members are kept regularly informed about the committee’s activity and multi-year work
programmes.

e Liaise withtherelevantCorporate/Executive Director, Cabinet Memberand Leader of the
Council should exceptional financial or officerresourcesberequiredinorderto undertake
aparticular future work activity or policy review.
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Respecting the independent role of the committees, Cabinet Members are expected to:

e Never personally seek to direct the activity of a committee, though they may make
suggestions or request matters of interest to be considered by a Committee;

e Ensuretheirattendanceto provideinformationwhenrequested bythe Committee(noting
that further informal and formal provisions by a committee for this are set out in the
Constitution).

e Activelysupportthe provisionof relevant councilinformationand otherrequestsfromthe
Committee as part of their work programme;

e Fullyand openly, considerany findings fromacommittee followingaformal scrutiny call-in
or from any final recommendations presented to Cabinet from a policy review.

e Where feasible, provideopportunitiesforcommitteesto provide theirinputon forthcoming
executive reports as set out in the Forward Plan to enable wider pre-decision scrutiny (in
addition to those statutorily required to come before committees);

e Ensure allrecommendations from committees approved by the Cabinet are implemented
in a timely and effective manner by officers, and that this be monitored regularly by
Corporate & Executive Directors, as itis with the Committees themselves.

In the unlikely event that that a difference in view occurs between the parties, the Committee
Chair, Committee Member or Cabinet Member shouldinformthe Statutory Scrutiny Officer, who
will seek to resolve the matterin accordance with this protocol, the Council’'s Constitution and
otherrelevant guidance and will considerthe best interests of both overview & scrutiny and the
executive. Should the matter not be resolved, any final determination will be by the Monitoring
Officer. The Statutory Scrutiny Officer will report on the effectiveness of this protocol as part of
the Annual Report to Council each year.
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Chapter 7 - Planning Decisions

The London Borough of HillingdonisalLocal Planning Authorityand determines planning matters
permittedin law. All matters relating to town and country planning functions as set out in the
Town and Country Planning Act and related acts, including The High Speed 2 (HS2) Act, are
delegatedtothe Chief Planning Officer for determination, withthe exceptionof the matters listed
below which are for determination by the Hillingdon Planning Committee.

Definition of Planning Applications

References to‘Planning Applications’in this document include the following application types:

Applications for full planning permission including householder applications,
Applications for outline planning permission and reserved matters,

Applications under S73 of the Town and Country Planning Act (1990)(as amended),
Applications for permission in principle and technical details consent.

For the avoidance of doubt, the following application types are excluded from the definition of
‘Planning Applications’in this document:

Applications for prior notification/approval,

Applications for tree works,

Applications for non-material amendments to a planning permission,
Applications to discharge a condition(s) pursuant to a planning permission,
Applications for listed building consent,

Applications for advertisement consent,

Applications for certificates of lawfulness.

Applications for permission under the HS2 Act.

Hillingdon Planning Committee

Matters to be Determined by the Committee

Planning Applications meeting the following criteria:

1.

Planning applications relating to ‘Major’ development as defined in The Town and
Country Planning (Development Management Procedure)(England) Order 2015 (as
amended) where the recommendation is for approval. Except that Planning
Applicationstovary an existing planning permission orassociated legalagreement
are delegated to the Chief Planning Officer (unless the variation results in a
reduction of affordable housing provision).

Any planning application where a Ward Councillor requests, in writing to the Chief
Planning Officer within 21 days of the publication of the relevant weekly list of
applications received by the Council, that it be determined by a Committee.

The Ward Councillor must include a valid planning reason for the request.
Determination of what constitutesavalid planning reason will be made by the Chief
Planning Officer or their sub-delegates. In exceptional circumstances, as
determined by the Chief Planning Officer or their sub-delegates, the 21-day rule
may be waived.
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Should the desired outcome subsequently be in accordance with the ‘Officer's
Recommendation’orthe call-in request be withdrawn, then the application will not
be referred to Committee.

All reasons raised by Ward Councillors in a call-in request will be addressed in the
officer report to determine the application, whether the report is referred to
Committee or determined by a Planning Officer.

3. Planning applications for which a petition of 20 or more valid signatures has been
received, and the ‘officer's recommendation’ does not accord with the desired
outcome of the petition.

4. Planning applicationsfor which 20 or more separate written objections have been
received, and the ‘officer's recommendation’is for approval.

5. Planning applications for which 20 or more separate written representations of
support have been received, and the ‘officer's recommendation’is for refusal.

6. All planning applications where the Council is the applicant or has a financial
liability.

7. Planning applications submitted by or on behalf of a Councillor, Chief Officer or by
or on behalf of any officer directly involved in the processing of planning
applications.

8. Applications for listed building consent for which there is a corresponding
planning application which meets the criteria for referral to committee.

Applications under the High Speed 2 Act meeting the following criteria:

9. Schedule 17(12) - Condition relating to site restoration where the proposals affect
an area of more than 1 hectare.

10. Schedule 16(5) - Condition relating to site restoration where the proposals affect

an area of more than 1 hectare.

Planning Committee Membership, Training & Conduct

The Planning Committee will be politically balanced, and membership determined by the Full
Council.Mandatory traininginplanningisrequired fornew committee membersandallmembers
of the planning committeesshould observe the Planning Code of Conduct setoutinPart 3 of the

Constitution.

Planning Committee Quorum

No businessshallbe transacted at a meeting of the Planning Committee unlessthereispresent
at least one third of the whole number of Members of the body concerned or 3 Members of the

Committee, whichever is the greater.
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Decisions made by Planning Officers

Delegated Decisions

The Councilhas delegated the determinationofall other planning decisionsto the Chief Planning
Officerin accordance with S101 of the Local Government Act 1972. The Chief Planning Officeris
authorised to delegate any of the above functions delegated to her/him in this Constitution to
other officers, subject to maintaining a written record.

Referral to Committee

Additionally, the Chief Planning Officer, in consultation withthe appropriate Cabinet Member may
referapplicationswhich byvirtue of the level of publicinterest,importance and/ orthe economic
or regeneration impacts of the proposals, are felt to warrant consideration at Planning
Committee.

Decisions on High Speed 2 (HS2)

HS2 isa majornationalinfrastructure rail project impacting the Borough and requiresadditional,
albeit temporary, decision-making delegations to ensure the Council can respond to the
development effectively.

More significant decisions are taken bythe Planning Committee as set outaboveinthis Chapter.
All other High Speed 2 Act Schedule 17 applications and Schedule 16[5] [land restoration

schemes Japplications fromHS2 Ltd to the London Borough of Hillingdonrequiring approval are
delegated to the Chief Planning Officer in consultation with the relevant Cabinet Member.
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Chapter 8 - Licensing Decisions

The Council takes decisions on local licensing matters, including those under the
Licensing Act 2003 and the Gambling Act 2005 and other legislation set out. The
Council may discharge this through a parent Licensing Committee, which has the duty
to set up a Licensing Sub-Committee to determine matters and these are generally
where representations are received. The Licensing Committee orthe Full Council may
also discharge licensing decisions to officers, and these are generally where there are
no representations made.

Licensing Committee

The Licensing Committee discharges the Council’s functions under the Licensing Act 2003,
Gambling Act 2005, Sex Establishment Venue Licences under the Local Government
(Miscellaneous Provisions)Act 1982, Street Trading determination functions under the London
Local Authorities Act 1990 and the Scrap Metal Dealers Act 2013, which are statutoryin nature.

Terms of Reference
The Committee’s Terms of Reference are:

1) Tooverseethedischarge ofalllicensingfunctions of the Council as the licensingauthority
under the Licensing Act 2003, Gambling Act 2005, Local Government (Miscellaneous
Provisions)Act 1982, London Local Authorities Act 1990; the Scrap Metal Dealers Act 2013
and The Police Reform & Social Responsibility Act 2011, except, in respect of each, the
determination of the Council's Statement of Licensing Policy and the publication of that
Statement.

2) To establish and appoint sub-committees to determine any applications requiring a
hearing under the Licensing Act 2003, Gambling Act 2005, Local Government
(Miscellaneous Provisions) Act 1982, London Local Authorities Act 1990 and the Scrap
Metal Dealers Act 2013 orotherwise the determination of anyapplicationnot delegated to
officers.

3) To arrange for the discharge of the functions governed by the Licensing Act 2003,
Gambling Act 2005, Local Government(Miscellaneous Provisions)Act 1982, London Local
Authorities Act 1990 and the Scrap Metal Dealers Act 2013 by its sub-committees or by
officers except where prohibited by the Licensing Act 2003 and Gambling Act 2005

4) To receive and consider reports, where appropriate, on the needs of the local tourist
economy, employmentandinvestmentintheareaandany othermatterdirectlyrelatedto
the licensing functionsin the Borough.

Membership, Training and Frequency

The Committee will have 10 Members (10 is the minimum required and 15 the maximum under
regulations).Political balance rules do not apply to the make-up of the Committee, but the Council
has decided to apply these rules to the Committee and its sub-committee. The Licensing
Committee will meet on a reqular basis. Mandatory licensing training is required for committee
members.
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Quorum

No businessshallbe transacted ata meeting of aLicensing Committee unlessthereis presentat
least one third of the whole number of Members of the body concerned or 3 Members of the
Committee whichever is the greater.

Licensing sub-committee

Membership

There will be a single Licensing Sub-Committee which will comprise 3 Members of the parent
Licensing Committee selected on a rota basis, with any substitute Members, if required, being
selectedfromthe Licensing Committee only. The meetings of the Sub-Committee will ordinarily
be chaired by the Chair of the Licensing Committee. Political balance rules do not apply to the
make-up of the Sub-Committee.

Quorum

2 Councillors

Operation and Protocols

The Licensing Sub-Committee will meet when required to effectively discharge its functions or
to determine matters as set out in this Chapter below. These meetings will also be known as
Licensing Sub-Committee ‘hearings’. Such hearings will operate under protocols agreed by the
parent Licensing Committee. As set out in the currentlyagreed protocols, it is permitted under
law, by exception,tohold such hearingsremotelyand also to adjournadministrativelyafter notice
has been given for ahearing without the requirement to formally convene first.

Delegation of Licensing Functions

The Tablesbelow setoutthe delegation of Licensing functionstothe Licensing Sub-Committee
and Officers as agreed by the parent Licensing Committee. In respect of Officer delegations
listed, the Council has delegated the following licensing decisions to the Corporate Director of
Place who,in accordance with S101 of the Local Government Act 1972, may agree to sub-delegate
theseto otherofficers.For completeness,italso showsthoserelated functionsreservedto Full
Council and Cabinet, which are set out in their own delegations.

Licensing Act 2003
FUNCTION COUNCIL / | SUB-COMMITTEE OFFICER
CABINET
Cabinet and
Approval of b-year Statement of Licensing Policy Full Council | - -
Cabinet
Fee setting, where appropriate - reserved to Cabinet - -
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FUNCTION COUNCIL / | SUB-COMMITTEE OFFICER
CABINET
Application for a personal licence It a Police If no objection
PP P objection made
Application for personal licence, with unspent If a Police If no objection
convictions objection made
If a relevant If no

Application for premises licence/club premises
certificate

representation
made

representation
made

Application for provisional statement

If a relevant
representation
made

If no
representation
made

Application to vary premises licence/club premises
certificate

If a relevant
representation
made

If no
representation
made

If a Police
Application to vary designated premises supervisor L All other cases
PP y 9 P P objection
Request to be removed as designated premises
supervisor All cases
L . . If a Police
Application for transfer of premises licence L All other cases
objection
S . .\ If a Poli
Application for Interim Authorities ? o'lce All other cases
objection
Appl.lc.atlon to review premises licence/club premises All cases
certificate
Decision on whether a representation/objection is
. - . All cases
irrelevant, frivolous, vexatious, etc.
Decision to object when local authority is a consultee
. All cases
and not the lead authority
Determination of an objection to a Temporary Event
. All cases
Notice
Revocation of Personal Licence where convictions
. All cases
come to light after grant
Determination of application by Community Premises If a Police
. N s L All other cases
to include alternative licence condition objection

Decision whether to consult other responsible
authorities on minor variation applications

All cases

Determination of minor variation applications

All cases

Licensing Act 2003 - Ward Councillor Call-in

Where aWard Councillor makesrepresentationsuponan application within theirward, in writing,
to the Head of Licensing, Trading Standards and Regulatory Services within the appropriate
statutoryperiod of consultationforthe application, and thisrepresentation hasbeenforwarded
to the Licensing Authority, that applicationshall thenbe scheduledto be heard by the Licensing
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Sub-Committee fordetermination. The Ward Councillormustincludeintheirrepresentationsthe
reasons why they wish the application to be determined by the Sub-Committee and how the
application adversely affects the licensing objectives, otherwise the call-in will not be valid.

Gambling Act 2005

FUNCTION COUNCIL / SUB- OFFICER
CABINET COMMITTEE

Approval of the Cabinet

three year Statement of Gambling and Full

Policy Council

Policy not to permit casinos Full

Council

Fee Setting - when appropriate Cabinet

Application for premises licences If representation made If no representation
made

Application for a variation to a licence If representation made If no representation
made

Application for a transfer of a licence Where representations Where no representations

have been received from received from the
the Commission Commission

Application for a provisional statement If representation made If no representation
made

Review of a premises licence X

Application for club gaming /club If representation made If no representation

machine permits made

Cancellation of club gaming/ club X

machine permits

Applications for other permits X

Cancellation of licensed premises X

gaming machine permits

Consideration of temporary use notice X

Notifications and applications for two X

or three gaming machines
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COUNCIL /
CABINET

SUB-
COMMITTEE

OFFICER

Applications for four to five gaming
machines

Officers in consultation with
the Chair of the Licensing
Sub-Committee

Applications for more than five gaming
machines

By way of a report

Decision to give a counter notice to a X
temporary use notice
Section 284 Order to revoke the X

automatic entitlement for 2 gaming
machine notifications

Gambling Act 2005 - Ward Councillor Call-in

Where a Ward Councillor makes representations upon an application within their ward, in
writing, totherelevant Head of Service for Licensing, withinthe appropriate statutory period
of consultation for the application, and this representation has been forwarded to the
Licensing Authority, that application shall be scheduled to be heard by the Licensing Sub-
Committee fordetermination. The Ward Councillor mustincludeintheirrepresentations the
reasonswhythey wishthe application to be determined bythe Sub-Committee and how the
application adversely affects the licensing objectives.

Other licensing functions exercised

Functions under Schedule 3 of the Local Government (Miscellaneous Provisions) Act 1982 inrespect

of Sex Establishment Licences

CABINET / SUB- OFFICER
COUNCIL COMMITTEE

Adoption of powers and resolution to prescribe appropriate | Full

number of Sex Establishments Council

Sex Establishment Policy Cabinet

Sex Establishment Fees - when appropriate Cabinet

To determine application for new/renewal licences where X

no representation made.

To determine application for new/renewal licences where a X

representation is made.
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Functions under the Scrap Metal Dealers Act 2013

CABINET SUB- OFFICER
COMMITTEE
Scrap Metal Dealers Policy Cabinet
Scrap Metal Fees - when appropriate Cabinet
To determine any contested applications or where X
representations have been received
To determine uncontested applications for site and X
collector's licences.
To determine uncontested applications for site and X
collector's licences subject to conditions
To determine uncontested applications for variationsto a X
site or collector’s licence
To revoke a site or collectors licence where no relevant X
representations from the licensee have been received.
Street Trading functions
CABINET SUB- OFFICER
COMMITTEE
Street Trading / Markets Policy Cabinet
Street Trading / Markets Fees Cabinet
Determination of applications for street trader’s licences Where contested | X
and temporary markets and enforcement action as
necessary.
All matters concerning street trading licenses to enable the Where contested | X

granting, renewing or revoking of a street trading license or
to make requlations for prescribing new Standard
Conditions.

Authorisation, subject to legal advice, of legal proceedings
under street trading legislation.

Authorisation and issue of street litter control notices
to businesses etc...
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Under Part 1 of the Business and Planning Act - Coronovirus
measures To grant or refuse an application for a Pavement
Licence. Where a Licence is granted, thisis to be for an
initial period of 4 months. Subsequent extensions will also
be for a 4 month period, with the maximum period of any
initial licence and extensions being 12 months.

Any decision to
revoke a
Pavement
Licence isto be
taken by officers
acting in
consultation with
the Chair / Vice
Chair of the
Licensing Sub
Committee.

Approved by Full
Council 16 July
2020
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Chapter 9 - Pensions decisions

Decisionsand mattersregardingthe London Borough of Hillingdon'sPension Fund and
related matters are taken predominately by the Council's Pensions Committee. A
Pensions Board acts as a scrutiny body to ensure the Pensions Committee complies
with relevant good governance. Senior Council Officers may take pension related
decisions in certain circumstances as set out here.

Pensions Committee

Membership

The Pensions Committee will be politically balanced, and membership determined by the Full
Council. In addition, the Independent Adviser and Investment Consultant would normally attend
meetings along with relevant officers in an advisory, non-voting capacity.

Quorum

No businessshallbe transacted ata meeting of a Pensions Committee unlessthereis present at
least one third of the whole number of Members of the body concerned or 3 Members of the
Committee whicheveris the greater.

Terms of Reference

1) To exercise all functions concerning the Pension Fund including, but not limited to:
governance; funding; actuarial valuations; policies; accounting and audit; risk
management, budgets and resourcing; investment, and administration.

2) To review and approve all aspects of investment policy relating to the Pensions Fund,
including agreeing the strategic asset allocation and authorisation or prohibition of
particular investment activities.

3) Toreview the Investment Strategy Statement and amend it when necessary.

4) To agree benchmarks and performance targets for the investment of the Fund'’s assets
and review periodically.

5) To agree to transfer funds into mandates managed by the London Collective Investment
Vehicle (CIV)as soon as appropriate opportunities become available.

B) To receive regular reports from investment managers including the London CIV and to
agree resultant actions fromareview of the investments held.

7) Tokeeptheperformance of theinvestment managersunderregular review and extendor
terminate their contracts as required. To appoint new managers when necessary.

8) Toagreepolicy guidelinesforthe exercise of votingrights attachedtothe Fund's shares.

9) To review the appointment of specialist advisors and service providers and make new
appointments as necessary.

10) To approve the appointment of persons to hear appeals under the Internal Dispute
Resolution Procedure.

11) To set up a Pensions Sub-Group, should it be required, comprising 3 Elected Members
politically balanced and relevant officers and advisors to:

a. Be consulted onurgent decisions that are required to be taken by the Corporate
Director of Finance in the absence of a Committee meeting;
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b. Assistin strategic discussions with regard to the Pensions Fund and Investment
Strategy, including the monitoring of fund manager performance and associated
actionsor investigationsand making anyrecommendations on such mattersto the
Pensions Committee for decision.

12) The Corporate Director of Finance be authorisedto take urgentdecisionsinrelation to the
pensionsfundandinvestmentstrategyonbehalf of the Committee, and if established, in
consultation with any Pension Sub-Group, reporting back to the Pensions Committee for
ratification.

Pensions Board

The PensionsBoardis nota decision-making body, ratherit has a compliance and scrutinyrole
toensurethe Pensions Committeeeffectivelyand efficientlycomplies with the code of practice
onthegovernance andadministration of publicservice pensionschemesissued by the Pensions
Regulator. Additionally, the Pension Board will help ensure that the London Borough of
Hillingdon Pension Fund is managed and administered effectively and efficiently and complies
with the code of practice on the governance and administration of public service pension
schemes issued by the Pension Regulator.

Membership

The membership of the Board must be equally split between employer and scheme member
representatives with relevant experience and the capacity to represent.

Council has determined that membership shall be 2 employer and 2 scheme member
representatives withno Councillorsautomaticallyappointedto sitonthe Board. Applications for
the employerrepresentatives willbe invited froma)the Council(Members will be entitled to apply
for this position should they so wish)and b)all other employer bodies contributing to the fund -
andthenselectedatinterview bythe Chairand one other Member of the Pensions Committee and
a Senior Officer, on the basis of capacity and/or experience. Term of Office to be four years.

Terms of Reference

1) The Pensions Board will meet at afrequency determined by the Board.

2) Reportsto the Board will either reflect decisions taken by Pensions Committee or be
reports for noting already seen by Pensions Committee.

3) The role of the Board will be to assist London Borough of Hillingdon Administering
Authorityas Scheme Manager: to secure compliance with the LGPS regulationsand any
other legislation relating to the governance and administration of the LGPS;

4) Tosecurecompliance withrequirementsimposedinrelationtothe LGPSbythe Pensions
Regulator; and in such other matters as the LGPS regulations may specify.

5) Tosecuretheeffectiveand efficient governance and administration of the LGPS for the
London Borough of Hillingdon Pension Fund.

B) To provide the Scheme Manager with such information as it requires to ensure that any
member of the Pension Board or person to be appointed to the Pension Board does not
have a conflict of interest. NB: Being a member of the LGPSis not seen as a conflict of
interest.

7) The Board may agree a more detailed code of practice within the parameters of these
Terms of Reference, as to how it operates to comply with other relevant quidelines.
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Officer pensions delegations

The Council has delegated the followingdecisionstothe Chief Executive and Corporate Director
of Finance in accordance with S101 of the Local Government Act 1972, who may agree to sub-
delegate thesetootherofficersassetoutbelow.These arealsosetoutin the Officer Scheme of

Delegations.
Chief To approve proposals for discretionary enhanced | Informal agreement of the
Executive early retirement packages for officers following | current Members of the
. b . t fthe Members Of Appomtments Committee
written agreement y a majorl yo required.
the Appointments Committee.
Corporate To take urgent decisions in relation to the pensions | Note: A Pensions Sub-Group
Director of | fund and investment strategy on behalf of the can be arranged comprising
. . . . . . 3 Members politically
Finance Pensions Committee, in consultation with the b .
. ! . . alanced and it can meet
Pensions Sub-Group if established, reporting back | informally, in person or
to the Committee any exercise of these powers for | remotely to suit any urgent
ratification. timings
Head of To administer and manage the Council’'s pension
Finance - fund in accordance with the requlations and with
Statutory policy set by the Pensions Committee, including the
Accounting | taking of anyurgent decisions on behalf of the
& Pension Pensions Committee, reporting back to the
Fund Committee for ratification.
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Chapter 10 - Administrative Decisions

The Council may take a range of administrative decisionsfor the efficient conduct of
business, staffing and governance matters and also to make other decisions of a
statutory nature. Where such functions may be exercised either through a committee
of the Council or by senior officers of the Council, these are set out below to clarify the
decision-maker. Council officers make other administrative and statutory decisions,
and these are set in the broader Officer Scheme of Delegations

Registration and Appeals Committee

This Committee deals with a wide range of Council functions, some of which are statutory and
others, which are discretionary.

Membership

The Registration and Appeals Committee will be politically balanced, and membership
determined by the Full Council. It may establish sub-committees also to be politically balanced.

Quorum

No businessshallbe transacted atameeting of aRegistration & Appeals Committee unless there
ispresentatleastonethird of the whole number of Members of thebodyconcernedor3Members
of the Committee whichever is the greater.

Terms of Reference
To hear and determine:

1) Applications for Nursing agencies if refusal is proposed.

2) Applications for Licensing of premises for marriages if objections have been raised.

3) Applications for Miscellaneous functions where refusal is proposed.

4) Applications for the licensing of homes under Social Services Legislation.

5) Appeals by childminders against arefusal to register or aproposal to revoke a permit.

B) Opposed or contentious applications and revocations in relation to miscellaneous
licensing functions

7) Appealsby nurseryschoolprovidersrelatingto a decisionto reject or remove themfrom
the Directory of non-maintained providers eligible to claim funding for the provision of
free nursery education places; and to hear and determine appeals from parents who are
not satisfied that their child has received the free nursery education to which they are
entitled.

8) To establish, appoint Councillors and agree the terms of reference of an Appeals Sub-
Committee tohearand determine appeals mattersinrelationto Chief Officersand Deputy
Chief Officers (Chief Executive to Deputy Director/Head of Service tier).

9) To establish, appoint Councillors and agree the terms of reference of a Grievance Sub-
Committee to hear and determine grievance matters in relation to Chief Officers and
Deputy Chief Officers (Chief Executive to Deputy Director/Head of Service tier).
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10) Under the terms of the Commons Act 2006, to consider and determine applications for
registration of Village Greens.

Related registration and Appeals decisions taken by officers

Where there is no refusal, contention or objections raised to such matters, the Council has
delegated such decisionsto designated officersinaccordance with S101ofthe Local Government
Act 1972, who may agree to sub-delegate these to other officers. These will be set out in the
Officer Scheme of Delegations.

Appointments Committee

Membership

The Appointments Committee will be politically balanced, and membership determined by the
Full Council. Membership shall include at least one member of the Cabinet. The Committee will
determine employment matters in respect of Chief Officers.

Quorum

No business shall be transacted at a meeting of an Appointments Committee unless there is
present at least 2 Members of the Committee.

Terms of Reference

1) To determine all matters (including interviewing, salaries and service conditions)in the
recruitment, selection and appointment of the Chief Executive, Corporate & Executive
Directors and those Chief Officers on JNC National Conditions of Service, and any other
appointments as deemed necessary, subject to the financial implications being within
approvedbudgets.Full Councilapprovalisrequired forthe Chief Executive'sappointment.

2) To establishand implementan annual appraisaland remunerationreview processforthe
Chief Executive, Corporate & Executive Directors, based on clear performance targets
and objectives.

3) To authorise acompensation package for the Council's Chief Executive on or before the

termination of his/her employment with the Council.

Procedure to appoint and dismiss senior officers
These are also known as the Officer Employment Procedure Rules
1. Definitions

In these rules the following definitions apply:

(a) ‘Chief Officer’is:-

i) Apersonoccupying apost whichisremunerated inline with the Chief Officer
pay scales(Exec’'1,2 or 3or the CEO pay scale);
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(b)

(c)

(d)

(e)

ii) apersonforwhomthe Council's Chief Executive is directly responsible and
includes the statutory Chief Officers;

iii) apersonwho, asrespects all or most of the duties of his post, is required to
report directly oris directly accountable to the Council's Chief Executive; and

iv) any person who, as respects all or most of the duties of their post, is required
toreportdirectly oris directly accountable to the Council itself or any
Committee or Sub-Committee of the Council.

‘Deputy Chief Officer'is a person who, as respects all or most of the duties of his
post, is required to report directly or is directly accountable to one or more of the
statutory or non-statutory Chief Officers.

‘Proper Officer' means an officer appointed by the Council for the purposes of the
provisionsinSchedule | Partll of the Local Authorities(Standing Orders)(England)
Regulations 2001.

‘Appointor'means, in relation to the appointment of a person as an officer of the
Council, the Council or, where a Committee, Sub-Committee or officer is
dischargingthe function of appointment on behalf of the Council, that Committee,
Sub-Committee or officer.

‘Dismissor’ means, in relation to the dismissal of an officer of the Council, the
Council or, where a Committee, Sub-Committee or another officer is discharging
the function of dismissal on behalf of the Council, that Committee, Sub-Committee
or other officer.

Recruitment

(a)

(b)

Declarations

1. The Councilrequiresall candidates forappointment as an officerto statein
writing whether they are related to an officer or elected Member of the
Council and to state the name and nature of the relationship.

2. No candidate so related to a Councillor or an officer will be appointed
without the authority of the Chief Executive or the Monitoring Officer who
shall satisfy himself/herself that the correct processes have been followed
and that the appointment has been validly made.

Seeking Support for Appointment

1. Seeking the support of any elected Member, directly or indirectly, for
employment by the Council, or for any contract with the Council shall be
strictly prohibited and shall be held to disqualify an applicant. This shall
prohibit any applicant from sending particulars of his or her qualifications
and copies of his or her testimonials to Members. The content of this
paragraph will be included in recruitment information.

2. No Councillor will seek support for any person for any permanent or
temporary appointment with the Council.
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Recruitment of Chief Executive, Corporate & Executive Directorsand other Chief Officers
and Deputy Chief Officers

Where the Council proposes to appoint a Chief Executive, a Corporate or Executive
Director or other Chief Officer or a Deputy Chief Officer, and it is not proposed that the
appointment be made exclusively from among existing officers, the Chief Executive or
Corporate or Executive Director, in conjunction with the Head of Human Resources, will:

(a) draw up a statement specifying the duties of the officer concerned and specifying
the qualifications or qualities to be sought in the person to be appointed;

(b) make arrangements for the post to be advertised in such ways as is likely to bring
it to the attention of persons who are qualified to apply forit;

(c) make arrangements fora copy of the statement mentionedin paragraph(a) above
to be sent to any person on request;

(d) arrange for the post to be re-advertised in accordance with paragraph (b) above
where no qualified person has applied for it;

(e) make arrangements for all qualified applicants for the post to be interviewedor
short-listed for interview.

Appointment, Dismissal of and Disciplinary Action Against Staff Below Deputy Chief
Officer Level

(a) Except where a specific appointment is referred to an Appointments Sub-
Committee, the function of appointment and dismissal of, and taking disciplinary
action against, all Council staff at or below Deputy Chief Officer level who are not
on Chief Officer conditions of service is to be delegated to the Council's Chief
Executive or by an officer nominated by him or her.

(b) Nothingin paragraph (a) above shall preventapersonfromservingas a member of
any Committee or Sub-Committee established bythe Councilto consideran appeal
by -

(i) another person against any decision relating to the appointment of that other
person as a member of staff of the Council; or

(ii) a member of staff of the Council against any decision relating to the dismissal
of, or taking disciplinary action against, that member of staff.

Appointment of the Chief Executive

The Appointments Committee will short-list, interviewand recommendto the Full Council
anappointment of the Chief Executive. The Committee’s membershipistoinclude at least
one member of the executive.

The Full Council must approve the appointment of a Chief Executive before an offer of
appointment is made.

Appointment of Chief Officers, Deputy Chief Officers and other relevant officers (other
than the Chief Executive)

The Appointments Committee willinterviewand appoint Chief Officerswho are Corporate
& Executive Directors. An Appointments Sub-Committee will interview and appoint all
otherChief Officersand Deputy Chief Officers(including Directors/Heads of Service)and
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10.

additionally, upon referral by the Leader of the Council in conjunction with the Chief
Executive, a sub-committee may interview and appoint any other Chief Officer on JNC
National Conditions of Service and any other appointments as deemed necessary.

Offersof Appointment to theChief Executive, Chief Officers and Deputy Chief Officers and
otherrelevant officers

Where the Appointments Committee or its sub-committee appoints to the above posts,

an offer of an appointment must not be made by the appointor until -

(i) the appointor has notified the proper officer of the name of the person to whom
the appointor wishes to make the offer and any other particulars which the
appointor considers are relevant to the appointment;

(ii) the proper officer has notified every member of the Cabinet of the authority of -
- the name of the person to whom the appointor wishes to make the offer;

any other particulars relevant to the appointment which the appointor has
notified to the proper officer; and

the period within which any objection to the making of the offeris to be made
by the Leader on behalf of the Cabinet to the proper officer; and

(iii)  either-

the Leaderhas, withinthe period specified for objection, notified theappointor
that neitherhe norany member of the Cabinethas any objectionto the making
of the offer;
the properofficer has notified the appointorthat no objection was received by
him within that period from the Leader;

or-
the appointoris satisfied that any objection received from the Leader within
that period is not material or is not well-founded.

Dismissal of the Chief Executive

The process set out in Paragraph 11 of these Rules will apply.

The Full Council must approve the dismissal of a Chief Executive before notice of
dismissal is given to him/her.

Dismissal of Chief Officers(other than the Chief Executive)and Deputy Chief Officers

This will follow the process set out in the Council's Employment and Disciplinary Policies
and Procedures and the appropriate National Conditions of Service. For the Monitoring
Officer and Chief Finance Officer, the process set out in Paragraph 11 of these Rules will

apply.

There is a right of appeal against dismissal to a Sub-Committee of the Registration and
Appeals Committee.

Notices of Dismissal to the Chief Executive, Chief Officers and Deputy Chief Officers

A notice of the dismissal of a Chief Executive, Chief Officer or Deputy Chief Officer must
not be given by the dismissor until -
(i) the dismissor has notified the proper officer of the name of the person who the
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(ii)

(iif)

dismissor wishes to dismiss and any other particulars which the dismissor

considers are relevant to the dismissal;

the proper officer has notified every member of the Cabinet of the Council of -
the name of the person who the dismissor wishes to dismiss;
any other particulars relevant to the dismissal which the dismissor has
notified to the proper officer; and
the period within which any objection to the dismissal is to be made by the
Leader on behalf of the Cabinet to the proper officer; and

either -
the Leader has, within the period specified for objection, notified the
dismissorthat neitherhe norany member of the Cabinet has any objection
to the dismissal;
the properofficerhasnotified the dismissorthatno objection wasreceived
by him within that period from the Leader;

or-
the dismissorissatisfied thatanyobjectionreceivedfromthe Leader within
that period is not material or is not well-founded.

11. Disciplinary Action Against the Council's Statutory Officers(as prescribed by Schedule 3 of

the Local Authorities (Standing Orders)  (England)(Amendment) Regulations 2015);

(a)

No disciplinary action in respect of the Council’'s Chief Executive, its Monitoring
Officer or its Chief Finance Officer (as defined in Regulation 2 of the Local
Authorities [Standing Orders] [England] Regulations 2001), except action
describedin paragraph (b) below, may be taken by the Council, or by a Committee,
a Sub-Committee, a Joint Committee on which the Council is represented or any
other person acting on behalf of the Council, other than in accordance with the
following procedure:

i)  TheHeadofDemocraticServicesandthe Head of Human Resourcesacting on
behalf of the Council willinvite relevantindependent personsto be considered
for appointment to an Independent Panel, with a view to appointing at least
two such persons to the Panel.

ii)  Inparagraphi)‘relevantindependent person”“meansanyindependent person
who has been appointed by the Council or, where there are fewer than two
such persons, such independent persons as have been appointed by another
authority or authorities as the Council considers appropriate.

iii) Subject to paragraphiv), the Councilmust appoint to the Panel such relevant
independent persons who have accepted an invitation issued in accordance
with paragraphi)in accordance with the following priority order—

e arelevantindependentpersonwhohasbeenappointedbythe Counciland
who is alocal government elector;

e any other relevant independent person who has been appointed by the
Council;

e a relevant independent person who has been appointed by another
authority or authorities.

iv)  The Council is not required to appoint more than two relevant independent
persons in accordance with paragraph iii)but may do so.

v)  The Panel must be appointed at least 20 working days before the meeting of
the Council to consider whether or not to approve a proposal to dismiss the
Chief Executive, Monitoring Officer or Chief Finance Officer.
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12.

(b)

vi) Before Full Council votes on whether or not to approve a dismissal, it must
take into account, in particular—
e anyadvice, views or recommendations of the Panel;
e theconclusions of anyinvestigation into the proposed dismissal; and
e anyrepresentationsfromthe Chief Executive, Monitoring Officer or Chief

Finance Officer, as appropriate.

vii) Anyremuneration, allowances or fees paid by the Council to an independent
personappointedtothe Panelmustnotexceedthelevel of remuneration paid
to the Standards Committee Independent Person.

In paragraph a) “disciplinary action” means ‘any action occasioned by alleged
misconduct which, if proved, would, according to the usual practice of the Council,
be recorded on the member of staff's personal file, and includes any proposal for
dismissal of a member of staff for any reason other than redundancy, permanent
ill-health or infirmity of mind or body, but does not include failure to renew a
contract of employment for a fixed term unless the Council has undertaken to
renew such a contract.

The action mentioned in paragraph (a) above is suspension of the officer for the
purpose of investigating the alleged misconduct occasioning the action; and any
such suspension must be on full pay and terminate no later than the expiry of two
months beginning on the day on which the suspension takes effect.

Disciplinary Action against other Officers below Deputy Chief Officer level

Any disciplinary action in relation to capability and misconduct taken against all other
Council Officers will be in accordance with the Council's Employment and Disciplinary
Policies and Procedures and the appropriate National Conditions of Service.

Staffing decisions by the Chief Executive

The Councilhasdelegated the following HR decisions belowto the Chief Executive inaccordance
with S101 of the Local Government Act 1972. These are also set out in the Officer Scheme of

Delegations.

Chief Executive | Toagreethetermsandconditions of employment of all staff(otherthanthe

Chief Executive and those Chief Officers on JNC National Conditions of
Service) and the creation, deletion or amendment of all the Council's HR
policies and procedures and to approve proposals for discretionary
enhanced early retirement packages for officers following written
agreement by a majority of the Members of the Appointments Committee.

Chief Executive | To suspend the statutory s151 Officer and Monitoring Officer pending any

procedures set out in the Officer Employment Procedure Rules in relation
to the Council’s Statutory Officers.

Monitoring
Officer /Head of | Officer Employment Procedure Rules in relation to the Council’s Statutory
Legal Services Officers.

To suspend the Chief Executive pending any procedures set out in the
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Audit Committee
The Audit Committee’srole is to:

e Reviewand monitorthe Council’'saudit, governance, risk management framework and
the associated control environment, as an independent assurance mechanism;

e Review and monitor the Council's financial and non-financial performance to the
extent that it affects the Council's exposure to risk and/or weakens the control
environment;

e Oversee the financial reporting process of the Statement of Accounts.

Decisionsin respect of strategy, policy and service deliveryor improvementare reservedtothe
Cabinet or delegated to Officers.

Membership

The Audit Committee will be politicallybalanced,and membership determinedbythe Full Council.
Membership will include an independent non-voting Co-opted Member as Chair with relevant
financial expertise. The Vice-Chair will come from the majority group. No Cabinet Member shall
serve concurrently on the Audit Committee.

Quorum

No business shall be transacted at a meeting of the Audit Committee unlessthere is present at
least one third of the whole number of Members of the body concerned or 3 Members of the
Committee whicheveris the greater.

Terms of Reference

Internal Audit

1) Review and approve(but notdirect)the Internal Audit Strategyto ensure thatit meetsthe
Council's overall strategic direction.

2)  Review,approveand monitor(but not direct)Internal Audit'splanned programmes of work,
paying particular attention to whether there is sufficient and appropriate coverage.

3)  ThroughquarterlyInternal Audit summaryreports of workdone, monitor progress against
the Internal Audit Plan and assess whetheradequate skillsand resources are available to
provide an effective Internal Audit function. Monitor the main Internal Audit
recommendations and consider whether management responses to the
recommendations raised are appropriate with due regard to risk, materiality and
coverage.

4)  Make recommendationstothe Leader of the Counciland Cabinet Member for Finance on
any changes to the Council’s Internal Audit Strategy and plans.

5) Review the Annual Reportand Opinion Statementandthelevel of assurance this provides
overthe Council'scorporate governance arrangements, risk management frameworkand
system of internal controls.

B8) Considerreportsdealingwiththe activity, managementand performance of internal audit
services.
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7)

Following arequest to the Corporate Director of Finance and, subject to the approval of
the Leader of the Council or Cabinet Member for Finance, to request work from Internal
Audit.

External Audit

8)
9)
10)
)
12)

13)

14)

Receive and considerthe External Auditor'sannualletter, relevantreportsandthereport
to those charged with governance.

Monitor management action in response to issues raised by External Audit.

Receive and consider specific reports as agreed with the External Auditor.
Commentonthe scope and depth of External Audit workand ensure thatit givesvalue for
money, making any recommendations to the Corporate Director of Finance.

Be consulted by the Corporate Director of Finance over the appointment of the Council's
External Auditor.

Following arequest to the Corporate Director of Finance and, subject to the approval of
the Leader of the Council or Cabinet Member for Finance, to commission work from
External Audit.

Monitor arrangements for ensuring effective liaison between Internal Audit and External
Audit, in consultation with the Corporate Director of Finance.

Governance Framework

15)

16)

17)

18)

19)

20)

21)

Maintain an overview of the Council's Constitutionin respect of contract procedure rules
and financial regulations and, where necessary, bring proposals to the Leader of the
Council or the Cabinet for their development.

Review any issue referred to it by the Chief Executive, Corporate or Executive Director,
any Council body or external assurance providers including inspection agencies.
Monitor and review (but not direct) the authority's risk management arrangements,
including regularly reviewing the corporate risk register and seeking assurances that
appropriate action is being taken on managing risk.

Review and monitor Council strategy and policies on anti-fraud and anti-corruption
includingthe’Raising Concernsat Work' policy making any recommendationson changes
to the Leader of the Council and relevant Corporate / Executive Director.

Overseethe production of the authority’s Annual Governance Statementand recommend
its adoption.

Review the Council's arrangements for corporate governance and make
recommendationsto the Corporate Director of Finance on suggested actionstoimprove
alignment with best practice.

Whererequestedbythe Leaderof the Council, Cabinet Member for Finance or Corporate
Director of Finance, provide recommendations on the Council’'s compliance with its own
and other published standards and controls.

Accounts

22)

23)

Review and approve the annual statement of accounts. Specifically, to consider whether
appropriate accounting policies have been followed and whether there are concerns
arising from financial statements or from the external auditor that need to be brought to
the attention of the Council.

Considerthe externalauditor'sreporttothose charged with governance onissuesarising
from the external audit of the accounts.
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Review and reporting

24) Undertake an annual independent review of the Audit Committee’s effectiveness and
submit an annual report to Council on the activity of the Audit Committee.

Formal duty of senior officers to attend

Whilst Council officers willinvariably attend meetings voluntarily, in fulfillingitsrole, and should
it be required, the Committee may require the Head of Paid Service and/or any senior officer
(third tier and above) to attend before it to explain in relation to matters within its remit and it
shall be the duty of those persons to attend if so required.

Where any seniorofficeris requiredtoattend the Committee underthis provision, the Chair will
inform the Head of Democratic Services. The Head of Democratic Services shall inform the
officerinwriting orbyemail giving atleast 10 working days'notice of the meeting at which he/she
is required to attend. The notice will state the nature of the item on which he/she is required to
attend to give account and whether any papers are required to be produced for the Committee.
Where theaccount to be givento the Committee willrequire the productionofareport,thenthe
officerconcerned willbe given sufficient notice toallow for preparation of that documentation.

Where, in exceptional circumstances, the officer is unable to attend on the required date, then
the Committee shall, in consultation with the officer, arrange an alternative date forattendance.

When calling senior officers under this provision, the Committee will remain bound by the Code
of Conduct for Members and Co-opted Members, ensure questioningis conducted in a fair and
balanced manner and not of a personal critical nature.

Standards Committee

The Councilhas established aStandards Committee.Its functionsare not within the remit of the
Cabinet.

Membership

The Standards Committee will be politically balanced, and membership determined by the Full
Council, but will not include the Leader of the Council.

Terms of Reference

1) To promote and maintain high standards of conduct by Councillors, Co-opted Members
and Church and Parent Governor representatives;

2) Toassist Councillors, Co-opted Members and Church and Parent Governor
representatives to observe the Members'Code of Conduct;

3) To monitor the operation of the Members'Code of Conduct;

4) To grant dispensations to Councillors, Co-opted Members, Church and Parent Governor
representatives on matters relating to the Members'Code of Conduct;

5) Toconsider and hear allegationsinto the alleged misconduct of Members.

B) Tooversee the operation of the Officers’Code of Conduct

7) Toconsider periodicreports on arange of standards and ethics indicators
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8) Toconsider appeals from staff concerning designations of Politically Restricted Posts
under the Local Democracy, Economic Development and Construction Act 2009

Quorum
No business shall be transacted at a meeting of a Standards Committee unless there is present

at least one third of the whole number of Members of the body concerned or 3 Members of the
Committee whicheveris the greater.

Complaints against Councillors

In the eventthat the Standards Committeeis requiredto adjudicate on any issue coming before
it, (including in particular, complaints of misconduct against Members or co-opted members of
the Council), any such adjudication willbe undertakeninaccordance with proceduresas set out
in the Standards Committee Procedure Rules below.

Standards Committee Procedure Rules
1. Introduction

1.1 Any complaints of misconduct against Members (this definition includes co-opted
members)should be made to the Monitoring Officer of the Council.

1.2 In accordance with the Protocol forhandling complaints against Members, the Monitoring
Officer may initiallyreferthe complaint to the appropriate Whips'office for consideration.

The Monitoring Officer may alsoreferthe complaint to the Standards Committee who will
determine the complaint in accordance with the procedures set out in this Schedule.
Interpretation

1.3 ‘Subject Member’ means the Member of the Council who is the subject of an allegation
which has been made.

1.4 ‘Investigator’ means the Monitoring Officer or his or her nominated representative
appointedtocarry afullinvestigationinto the circumstances surrounding the complaint.

1.5 ‘Legal advisor'means the officer responsible for providing legal advice to the Standards
Committee. This may be the Monitoring Officer, another legally qualified officer of the
Council, or someone appointed for this purpose from outside the Council.

1.6 For the purpose of these Rules,’'misconduct’meansany conduct by a Member, whichis in
breach of the Revised Code of Conduct adopted by the Council on 5July 2012

1.7 ‘Independent member'means a person appointed by the Council under the terms of the
Localism Act 2011, who will attend meetings of the Standards Committee in anon-voting
capacity, when the Committee is meeting to consider any complaints of misconduct
against Members or co-opted members.
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2.1

2.2

2.3

2.4

2.5

3.1

Making a complaint

In order that members of the public are aware of the procedures for making a complaint
against a Member of the Council, the Council will publicise its complaints system:

a) onits website;
b) withinits own newspaper;
c) inlocallibraries and other public areas.

Shouldany subsequent changesbe made to the system, thenthese willbe publicisedin a
similar manner.

All complaints should be made in writing on the prescribed form (subject to the
requirements of the Disability Discrimination Act 2000) and should specify:

a) The complainant’s name, address and other contact details;

b) The complainant’s status e.g. member of the public, Councillor, officer etc;

c) Whothe complaintisaboutandtowhichauthoritythe Memberinquestionbelongs;

d) Full details of the alleged misconduct including where possible dates, witness
details and any other supporting information;

e) Equality monitoring dataif applicable.

Support will be provided to complainants where English is not their first language.

It should also be made clear to a complainant that his/her identity will normally be
disclosed to the Subject Member, unless they specifically request otherwise.

Assessment

Upon receipt of a written complaint, the Monitoring Officer will normally:

a) Satisfy himself that the complaint falls within the remit of the Council to consider
and is not one that falls within the scope of Part |, Chapter 7, Section 34 of the
Localism Act 2011 (relating to non-disclosure of Pecuniary Interests);

b) Satisfy himself that the complaint has been subject to consideration by the
appropriate Whips' Office in accordance with the adopted Protocol, or that the
reasons why this process has not been followed, as stated in the complaint form,
are sufficient for it to be referred directly to the Standards Committee.

c) Acknowledge receiptin writing within 3 working days, requesting any additional
information that may be requiredto assist with the assessment of the complaint *

d) Notify the Subject Member that a complaint has been made, giving details of the
complainant(unlessthe complainant has made arequest for confidentialityand the
Standards Committee has yet to determine whether to grant it), details of the
sectionsofthe Code of Conducttowhichthe alleged breachrelatesand requesting
/ inviting any additional information that may be required to assist with the
assessment of the complaint *;

e) Notify the Subject Member that a full written summary will be provided once the
Standards Committee has met to consider the complaint;

f) Arrange for a meeting of the Standards Committee to be held within 20 working
days;
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3.2

3.3

3.4

3.4

3.6

g) Prepare a report for the Standards Committee, summarising the complaint and
giving full details of the alleged breach along with any additional information the
Committee may need to assist with its deliberations.

* at this stage seeking additional information should not in any way amount to an
investigation e.g. interviewing witnesses etc, but should be a factual clarification of any
ambiqguities;

The Standards Committee, including the non-voting, independent member, will meet to
assess the validity of the complaint.

Before the Committee begins its assessment, it should satisfy itself that a complaint:

a) isagainstone ormore named Members of the Counciland that those Members were
inoffice at the time of the alleged misconduct and the Code of Conduct was in force
at that time;

b) if proven,wouldbe a breach of the Code of Conduct underwhich the Member was
operating at the time of the alleged misconduct.

If the complaint fails the tests above then it cannot be investigated and the complainant
must be informed that no further action will be taken.

To ensure that all complaints are dealt with in a fair and even-handed manner, the
Committee will ask itself the following questionsand follow any further criteria which is
subsequently agreed:

a) Hasthe complainant submitted enoughinformation to satisfy the Committee that
the complaint should be referred for investigation or other action?

b) Isthe complaint aboutsomeonewhois nolongeraMember of the authority, butis
a Member of another authority? If so, does the Committee wish to refer the
complaint to the Monitoring Officer of that other authority?

c) Has the complaint already been the subject of an investigation or other action
relating to the Code of Conduct?

d) Similarly, hasthe complaintbeenthe subject of aninvestigation by otherregulatory
authorities?

e) Is the complaint about something that happened so long ago that there would be
little benefit in taking action now?

f) Isthe complaint too trivial to warrant further action?

g) Doesthe complaint appear to be simply malicious, politically motivated or tit-for-
tat?

The Committee will reach one of the following decisions on a complaint about a Subject
Member’'s actions in relation to the Code of Conduct within 20 working days:

a) referralofthe complainttothe Monitoring Officer.If the matteris tobe the subject
of alocalinvestigation, the Monitoring Officer willdecide whoisto be appointedas
the investigator(see paragraph 1.4 above).

b) that no action should be taken in respect of the complaint.
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3.7

3.8

3.9

3.10

3.11

3.12

3.13

3.14

3.15

The decision of the Committee willbe made knowninawritten summary detailing the main
pointsconsidered, the conclusion on the complaint and the reasons for that conclusion.

Thewritten summary must be available for publicinspection forsixyearsonce the subject
Member has been sentacopy.

Other Action - It may not always be in the interests of good governance to undertake or
complete aninvestigationintoan allegation of misconduct. The Committee must consult
the Monitoring Officer before reaching a decision to take other action which will be
dependent on the nature of the complaint but may include:

a) arranging for the Subject Member to attend a training course;

b) arranging for that Member and the complainant to engage in a process of
conciliation;

c) instituting changesto the proceduresof the Council if they have givenrise to the
complaint.

Notification of Decision

No Action

If the Committee decidestotake no actionovera complaint,thenwithin5working days it
will give notice in writing of the decision and the reasons for it.

Where no potential breach of the Code is disclosed, the Committee will explain in the
decision notice what the allegation was and why they believe this to be the case.

This notice will be givento the relevant partiesi.e. the complainant, the Subject Member
and the Chief Executive.

Referral to Monitoring Officer

Within 5 working days a summary of the complaint will be sent to the relevant parties
stating that the Committee has referred the matter to the Monitoring Officer for
investigation orotheraction. The decision notice willalso explain whya particularreferral
decision has been made.

The Committee doesnothave to give the Subject Member a summary of the complaint, if
it decidesthat doingsowould be againstthe publicinterest orwould prejudice anyfuture
investigation. The Committee should take advice from the Monitoring Officer in deciding
whetheritisagainstthe publicinteresttoinformthe Subject Member of the details of the
complaint made against them.

It should also take advice fromthe Monitoring Officerin decidingwhether byinforming the
Subject Member of the details of the complaint, it would prejudice a person’s ability to
investigate it.

Page 127



4.1

5.1

b.2

5.3

6.1

6.2

6.3

6.4

6.4

Withdrawing a complaint

Should a complainant ask to withdraw their complaint prior to the Standards Committee
having made a decision on it, the Committee will need to decide whether to grant the
request using the following criteria which may be added to subsequently:

a) Does the public interest in taking some action on the complaint outweigh the
complainant’s desire to withdraw it?

b) Is the complaint such that action can be taken on it, for example an investigation,
without the complainant’s participation?

c) Is there an identifiable, underlying reason for the request to withdraw the
complaint? For example,is there information to suggest that the complainant may
have been pressured bythe Subject Member, oran associate of theirs, to withdraw
the complaint?

Multiple complaints

The Standards Committee may take a view on the bestway to handle multiple complaints
about the same matter bearing in mind the most practical use of time and resources.

A number of complaints about the same matter may be considered by the Committee at
the same meeting.If so, the Monitoring Officer should be askedto presentonereportand
recommendation that draws together all the relevant information and highlights any
substantively different or contradictory information.

However, the Committee must still reach a decision on each individual complaint and
follow the notification procedure for each complaint.

Vexatious and repeat complaints

Whilst the Standards Committee must consider every complaint it receives about
behaviourinrelation to the Code of Conduct, it may give regard to the Council’s existing
policy on persistent and vexatious complainants when doing so.

Should a complaint be resolved as a result of the Whips' Protocol and all parties have
signifiedthe sameinwriting, it shallnotbe opento the complainant submittingthe original
complaint to further submit the same complaint against the same Member to the
Monitoring Officer at a later date.

If the Committee has already dealt with the same complaint by the same person against
the same Subject Member, or a complaint which is substantially about the same issues
merely re-worded and the Monitoring Officer does not believe that there is any new
evidence, then acomplaint does not need to be considered.

A person may make frequentallegationsabout Members, most of which may not have any
substance. Despite this, new allegations must still be considered as they may contain a
complaint that requires some action to be taken.

Evenwhererestrictionsare placed onanindividual’'s contact with the Council, they cannot
be prevented from submitting a complaint.
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7.1

7.2

7.3

1.4

7.5

7.6

1.7

7.8

7.9

Consideration

Should the Standards Committee decide that a complaint is justified and refer it to the
Monitoring Officer for investigation, the Monitoring Officer will arrange to convene a
meeting of the Committee, including the non-voting, independent member, to consider
the investigation reportinto the complaint and, if required, conduct a hearing.

Both the complainant and the Subject Member will be invited to the meeting which will
normally be held in public. However, there will be occasions when confidential and/or
exemptinformation within the meaning of the Local Government(Accessto Information)
Act 1985 willneed to be considered bythe Committee. The Monitoring Officer willin these
circumstances advise the Committee whetheritisappropriate forall or part of the hearing
to be held in private and to restrict the release into public of any or all of the paperwork.

After considering the Monitoring Officer's report, the Committee will either:

a) make a finding of no failure; or
b) determine that the matter should proceed to a hearing

As soon as reasonably practicable after accepting the Monitoring Officer’s finding of no
failure, the Committee shall give written notice of that finding to:

a) the Subject Member;
b) the Standards Committee of any other authority concerned;
c) the complainant.

The Committee must also arrange for a notice to be published on the web site of the
Council, stating that there has been no breach of the Code of Conduct on the part of the
Subject Member.

Theonly circumstances in whichthe Notice willnotbe publishedisif the Subject Member
requests this.

The Hearing of the Complaint

The Committee should work fairly and in a way that encourages the confidence of
Members and the public. The procedures should comply with the principles of natural
justice and Article 6 of the Human Rights Act 1998 (the right to a fair hearing within a
reasonable time). A copy of the Hearing Procedures is appended to this Schedule.

The Subject Member may be represented or accompanied during the meeting by a
solicitor, counsel or, with the permission of the Committee, another person.

The Committee may take legaladvice fromits legaladvisorat any time during the hearing
or while it is considering the outcome. The substance of any legal advice given to the
committee should be shared with the Subject Member and the investigator if they are
present.
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7.10

71

712

7.3

7.4

7.15

7.16

7.7

7.18

Witnesses

Although the Subject Member is entitled to call any witnesses he or she wants, the
Committee may limit the number of witnesses if it believes that the number called is
unreasonable.

The Committee alsohastherightto governitsownproceduresaslongasitacts fairly. For
this reason, the Committee may choose not to hear from certain witnesses if it believes
that they will simply be repeatingthe evidence of earlierwitnessesorif a witness will not
be providing evidence that will assist the Committee to reach its decision.

Evidence

The Committee controlsthe procedure and evidence presentedatahearing, including the
way witnesses are questioned.

The Subject Member must be allowed to make representations, eitherverballyorin writing
and challenge anyof the findings of fact contained in the Monitoring Officer'sreport.If the
Subject Member prefers, these representationscan be made throughhis orhernominated
representative. The Subject Member must also be given the opportunityto give evidence
to the Committee and call witnesses to give evidence.

In many cases, the Committee may not need to consider any evidence other than the
investigator'sreport. If more evidence is needed or if people do not agree with certain
findings of fact in the investigator's report, the Committee may need to hear from
witnesses.

The Committee can question witnesses directly. It can also allow witnesses to be
questioned and cross-examined by the Subject Member or the investigator or their
representatives. The Committee can ask that these questions be directed through the
Chair.

If the Subject Member fails to attend a hearing of which that Member has been given
notice, the Committee may:

. unless it is satisfied that there is sufficient reason for such failure, consider the
allegation and make a determination in the absence of the Subject Member; or

. adjournthe hearing to another date.

The Committee may, at any stage prior to the conclusion of the hearing, adjourn it and

require the Monitoring Officer to seek further information or undertake further

investigation on any point specified by it.

The Findings of the Standards Committee

In accordance with Part 1, Chapter 7, Section 11 of the Localism Act 2011, following its
hearing, the Committee can make one of the following findings:

a) the Subject Member has not failed to follow the Council's Code of Conduct;
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7.19

7.20

7.21

7.22

7.23

b) the Subject Member has failed to follow the Council's Code of Conduct, but no
action needs to be taken; or

c) the Subject Member has failed to follow the Council's Code of Conduct and an
appropriate sanction should be imposed.

Penalties

If the Committee findsthataSubject Member has failed to follow the Code of Conduct and
that he or she should be penalised, it may determine what penalty should be imposed.

When deciding a penalty, the Committee should make sure that it is reasonable and in
proportiontothe Subject Member's behaviour, reflects the nature and seriousness of the
breach of the Code and seeks where possible to make reparations foranydamage caused.
Before deciding what penalty to set, the Committee should consider the following
questions, together with any other relevant circumstances:

o Whatwas the Subject Member'sintention?Did the Subject Memberknow that he/she
was failing to follow the Code of Conduct?

J Did the Subject Member get advice from officers before the incident? Was that
advice acted on in good faith?

. Has there been a breach of trust?

o Has there been financial impropriety (for example, improper expense claims or

procedural irregularities)?

What was the result of failing to follow the Code of Conduct?

How serious was the incident?

Does the Subject Member accept that he or she was at fault?

Did the Subject Member apologise to the relevant people?

Has the Subject Member previously been warned or reprimanded for similar

misconduct?

Has the Subject Member failed to follow the Code of Conduct before?

Is the Subject Member likely to do the same thing again?

Aftertaking into considerationthose matters above, the Committee may do any one or a
combination of the following:

. censure the Subject Member. The Councilora Committee of the Council, can issue a
formal censure through a motion;

o issue a pressrelease orotherwise publicise adecision that the Subject Member has
breached the Members’'Code of Conduct;
send the Subject Member aformal letter;
remove the Subject Member from a Committee of the Council provided that this
decision is made by the Council itself following agreement from the relevant Party
Group and not by a Committee of the Council.

Any sanction imposed shall commence immediately following its imposition by the
Committee.

As soon as is reasonably practicable after making a finding, the Committee will give
notification of its findings and should announce its decision at the end of the hearing
whenever it is practicable to do so. It is good practice to make a short written decision
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available onthe day of the hearing,and to prepare the full written decisionindraft on that
day, before people’'s memories fade.

Hearing Procedure

Representation

1. TheSubject Membermay berepresentedoraccompanied during the meeting bya solicitor,
counsel or, with the permission of the Committee, another person.

Legal advice

2. TheCommittee may take legaladvice fromitslegaladvisoratany time during the hearingor
while it is considering the outcome.

Setting the scene

3.  Afterallthe Membersandeveryone involved have been formallyintroduced, the Chair should
explain how the Committee is going to run the hearing.

Findings of fact

4. The Committee should consider whether or not there are any significant disagreements
about thefacts containedin theinvestigator'sreport.|f thereis nodisagreementabout the
facts, the Committee can move on to the next stage of the hearing.

5. If there is a disagreement, the investigator, if present, should be invited to make any
necessary representationsto support the relevant findings of fact in the report including,
with the Committee’s permission, calling any necessary supporting witnesses to give
evidence. The Committee may give the Subject Member an opportunity to challenge any
evidence put forward by any witness called by the investigator.

6. The Subject Membershouldthenhave the opportunityto make representationstosupport
his or her version of the facts and, with the Committee’s permission, to call any necessary
witnesses to give evidence.

7. Atanytime, the Committee mayquestionanyofthe peopleinvolved oranyofthe witnesses,
and may allow the investigatorto challenge anyevidence put forward by witnesses called by
the Subject Member.

8. If the Subject Member disagrees with most of the facts, it may make sense for the
investigator to start by making representations on all the relevant facts, instead of
discussing each fact individually.

9. Once the Committee has heard the evidence, the Chair will announce the Committee’s
Findings of Fact.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Did the subject Member fail to follow the Code?

The Committeethenneedstoconsiderwhetherornot, basedonthe facts it has found, the
Subject Member has failed to follow the Code of Conduct.

The Subject Member should be invited to give relevant reasons why the Committee should
not decide that he or she has failed to follow the Code.

The Committee should then consider any verbal or written representations from the
investigator and the Subject Member should be invited to make any final relevant points.

The Committee may, at any time, question anyone involved on any point they raise in their
representations.

The Committee will ask the room to be vacated to consider the representations and then
the Chair will then announce the Committee’s decision as to whether or not the Subject
Member has failed to follow the Code of Conduct.

If the Subject Member has failed to follow the Code

If the Committee decidesthat the Subject Memberhasfailedtofollowthe Code of Conduct,
it willconsiderany verbal or writtenrepresentations fromthe investigatorandthe Subject
Member as to:

a. whetherornotthe Committee should set a penalty; and
b. what formany penalty should take.

The Committee may question the investigator and Subject Member, and take legal advice,
to make sure they have the information they need in order to make an informed decision.

The Committee willask theroomto be vacated whilst consideringwhetherornottoimpose
a penalty on the Subject Member and, if so, what the penalty should be. Upon the return of
those present, the Chair willannounce the Committee’s decision.

Wheneveritis practicable to do so a short written decision willbe provided on the day and
afull written decision issued shortly after the Hearing.
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Chapter 11 - Health and Wellbeing Board

In accordance with the Health and Social Care Act 2012 and any subsequent related
legislation, the Health and Wellbeing Board will seek to improve the quality of life of
the local population and provide high-level collaboration between the Council, NHS
and other agencies to develop and oversee the strategyand commissioning of local
health services.

Membership

The membership of the Board shall comprise:

Cabinet Member for Health and Social Care (Co-Chair)

Hillingdon Health and Care Partners Managing Director (Co-Chair)
Cabinet Member for Children, Families & Education (Vice-Chair)

LBH Chief Executive

LBH Executive Director of Adult Services & Health

LBH Executive Director of Children’s Services

LBH Director, Public Health

NWL ICS - Hillingdon Board representative

NWL ICS -nominated lead

Central and North West London NHS Foundation Trust - nominated lead
The Hillingdon Hospitals NHS Foundation Trust Chief Executive
Healthwatch Hillingdon - nominated lead

Royal Brompton and Harefield NHS Foundation Trust -nominated lead
Hillingdon GP Confederation -nominated lead

= a2 OO NI WN-=-

— —

Co-Chair

The Board shall be co-chaired by the Cabinet Member for Health and Social Care and the
Managing Director of Hillingdon Health and Care Partners. The Vice Chair of the Board shall be
the Cabinet Member for Children, Families & Education. Only one Co-Chair may chair a meeting
and thiswillbe determined at the start of each meeting.Shouldboth Co-Chairbe unavailable to
chair, the meeting will be chaired by the Vice Chair.

Political Balance

There is no legal requirement to have political balance of Councillors on the Board.
Substitutes

In the eventthattheyare unable to attend the meeting, members of the Board must advise the
Co-Chair in advance of the meeting and nominate a single individual substitute for them and

make decisions on their behalf.

Other Attendees

From time to time, and upon the agreement of the Co-Chair, other individuals, such as subject
matter experts, may be invited to attend Board meetings. In addition, individuals or
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representatives mayattend Board meetings as co-opted memberswhere agreed by the Board.

Voting rights

Should a formal vote be required, voting rights will apply to those set out in the list above. Co-
opted members will not be permitted to vote.

Code of Conduct

All voting Members of the Health and Wellbeing Board will be bound by the Council’'s Code of
Conduct for Members, as adopted.

Operation

The Board will operate as a Committee of the Council in accordance with the Committee
Standing Orders and Access to Information Procedure Rules set out in this Constitution. The
core functions of the Board are not executive functions and are not, therefore subject to any
scrutiny call-in procedure. The Board will seek to comply with its duties under the Equality Act
2013, Freedom of Information Act 2000 and the Data Protection Act 1998.

Sub-Committees and Working Groups

The Board may establish and appoint to sub-committees and/or informal working groups. The
Board may delegate any of its functions to a formal sub-committee. The Board may request
informal working groups to undertake task and finish reviews or project work in the pursuit of
the Board's goals, reporting back to the Board. Members of a sub-committee or working group
may be any member of the Board. Additional members of asub-committee or working group will
be agreed bythe Board. Sub-committeesandworking groups will cease to existuponadecision
by the Board.

Quorum

A Quorum of the Board shall be 50% of its membership. A Quorum of any sub-committees or
working groups of the Board shallbe 50% of theirmembership or 3 members(whicheveristhe
greater).

Terms of Reference

1. To fulfil statutory requirements to improve the health and wellbeing ofthe local
population, specifically to:

a) Lead on the duty to assess and publish information about the needs of the local
population (joint strategic needs assessment (JSNA));

b) Deliverthe dutyto prepare and publish a Joint Health and WellbeingSQrateqgy based
on the JSNA, to consider Health and Social Care Actflexibilities in developing the
strategyand involve local residents andothers as appropriate;

c) Promote integrated and partnership working across areas, including through the
promotion of joined up commissioning plans across the NHS, social care and public
health; and

d) Support, be involvedin and provide opinion on joint commissioning plans and the
review of how well the Health and Wellbeing Strategy is meeting needs. This
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includes providing an opinion on how wellthe Clinical Commissioning Group(CCG)
contributes to the delivery of the Joint Health and Wellbeing Strategy.

To be responsible for:

a) Providing leadership in developing a strategic approach for healthand wellbeing
in Hillingdon;

b) Developing the statutory Health and Wellbeing Strategy;

c) Ensuring that the Health and Wellbeing Strategy is informed andunderpinned by
the JSNA and is focused upon:

i. Improving the health and wellbeing of the residents of Hillingdon;
ii. The continuousimprovement of health and social care services;
iii. Thereduction of health inequalities;
iv. The involvement of service users and patients in service designand
monitoring; and
v. Integrated working across health and social care where thiswould improve
quality;

d) Reviewing performance on delivering the Health and Wellbeing Strategy and other
key strategic targets;

e) Holding partner agencies to account for performance on agreed priorities in
conjunction with the Health & Social Care Select Committee;

f) Influencing and approving the Clinical Commissioning Group (CCG) commissioning
plan and annual update;

g) Collaborative workingtodevelop social care and health related commissioning plans
to improve the health and wellbeing of residents of the Borough and monitor
implementation and performance;

h) Monitoring the performance of Public Health and reviewing its services in
conjunction with the Health & Social Care Select Committee; and

i) Reviewing the Terms of Reference and operation of the Board regularly, making
recommendations to Council as required.

Additional Rules for Board meetings

Additional rules apply to the Health and Wellbeing Board, in addition to those that apply to all
committees which are set out in the Committee Standing Orders. The following rules take
precedence at any time:

1)
2)
3)

4)

5)

Any speakingrights forElected Memberswhoare not Members of the Board donotapply
to meetings of the Board or any of its sub-committees or working groups.

Any meeting of the Board may establish and appoint to its sub-committees or working
groups.

Upon any recommendations from the Board, membership will be approved by Full
Council.

Upon request from an organisation, approval of any appointmentsto the Board as a Co-
opted Memberwillbe agreed bythe Board, inconsultation withthe Co-Chairand the Head
of Democratic Services.

Decisions shallbe made onthe basis of avote and show of hands of amajority of members
present. Subject to the vote being tied, the Co-Chair chairing that meeting will have a
second or casting vote.

The Board and any sub-committees or working groups shall meet asrequired, with the
agreement of the Co-Chair and/or in the circumstances where the Co-Chair receives a
request in writing by more than 50% of the members of the Board.
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Chapter 12 - Responsibilities and Delegations
to Officers

The Council engages such staff (referred to as officers) as it considers necessary to
carryoutits functions. This Chapter sets out the Council's statutory officers any other
proper and appointed officers to undertake designatedresponsibilitiesunder law. It
also sets out the service responsibilities of the Council's Corporate & Executive
Directors. An important Annex to this section is called the Officer Scheme of
Delegations. Thissetsoutthedetailedlistoffunctionsand delegated decision-making
to officers.

Head of Paid Service & Chief Executive

The Council has appointed and designated the following person to this post:

Name Post Designation

Tony Zaman Chief Executive Chief Officer
(appointed as permanent on 13 July 2023) Head of Paid Service

Statutory functions

To be the Council'sHead of Paid Service for the purposes of the Local Governmentand Housing
Act1989. The Head of Paid Service willreportto Full Council on the mannerin which the discharge
of the Council's functions are co-ordinated, the number and grades of officers required for the
discharge of functions and the organisation of officers.

The Head of Paid Service will determine and publicise a description of the overall departmental
structure of the Council showing the management structure and deployment of officers. This is
set out in this Constitution.

By law, the Head of Paid Service cannot be the Monitoring Officer but may hold the post of Chief
Finance Officer if a qualified accountant.

Responsibilities

To be the Council’s Principal policy advisor

Overall Council performance and budget management

Advocate for the London Borough of Hillingdon

Working closely with the Leader of the Counciland Cabinetto agree strategyand targets
for the Council.

Providing leadership and direction in the achievement of the Council's strategic
objectives.

Managing highest level external relationships.

Supporting other Corporate & Executive Directors to address specific priority issues.
Transformation

Digital & Information /ICT
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Delegations

The delegationsbelow are granted by Councilto the Chief Executive and are not sub-delegated.

1

To authorise generally or on any particular occasion an officer to exercise the
delegated powers of any other officer.

To givedirectionsthat a delegated powershallorshallnot be exercisedina particular
way and on the application of delegated powers in general, except for any statutory
powers vested in the Executive Directors for Adult Services & Health and Children's
Services, the Corporate Director of Finance and the Head of Legal Services.

To agree the terms and conditions of employment of all staff (other than the Chief
Executive and those Chief Officers on JNC National Conditions of Service) and the
creation, deletionoramendment of allthe Council'sHR policiesand proceduresand to
approve proposals for discretionary enhanced early retirement packages for officers
following written agreement by a majority of the Members of the Appointments
Committee.

To suspend the statutory s151 Officer and Monitoring Officer pending any procedures
setoutinthe Officer Employment ProcedureRulesinrelationtothe Council's Statutory
Officers.

In respect of a Council capital project or revenue service, where an emergency or
exceptionally urgent situation arises in relation to acommercial contract where:
a) The Leaderand Chief Executive agree the urgency;
b) Thereisno Cabinet meeting imminent;
c) Anydelaywouldseriouslyjeopardise the Council's financesorits ability to
deliver services and;
d) Apreviousexecutivedecisionhasbeenmade or proposedinrespect of the
capital project or service provision concerned,

authority is granted to the Chief Executive, subject to the written agreement of the
Leader of the Council, to incur expenditure and make any new and necessary
contractual decisions in order to secure the successful delivery of the project or
service.

In such instances, the Council's Procurement and Contract Standing Orders can be
waived. Any decisions taken must be reported to a subsequent Cabinet meeting for
formal ratification.

In conjunction with the Leader of the Council, to oversee the Hillingdon Improvement
Programme and authorise expenditure on it.

Subject to the endorsement of the Leader of the Council and relevant Cabinet
Member(s), toauthorise the transfer of non-executive powers under delegated
authority granted by Council to another body in the best interests of the London
Borough of Hillingdon.

To exercise all mattersrelatingto Section 36 of the Counter Terrorism& Security Act
2015in respectof the dutyonlocal authoritiesand partners of local[CHANNEL ] panels
to provide support for people vulnerable to being drawn into terrorism (PREVENT
AGENDA) and to establish joint [CHANNEL] panel arrangements with other local
authorities.

Appointment of Consultants / Agency Staff at any value outside establishment or
budget, butin consultation with the Leader of the Council.

Page 138



Chief Financial Officer & Corporate Director of Finance

The Council has appointed and designated the following person to this post:

Name Post Designation
Andy Evans Corporate Director of Chief Officer
Finance Chief Finance Officer

Statutory functions

To act as and exercise the functions of the “chief finance officer"meaning the officer designated
under section 151 of the Local Government Act 1972.

After consulting with the Head of Paid Service and the Monitoring Officer, the Chief Finance
Officer reportsto the Full Council or to the Cabinet(in relationto a Cabinet Function)and to the
Council's External Auditor if he or she considers that any proposal, decision or course of action
willinvolve incurring unlawful expenditure orisunlawfulandis likelyto cause aloss or deficiency
to the Council, or if the Council is about to enter an item of account unlawfully.

The Chief Finance Officer has responsibility for the administration of the financial affairs of the
Council.

The Chief Finance Officer contributes to the corporate management of the Council through the
provision of professional financial advice.

The Chief Finance Officer providesadvice onthe scopeof powersand authorityto take decisions,
maladministration, financial impropriety, probity and budget and policy framework issues to all
councillors and will support and advise Councillors in their respective roles.

The Chief Finance Officer providesfinancial information to the media, members of the publicand
the community.

Responsibilities

Corporate Finance

Statutory Accounting & Pension Fund
e Financial Planning, Treasury, Capital Systems
e Exchequerand Business Assurance
e Procurement

Delegations

The delegations below are granted by Council to the Corporate Director of Finance, along with
thoseunderSection101ofthe Local Government Act 1972 which are sub-delegated. The detailed
list of which officers are responsible for which functions are set out in the Officer Scheme of
Delegations which forms an annex to this Constitution.

1 To act asand exercise the functions of the “chief finance officer” meaning the officer
designated under section 151 of the Local Government Act 1972. These functions
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include:

(a) Responsibility for general grants, accounting systems, corporate accounts,
external audit liaison and insurance.

(b) Responsibility for the medium term financial forecast, budget preparation and
monitoring, financial appraisals of all service areas and VAT.

(c) Responsibility forincome collecting arrangements including rents, council tax,
business rates, service charges, mortgages, education recoupment and social care
charges.

To have regard to CIPFA's “Prudential Code for Capital Finance in Local Authorities”
when considering all matters relating to capital finance, as defined by Part 1 of the
Local Government Act 2003. This involves establishing procedures to monitor
performance against all forward looking prudential indicators and ensuring that the
following matters are taken into account when prudential indicators are set or
revised: -

(i) Affordability;

(ii) Prudence and sustainability;

(iii) Value for money;

(iv)Stewardship of assets;

(v)Service objectives; and

(vi) Practicality.

To review and amend Financial Regulations.

To administer any funds which are approved by the Counciland whichare pursuant to
the effective management of the Council's finances.

To make decisions, in conjunction with the Cabinet Member for Finance, during the
interim period leading up to the closure of the Council's annual accounts for any
necessaryrevenue or capital budget virements, allocation of priority growth funds or
acceptance of grants that may be required for service or project delivery within the
overall budget framework approved by Council. That such decisions be reported to a
subsequent Cabinet meeting for formal ratification and to ensure transparency.

To exercise the Council's functions regarding the demanding of National Non-
DomesticRate and the Council Taxand the collectionandrecoveryof allsums owing in
respect thereof and regarding all matters involving valuation for rating purposes, and
for these purposes to authorise officers to represent the Council in magistrates’
courts, the Local Valuation Court or the Valuationand Community Charge Council Tax,
Tribunals.

To beresponsible forinternal audit.

To beresponsible forthe calculation and payment of all benefits, including council tax,
housing, community care grants, other general grants and the universal credit.

Toimplement the Council’'s Treasury Management Strategy which has adopted
CIPFA's “Code of Practice for Treasury Management in Local Authorities”and to
control all money in the hands of the Council in accordance with this CIPFA code by
taking all executive decisions on borrowing, investment or financing including,
without limitation, the power: -

(i) to raise money pursuant to any authority to borrow.

(ii) to make temporaryinvestments of monies by way of loan provided proper security
is deposited with the Council's bankers.

(iii) to make advances from the Consolidated Loans Fund or other funds held by the
Council.

(iv)to buy or sell investments of any kind.

10

To set the rate of interest for mortgages and loans.
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11

To ensure that effective arrangements for insurance are in place and to take out
insurance cover for all policies as necessary.

12

To administer and manage the Council's pension fund in accordance with the
regulationsand with policy setby the Pensions Committee, including the taking of any
urgent decisions on behalf of the Pensions Committee, reporting back to the
Committee for ratification.

13

The Corporate Director is authorised to take urgent decisions in relation to the
pensions fund and investment strategy on behalf of the Pensions Committee, in
consultation with the Pensions Sub-Group if established, reporting back to the
Committee any exercise of these powers for ratification.

14

To beresponsible forthe procurementof all contractsforthe deliveryand supply of all
servicestothe Counciland its residentsincluding social care, housing and education.

15

To counter-sign maintained school contractual decisions over £100k as per the
Procurement Standing Orders.

16

As set outin the Budget and Policy Framework Procedure Rules approval of
virements within a service budget up to £50k, approval of virements between a
service budget up to £10k and approval of virements within a service capital budget
up to £10k.

17

Unlimited financial approval level in the Council's authorised financial purchasing
systemand credit notes and refunds over £500k, subject to the necessary Member
approvals where required.

Deputy Chief Finance Officer

The Chief Finance Officer may appoint a Deputy to carry out theirfunctionsin cases of absence
orillness as set out below:

Name

Post Designation

lain Watters Director of Strategic & Operational Deputy Chief Financial Officer

Finance

Duty to Provide Sufficient Resources to Chief Financial Officer

The Councilwill provide the Chief Financial Officer with such officers,accommodation and other
resources as are in its opinion sufficient to allow their duties to be performed.
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Corporate Director of Place

The Council has appointed and designated the following person to this post:

Name Post Designation
Vacant Corporate Director of Place | Chief Officer

Statutory functions

The Corporate Director of Place, throughthe officersemployedinthe Directorate, willundertake
arange of statutory and non-statutory functions covering the service responsibilities below.

Responsibilities

Property & Estates

Capital Programme - Major Projects
Repairs & Engineering

Highways

Waste Services

Transportation

Parking Services

Building Safety

Green Spaces, Sport & Culture
Trading Standards, Environmental Health & Licensing
Community Safety & cohesion

Service Delegations

The delegations granted by Council to the Corporate Director of Place, along with those under
Section 101 of the Local Government Act 1972 which are sub-delegatedare set out in the Officer
Scheme of Delegations which forms an annex to this Constitution.

Corporate Director of Central Services

The Council has appointed and designated the following person to this post:

Name Post Designation
Daniel Kennedy Corporate Director of Central Services | Chief Officer

Statutory functions

The Corporate Director of Central Services, throughthe officersemployedin the Directorate, will
undertake arange of statutory and non-statutoryfunctions coveringthe service responsibilities
below.
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Responsibilities

Democratic Services

Legal Services

Human Resources
Corporate Communications
Business Performance
Business Administration
Customer Access

Health Integration & Voluntary Sector Liaison
ICT

Housing

Planning & Regeneration

Service Delegations
The delegations granted by Council to the Corporate Director of Central Services, along with

thoseunderSection101ofthe Local Government Act 1972 which are sub-delegatedare setoutin
the Officer Scheme of Delegations which forms an annex to this Constitution.

Corporate Director of Adult Services & Health

The Council has appointed and designated the following person to this post:

Name Post Designation
Sandra Taylor Corporate Director of Adult | Chief Officer
Services & Health Statutory Director of Adult Social

Services (DASS)

Statutory functions
The Corporate Directoris the officer responsible and accountable for:

e All adult social services functions by being designated the statutory Director of Adult
Social Services.

e Such otherfunctionsconferredonor exercisable by the Council as may be prescribed by
the Secretary of State by regulation or which the Council may consider appropriate.

Responsibilities

e Adult Social Work

e Providerand Commissioned Care

e Public Health(statutory delegations are to the Director of Public Health)
e Children and Family Development

Page 143



Servic

Thede
of the

e Delegations

legations granted byCouncilto the Corporate Director,alongwith those under Section 101
Local Government Act 1972 which are sub-delegated are set out in the Officer Scheme of

Delegations which forms an annex to this Constitution.

Direct

or of Public Health

Reportingand accountable to the Executive Director of Adult Services & Health, the Council has

appointed the following person:
Name Post Designation
Kelly O'Neill Director of Public Health Statutory Director of Public Health

Theyare the statutory and responsible officer forthe Borough's healthemergencyplanning and
infection control and also the local authority's public health functions pursuant to:

RSP RSN

The Health and Social Care Act 2012 and any subsequent related legislation.
A responsible authority under the Licensing Act 2003.

The Healthy Start and Welfare Food Regulations 2005 as amended.
Relevant sections of the NHS Act 2006, as amended by the 2012 Act.
Section 325 of the Criminal Justice Act 2003.

Any otherrelevant primary or secondary legislation relating to public health.

Corporate Director of Children’s Services

The Council has appointed and designated the following person to this post:

Name Post Designation
Julie Kelly Corporate Director of Chief Officer
Children’s Services Statutory Director of Children’s Services
(DCS)

Statutory functions

The Co

Specifi

rporate Director is the officer responsible and accountable for:
All functions by being designated the statutory Director of Children’s Services.

cally, the Corporate Director is to have overall responsibility for those functions which

relate to children which are set out in:

The Children Act 2004 and in particular Section 18 which for the avoidance of doubt
includesthe functionsconferredon orexercisable bythe Council in its capacity as alocal
education authority.

Such otherfunctionsconferredonor exercisable by the Council as may be prescribed by
the Secretary of State by regulation or which the Council may consider appropriate.
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e Specifically, to be responsible forthe deliveryof local authoritysocial servicesfunctions
listed in Schedule 1 of the Local Authority Social Services Act 1970, as amended by the
Children Act 2004.

Responsibilities

Children’s Services

Safequarding, Partnership & Quality Assurance
Education

Special Educational Needs & Disabilities (SEND)

Service Delegations

The delegationsgranted by Councilto the Corporate Director,alongwith those under Section 101
of the Local Government Act 1972 which are sub-delegated are set out in the Officer Scheme of
Delegations which forms an annex to this Constitution.
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General Delegationsto Chief Executive and Corporate / Executive
Directors

These delegations are to the Chief Executive and Corporate & Executive Directors who may
discharge the function through one of his/her staff.

1.

10.

To take any steps necessary for the day to day management and administration of any
matters within the designated area of responsibility and to take overall responsibility for
the performance of their service area.

Totakeallsuchactionas ordinarilyfalls withinthe scope of professional responsibilityand
deal with all other matters delegated or to be delegated by Council, Cabinet, Cabinet
Member or the Chief Executive.

To manage any budget for which the Corporate & Executive Directors have lead
responsibilitywithinthe approvedcashlimit, provided that noactionis taken which would
resultingrowthinfuture yearsorwhichwouldaffectabudgetwhichisnotunderthe chief
officer's direct control. This includes authorising virements in accordance with the
Budgetand Policy Framework Procedure Ruleswhich canbe foundin Part 2, Chapter 4 of
the Constitution.

To exercise the Council's functions in obtaining registrations, licences, certificates or
othersimilar documentsrequired by the Council, its officersor in respect of its premises
fromany authority or body not being the Council.

To exercise the Council's right of objection against any application made by third parties
forregistration, certificates, licences, orders and other similar matters.

Toregister,issueorgrantlicences(not beingoccupational licences), notices, certificates,
orders or similar documents which the Council are authorised or required to register,
issue, grant, give or make by or under any enactment.

To exercisediscretionin writing off or remittingin whole or in part debts of up to £5,000
due to the Council, but only after all reasonable steps to recover them have been taken.

Within their designated area of responsibility and subject to 1) any corporate property
standards, 2)Procurement and Contract Standing Orders and 3)with the agreement of the
Corporate Director of Place to acquire or grant easements and leases for a term not
exceedingsevenyearsless?2days and to acquire or dispose of any otherinterestsinland
the value of which does not exceed £10,000.

Subject to compliance with any corporate property standards and the Procurement and
Contract Standing Orders, to take any steps for the proper and effective management of
such property falling within their designated area of responsibility, subject to the
agreement of the Corporate Director of Finance.

In accordance with the Council’'s Personnel Procedures, but subject to the procedure in
this Constitution to appoint and dismiss senior officers, the Corporate / Executive
Director may appoint to, dismiss from and amend posts within the chief officer’s area of
responsibility.
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11. Inaccordance withthe Council'sHRProceduresto suspend, otherthanthethree Statutory
Officers, Chief Officers and Deputy Chief Officers within their area of responsibility.

12. To agree compensation payments not exceeding £1000 under the Council's Complaints
Procedure.

13. To make decisionsin respect of quotations, tenders, consultants, agency & temporary
workersand contractsinaccordance withthe Procurement Standing Ordersand Property
Standing Orders in the Constitution.

14. To exercise all of the powers of Approved Officers for the purposes of the Procurement
Standing Orders and Property Standing Orders.

15. To enterinto agreements, on behalf of the Council incurring match funding or arevenue
commitment from the Council, subject to the Cabinet having previously agreed the

proposal including the final level of Council commitment.

16. In conjunction with the Leader and relevant Cabinet Member, to sign-off expenditure for
approved Initiatives, as agreed by the Cabinet.

Monitoring Officer

The Council has appointed and designates the following person to this post:

Name Post Designation
Glen Egan Interim Head of Legal Interim Monitoring Officer
Services

Statutory functions

To bethe Council'sMonitoring Officerforthe purposesofthe Local Governmentand HousingAct
1989.

The Monitoring Officer maintains an up-to-date version of the Constitutionand ensuresthatitis
widely available for consultation by members, staff and the public.

After consulting with the Head of Paid Service and Chief Finance Officer, the Monitoring Officer
reportstothe FullCouncilortothe Cabinetinrelationtoan Cabinet functionif he or sheconsiders
that any proposal, decision or omission would give rise to unlawfulness or if any decision or
omission has given rise to maladministration. Such a report has the effect of stopping the
proposal or decision being implemented until the report has been considered.

The Monitoring Officer contributes to the promotion and maintenance of high standards of
conduct through provision of support to the Standards Committee.

The Monitoring Officer conductsinvestigationsinto mattersreferred to himand make reportsor
recommendations in respect of them to the Standards Committee or appropriate body.
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The Monitoring Officer ensures that the Access to Information rules set out in this Constitution
are adhered to.

The Monitoring Officer advises whether decisions of the Cabinet are in accordance with the
budget and policy framework.

The Monitoring Officer provides advice on the scope of powers and authority to take decisions,
maladministration, financial impropriety, probity and budget and policy framework issues to all
councillors.

By law, the Monitoring Officer cannot be the Chief Finance Officer or Head of Paid Service.
Responsibilities

e |egal Services

e Freedom of Information

e DataProtection
Delegations to Head of Legal Services
The delegations below are granted by Council to the Head of Legal Services, along with those
under Section 101 of the Local Government Act 1972 which are sub-delegated. The detailed list of

which officers are responsible for which functions are set out in the Officer Scheme of
Delegations which forms an annex to this Constitution.

Function Designated as
Proper Officer

1 The Head of Legal Services is authorised to institute, defend or
participate in any legal proceedings in any case where such action is
necessary to give effect to decisions of the Council or in any case
where the Head of Legal Services considers that such action is
necessary to protect the Council’s interests.

2 To institute any legal or formal proceedings on behalf of the Council
which the Council could institute and to defend any prospective or
actual legal or formal proceedings instituted against the Council, its
members or officers and to appear by Counsel or in person or to
authorise an officer to so appear in any proceedings and to verify a
document by signing a Statement of Truth under the Civil Procedure
Rules on behalf of the Council and to settle any actual or prospective
proceedings.

3 To certify copies of original documents for use in court proceedings

4 Where any document is necessary to any legal procedure or
proceedings on behalf of the Council, it will be signed by the Head of
Legal Services or other person authorised by him/her, unless any
enactment otherwise authorises or requires, or the Council has given
requisite authority to some other person.

5 To suspend the Chief Executive pending any procedures set out in the
Officer Employment Procedure Rules in relation to the Councils
Statutory Officers.
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6 To authorise, on behalf of the local authority, any Officer to be
appointed to the office of Governor or Director at an Academy.

7 Officerto be notifiedinwriting if any staff have a financial interestin a
contract or proposed contract with the Council
8 Officer to ensure that Access to Information rules as set out in the Yes

constitution are adhered to

Deputy Monitoring Officer

The Monitoring Officer may appoint a Deputy to carry out their functions in cases of absence or
illness, as set out below:

Name Post Designation

Lloyd White Head of Democratic Services Deputy Monitoring Officer

Duty to Provide Sufficient Resources to Monitoring Officer

The Council will provide the Monitoring Officer with such officers, accommodation and other
resources as are in its opinion sufficient to allow their duties to be performed.

Head of Democratic Services

The Council has appointed and designates the following person to this post:

Name Post Designations
Lloyd White Head of e Deputy Monitoring Officer
Democratic

e Electoral Registration Officer

Services . . .
e Returning Officer for local and other elections

e Proper Officer for Births, Deaths and Marriages

Responsibilities
e Democratic Services
e FElectoral Services

e Registration Services - Births, Deaths and Marriages

Proper Officer & Constitutional Delegations

Function Designated
as Proper
Officer
1 To make arrangements to hear appeals against pupil exclusions.
2 To make arrangements to hear appeals by Governing Bodies.
3 To act as the proper officer for the Registration of Births, Deaths and Yes
Marriages.
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4 To act as the Electoral Registration Officer and the returning officer for | Yes
local and other elections.

5 Notification of the formation of a Party Group and the appointment of its
Officers

6 Who confirms acceptance of office by Councillors and the election of the
Mayor

7 To certify the minutes of the Council, acommittee or sub-committee and
anyreport to such ameeting as atrue copy.

8 To designate approved duties forMembersto claim travelling, subsistence
and dependent care allowances.

9 Receipt of notice for Chair and Vice-Chair of committees who have
resigned

10 Receipt of notice by any Member who resigns from a committee.

n Receipt of notice to call a special meeting of a committee by least one
third of the whole number of the Committee

12 Officer to be requested to call Council meetings in addition to ordinary Yes
meetings, in consultation with the Mayor and Chief Whips

13 Council Meetings -time and place of meetings and summons (in
consultation with the Chief Whips)

14 Receipt of questions and motions to Council, ability to reject a question
and keep arecord of questions

15 Notification of an issue for adjournment debate

16 Notice fromany Member wishing to raise a matter at ameeting of any
committee under Any Other Business set out in the Rules on Committee
Meetings under Part 3 of the Constitution

17 Officer to be advised of the Mayor’s view that a matter is one that ought to | Yes
be treated as a key decision

18 Officer to refer firm proposals for the budget and policy framework to Yes
Council for decision and as part of the Conflict resolution procedure

19 Person a councillor notifies if atoken gift or hospitality is accepted

20 Officerswho willissue and accept invitationsfromindependent personsto | Yes
constitute andadminister a Panel in accordance with Section 102(4) of the
Local Government Act 1972for the purposes of advising the Council on
matters relating to the dismissal of the Head of the Paid Service, the
Monitoring Officer or the Chief Finance Officer.

21 To make minor changes to the Council's Constitution, e.g. to reflect
changes in legislation and nomenclature

22 Toreceive notification fromthe Leader to temporarily assign Cabinet
portfolio responsibilities from one Cabinet Member to another for
absences etc...

23 Notification of Cabinet Assistants appointed by the Leader

24 Notification of changes to the Cabinet Scheme of Delegations (in
conjunction with the Head of Legal Services)

25 Notification of placing of items on the Cabinet agenda following request
from Leader

26 Publish notice of Forward Plan

27 Approval of items noton the Forward Plan (urgent items)to be considered
by Cabinet

28 Arbitrate and notify reports that contain exempt information

29 Receipt and arbitrator of petitions of more than 20 signatures

Page 150




30 Publication of decisions by the Cabinet and Individual Cabinet Members

31 Authority (with the Select Committee)to require areport to Full Council if

akey decision is taken not in accordance with procedures

32 Notification of items to be called-in by the relevant Select Committee

33 Receipt of notice for special meetings of Select Committees

34 Receipt of reports from Select Committees

35 Notification to officers who are formally required to attend Select
Committees

Other delegationsgranted by Councilto this post,alongwiththose under Section 10T of the Local
Government Act 1972 which are sub-delegated are set out in the Officer Scheme of Delegations

which forms an annex to this Constitution.

Head of Human Resources

The Council has appointed and designates the following person to this post:

Name Post

Designation

Suzannah Horn Head of Human Resources

Proper Officer

Responsibilities

e HR
e Learning & Development
e Payroll

Proper Officer & Delegations

Function

Designated as
Proper Officer

Officer to be notified of the name of the person to whom itis proposed to
make an offer of appointmentas Chief Executive, Chief Officerand Deputy
Chief Officer

Yes

Officer to notify every member of the Cabinet of the name of a person
[Chief Executive, Chief Officer or Deputy Chief Officer]who it is proposed
to dismiss, and to whomany objections by the Leader to the proposal can
be made

Officer to notify every member of the Cabinet of the name of apersonto | Yes
whom it is wished to make an offer of appointment as Chief Executive,
Chief Officer and Deputy Chief Officer, and to whom any objections by the
eader to the proposal can be made
Officer to be notified of the name of the person to whom itis proposedto | Yes
dismiss as Chief Executive, Chief Officer and Deputy Chief Officer

Yes

Officer, with the Head of Democratic Services, who will issue and accept
invitationsfromindependent personsto constitute and administera Panel
in accordance with Section 102(4)of the Local Government Act 1972 for the
purposes of advising the Council on matters relating to the dismissal of
the Head of the Paid Service, the Monitoring Officer or the Chief Finance
Officer

Yes (in conjunction
with the Head of
Democratic
Services)
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Other delegationsgranted by Councilto this post,alongwiththose under Section 10T of the Local
Government Act 1972 which are sub-delegated are set out in the Officer Scheme of Delegations
which forms an annex to this Constitution.

Other Statutory Officers

Data Protection Officer

This statutoryroleisto informand advise the council and its employees about their obligations
to comply withthe GDPR and other data protectionlaws, monitor compliance and be the point of
contact. The Chief Executive has designated the following officer as the Council’s Statutory
Data Protection Officer:

Name Post Designation

Glen Egan Interim Head of Legal Services Data Protection Officer

Senior Information Risk Owner (SIRO)

This statutory role leads on deliveringrisk managementand security strategyin the council and
assists corporate managementteam in the deliveryof this. The Chief Executive has designated
the following officer as the Council’s SIRO:

Name Post Designation
Matthew Chief Digital and Information Senior Information Risk Owner
Wallbridge Officer

Statutory Scrutiny Officer

The Localism Act 2011 requires the statutoryrole of designated scrutinyofficerto promote the
role of the authority'soverview and scrutinycommittees, provide supporttothe authority'ssuch
functionsandtolocal councillors;andto provide guidance to Membersand officersof the council
in relation to such functions. The Chief Executive has designated the following officer as the
Council's Statutory Scrutiny Officer:

Name Post Designation
Mark Braddock Senior Democratic Services Statutory Scrutiny Officer
Manager

By law, the Statutory Scrutiny Officer cannot be the authority’s Head of Paid Service, the
Monitoring Officer or the Chief Financial Officer
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Exercising officer delegations

Corporate & Executive Directorsand officersare authorised to exercise thosepowersand duties
of the Councilinrelationtothe service and activities forwhich theyare responsible. Accordingly,
officers may exercise only the powers delegated to them set out the Constitution and Officer
Scheme of Delegations, and these are exercisable only subject to:

a) beingconsistent with the plans and policies determined by the Council, Leader, Cabinet
and Cabinet Members;

b) compliance with the law and relevant requlations, along with any other orders, rules,
codes or protocols approved by the Council and in the Constitution;

c) Theapproved budget and approved management and business plans

d) The Council's Financial Rules & Regulations, the Rules on Procurement and Rules on
Land and Property, as well as any financial systems in operation.

When officers are making decisions under their delegated powers on significant or politically
sensitive matters, they should notify their Corporate or Executive Director. Corporate &
Executive Directors may need to liaise closely with the relevant Cabinet Member and refer any
proposed action to the Leader, Cabinet Member or the Cabinet if so required.
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Chapter 13 - decision-making with external
bodies

The Councilis able to make decisions with otherbodies, transferitsfunctions to other
bodies or exercise powers onbehalf of other bodies. This Chapter setsout the current
such arrangements in place.

Arrangements to Promote Well-Being

The Cabinet, in order to promote the economic, social or environmental well-being of its area,
may:

1) enterintoarrangements or agreements with any person or body;
2) co-operate with, or facilitate or co-ordinate the activities of, any person or body; and
3) exercise on behalf of that person or body any functions of that person or body

Joint arrangements

1) The Council and/or the Cabinet may establish joint arrangements with one or more local
authorities to exercise functions in any of the participating authorities - such
arrangements may involve the appointment of a Joint Committee with those other local
authorities.

2) Exceptassetoutbelow, the Cabinet may only appoint Cabinet members to a Joint
Committee and those members need not reflect the political composition of the local
authority asawhole.

3) TheCabinet may appoint memberstoa Joint Committee fromoutside the Cabinetwhere
the Joint Committeeis dischargingafunctioninrelationto five or morelocal authorities.
In this case, the Cabinet may appoint to the Joint Committee any member of the Council
and the political balance requirements do not apply to such appointments.

4) Details of anyjoint arrangements which the Cabinet / Council has entered into can be
foundin the Table below:

Organisation Purpose Period
London Councils | For the effective co-ordinationand formulation of policy | ntil further
and its Joint and discharge of functions at a pan London level. notice
Committees

Transfer of non-executive functions to another body

Whilst mostjointarrangements willbe forthe Cabinetto determineunderits executivefunctions,
the Chief Executive is authorised to transfer any non-executive powers under delegated
authority granted by Council to another body in the best interests of the London Borough of
Hillingdon, subject to the endorsement of the Leader of the Council and relevant Cabinet
Member(s). These are generallyregulatoryorenforcement matters. Details of any non-executive
transfer of powers approved are set out in the Table below:
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Organisation powers
transferred to

Purpose

Approved

London Councils
Transport &

Environment Committee

Delegated the Council’'s powers to
make byelaws for the purpose of
regulating dockless vehicles on the
highway or public spaces

27 January 2021 by the
then Deputy Chief
Executive

London Councils
Transport &
Environment Committee

Delegated powersto provide forapan
London traffic order

24 April 2014 by the then
Deputy Chief Executive

London Councils
Transport &
Environment Committee

Delegation of powers for the London
Safer Lorry Scheme.

20 July 2014 by the then
Deputy Chief Executive

Contracting Out

The Councilmaycontract outtoanotherbodyororganisation non-executive functions which may
be exercised byan officerand which are subjecttoan orderunder Section 70 of the Deregulation
and Contracting Out Act 1994 or under contracting arrangements where the contractor acts as
the Council's agent under usual contracting principles, provided there is no delegation of the
Council's discretionary decision-making. For functions which are the responsibility of the
Cabinet, it will be for the Cabinet to decide whether to contract out a function or service and to
whom to award the contract.

Delegation to and from other Local Authorities

The Counciland/or the Cabinet may delegate functionstoanotherlocal authorityand undertake
functions delegated to it by another local authority. Details of agreements with other local
authorities are set out in the Table below:

Organisation Purpose Period
London Borough | The Councilhas entered into a Service Level Agreement | Until further
of Harrow with the London Borough of Harrow in respect of notice

Breakspear Crematorium. Under the terms of this
Agreement, the London Borough of Harrow has agreed
to delegate to the Council the management and
maintenance of the Breakspear Crematorium Service on
behalf of both Boroughs

London Borough
of Ealing

For mortuary services at Uxbridge Mortuary.

Until further
notice

Access to Information

The Access to Information Rules of this Constitution apply to all arrangements entered into by
the Council or Cabinet that involve the delegation of functions by the Council or Cabinet.
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PART 3 - How the Council
operates & is accountable

The rules the Council operates under that ensures good
governance and accountability
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Chapter 14 - Rules relating to this Constitution

The Council has procedures for monitoring, reviewing and publishing this Constitution

Reviewing and revising the Constitution

Duty to Monitor and Review the Constitution

The Monitoring Officermonitorsand reviews the operation of the Constitutionto ensurethat the
aims and principles of the Constitution are given full effect.

In undertaking this task the Monitoring Officer may:-

1) observe meetings of different parts of the Member and officer structure;

2) undertake an audit trail of a sample of decisions;

3) recordandanalyseissuesraisedwithhimorherbyMembers, officers, the publicand other
relevant stakeholders; and

4) compare practices in the Council with those in other comparable authorities, or with
national examples of best practice.

How to make changes to the Constitution

Changestothe Constitution, willonlybe considered bythe Full Council after consideration of the
proposal by the Leader of the Council.

Interpretation of the Constitution

The ruling of the Mayor as to the interpretation or application of this Constitution or as to any
proceedings of the Council shall not be challenged at any meeting of the Council. Such
interpretation shall have regard to the purposes of the Constitution in Part 1-Chapter 1.

Publication of the Constitution

1) The Monitoring Officerwill give a printed copy of this Constitutionto each Member of the
authorityupondeliverytohim/herof that individual's Declaration of Acceptance of Office
on the Member first being elected to the Council.

2) The Monitoring Officer will ensure that copies of this Constitution are available for
inspection at council offices, libraries, and other appropriate locations and can be
purchased by members of the local press and the public on payment of areasonable fee.

3) The Monitoring Officer will ensure that a summary of the Constitution is made widely
available within the areaand is updated as necessary.

Change in the form of executive arrangements

The Council must take reasonable steps to consult with local electors and other interested
persons in the area when drawing up proposals for a change in the form of Executive
arrangements, including the application of any referendum if required in law.

Page 157



Suspension of the Constitution

Limit to Suspension

Partsand Chaptersof this Constitution may notbe suspended bythe Full Council.Only the Rules
specified below may be suspended by the Full Council or relevant Council Committee, to the
extent permitted within those Rules and the Law.

Rules Capable of Suspension

The rules below may only be suspended following a vote by Members on the motion to suspend.
The motionwillidentify which parts of the Standing Ordersare to be suspendedand the reasons
for and duration of the suspension:

1) Council Procedure Rules(Part 2 - Chapter 4)
2) Ruleson Procurement and Rules on Land & Property (Part 3-Chapter 18 & Chapter 19)
3) Committee Standing Orders(Part 3-Chapter 16)

Procedure to suspend Rules

A motion to suspend any rules will not be moved without notice unless at least one half of the
whole number of councillors are present. The extent and duration of the suspension will be
proportionate totheresulttobe achieved, takingaccount of the purposes of the Constitutionset
outinPart1, Chapter].

Page 158



Chapter 15 - Rules when making decisions

This Chapter summarises what part of the Council or individual has responsibility for
particular types of decisions. This chapter also sets out the rules to follow regarding
the signing and execution of decisions and their documentation.

Principles of Decision-making
All decisions of the Council are made in accordance with the following principles:

a) clarity of aims and desired outcomes;

b) apresumptioninfavour of openness;

c) proportionality -that the action to be taken is proportionate to the desired outcome;

d) reasonableness and rationality(the ‘'Wednesbury principles’);

e) due consultation and the taking of professional advice from officers;

f) respectforhuman rights; and

g) making clear what options were considered and rejected in the making of a decision and
giving the reasons for that.

Decision-Making Functions & Responsibilities

Decisions reserved to the Full Council

Decisionsrelatingtothe functionslistedin Part 2, Chapter 4 willbe made by the Full Counciland
not delegated. The Council Meeting will follow the Council Procedure Rules set out in Part 2,
Chapter 4 of this Constitution when considering any matter

Executive Decisions and Key Decisions

Decisionsrelatingtothe Council'sexecutive functionsare setoutin Part2, Chapterb and will be
made by the Cabinet, Leader, Cabinet Member, Cabinet Sub-Committee, Officer or Joint
Committee in accordance with The Local Authorities (Executive Arrangements)(Meetings and
Accessto Information)(England)Regulations 2012. The definitionof akey decisionis fullyset out
in Part 2, Chapter 5. A decision-maker may only make a key decision in accordance with the
requirements of the Access to Information Rules set out in this Constitution.

The Cabinet and Cabinet Members will also follow the Rules on access to information in Part 3,
Chapter 17 in this Constitution when considering any matter.

Decision Making by Select Committees

Select Committees do not make executive decisions, but they do submit recommendations to
Cabinet as the executive decision-maker. These committees will operate as set out in Part 2,
Chapter 6 of this Constitution when considering any matter.
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Non-Executive & Decision Making by other Council committees

Other Council committees and sub-committees will make the decisions set out in Part 2,
Chapters7-110of the Constitution. Theiroperation will follow the Rules for committee meetings
as set out in Part 3 of this Constitution.

Decision-making by Council officers

Decisions delegated to Council officers to take, are set out in Part 2, Chapter 12 of this
Constitution and Annex A which sets out the detailed delegations and any sub-delegation.

Decision Making by Council bodies acting as Tribunals

The Council, a Councillor or an officer acting as a tribunal or in a quasi -judicial manner or
determiningand/orconsidering(otherthanforthe purposesof givingadvice)the civil rightsand
obligations or the criminal responsibility of any person will follow a proper procedure which
accords with therequirements of natural justice and the right to a fair trial containedin Article 6
of the European Convention on Human Rights.

Bodies that are non-decision making and with no delegated powers

In addition to the committees listed above, the Council will appoint a number of bodies, panels,
advisory groups, steering groups or forums which do not have powers delegated to them from
Full Council and have not been appointed by the Council in accordance with section 101 of the
Local Government Act 1972.

Execution of decisions

Financial, Contract and Property decisions

The management of the Council’s financial affairs willbe conducted in accordance with the Rules
on Financial Matters set out in Part 3 of this Constitution.

Every contract made by the Council will comply with the Rules on Procurementset out in Part 3
of this Constitution. Any contract, which does not relate to a land transaction, and with a value
exceeding £10,000 entered into on behalf of the Council in the course of the discharge of a
Cabinet function shall be made in writing and signed and sealed as set out in the Rules on
Procurement.

Every property transaction made by the Council will comply with the Rules on Land & Property
Matters setoutin Part 3 of this Constitution. All Contractsrelatingto propertytransactions shall
be in writing and signed or sealed in accordance with the requirements of the Rules on Land &
Property Matters.

Authentication of Documents

Where anydocumentisnecessarytoanylegal procedure or proceedingson behalf of the Council,
it will be signed by the Head of Legal Services or other personauthorised by him/her, unlessany
enactmentotherwise authorisesorrequires, orthe Council has given requisite authority to some
other person.
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Common Seal of the Council

The Common Seal of the Council will be kept in a safe place in the custody of the Head of Legal
Services. A decision of the Council, or any part of it, will be sufficient authority for sealing any
document necessary to give effect to the decision. The Common Seal will be affixed to those
documents which in the opinion of the Head of Legal Services should be sealed. The Head of

Legal Services will attest the affixing of the Common Seal or some other person authorised by
him or her.
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Chapter 16 - Rules for committee meetings

This Chapter sets out the rules and standing orders for how the council’s ordinary
committee and sub-committee meetings operate. These are also known as the
Committee StandingOrders(SOs). Meetingsoflicensing sub-committeesmayoperate
differently as set out inthe protocols for those meetings. These rules do not apply to
meetings of the Cabinet.

S0 1- Chair and Vice-Chair

(m Chair and Vice-Chair of Committees

The first meetings of Committees following the Annual Council meeting shall
appoint the Chair and Vice-Chair.

(2) Resignation of Chair or Vice-Chair

A Chair or Vice-Chair may resign by notice in writing to the Head of Democratic
Serviceswhoshallreporttheresignationtothe next meeting of the Committee for
areplacement to be appointed.

SO 2 - Appointment of Sub-Committees

(1) The first meeting of a Committee, normally after the annual meeting of the Council,
shall appoint its sub-committees for the remainder of the municipal year.

(2) Where these Standing Orders give provisions for Committees, these shall similarly
apply to sub-committees, except where otherwise indicated.

SO 3- Order of Business
(1) The Order of business at every meeting of a Committee shall be:-

(a) Tochoose aperson to preside if the Chair and Vice-Chair are absent.

(b) To agree the minutes of the previous meetingwhich shallthenbe signed by
the person presiding.

(c) Toreceive reports of the Officers.

(d) Any other business specified in the summons or raised by a Member in
Standing Order (Rules of Debate in Committee Meetings)

(2)  The Order of business under 1(a) to (c) may be varied by a motion which shall be
moved and seconded and put without discussion.
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SO 4 - Adjournment

(1)

A Committee may adjourn any meeting to another day, or hour or the same day or
to anothervenue.

(2) An adjournment may be decided:-
(a) by the Chair in the event of a disturbance (see Standing Order 14
(Disturbance at meetings)or
(b) by a resolution passed on a motion which shall be moved and seconded
without comment and put without discussion.
S0 5- Quorum

(1)

(2)
(3)
(4)

No business shall be transacted at a meeting of a Committee unless there is
presentat leastone third of the whole number of Members of the body concerned
or 3 Members of the Committee whicheveris the greater.

No businessshallbe transacted atajoint meeting of Committeesunless 3 Members
of each Committee are present.

A quorum of the Audit Committee shall be 3 Members of the Committee.

A quorum of a Select Committee is 4 Members of the Committee

S0 6 - Record of Attendance

MembersattendingaCommittee meeting shall signtheirnamesinthe attendance book or
onthe sheet provided for that purpose.

S0 7 - Attendance and councillors speaking at meetings

(1)

(4)

Notice of allmeetings of Committees shallbe sentto everyMemberof the Council.
A Member of the Council who has moved a motion which has been referred to any
Committee shall be given notice of the meeting of the Committee at which it is
proposed to consider the motion.

Any Member of the Council may attend any meeting of a Committee to which they
have notbeenappointed. Theright shallnot extendto attendance at such meetings
which are appointments, disciplinary or appeal bodies relating to employees. One
Councillorfromeach Party Group with seatsin a ward shall have the right to speak
butnotvote onissuesdirectlyaffectingtheirward, wheretheyare notaMember of
the Committee. The Chair of the meeting shall decide what constitutes a ward
issue. Other Non-Members of Committees may, with the consent of the Chair,
speak but not vote.

Paragraph(2)of this Standing Order shall not prejudice the legal rightsof aMember
when attendance at any such meeting is necessaryin order that the Member may
have access to information reasonably necessary to enable the proper
performance of the member's duties.

The Mayor and the Leaders of Party Groups(orintheirabsence their Deputies)shall
have the right to attend any meeting of a Committee and to speak but not vote.
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SO 8 - Reports, supplementary reports or addendums

(1)
(2)

Agendasandreportsto CommitteesandJoint Committees shallbe despatched at
least five clear days before the date of the meeting.

Anyreportdespatchedat shorternotice shallonly be considered at the meeting if
the appointed Chair decides that it should be dealt with for reasons of urgency.

S0 9- Voting

(1)
(2)

(3)
(4)

The mode of voting at meetings of Committees shall be by show of hands.

The Chair of a meetingwhois a voting Member shall have a second or casting vote
which may be exercisedif thereis an equality of votes. If the Chairis a non-voting
Member and thereis an equality of votes he/she may vacate the Chair in favour of
the Vice-Chair orin the absence of the Vice-Chair may call for nominationsto take
the Chairinthe place of the Chair. Inthe event of the Vice-Chair taking the Chairor
of an election being made to the Chair the motion shall immediately be put to the
vote without further debate and thereafter the Chair shall resume the chairing of
the meeting.

A Member's supportfor, abstentionordissentfromadecision shall be recordedin
the minutes if, immediately after avote is taken, the Member so requests.

Where there are more thantwo personsnominated for any positionto befilled on
a Committee,and of the votesgiventhereisnotanoverall majorityin favour of one
person,the name of the person havingthe least number of votes shall be struck off
thelistand a freshvote shallbe taken,and so on untila majority of votesis givenin
favour of one person.

S0 10 - Special meetings, cancellations and arrangements

(1)

(2)

The Chair of a Committee, (or in his/her absence the Vice-Chair) may take the
followingactioninrelationto meetingsafter consultation with Chief Whipsand/or
Lead Member(s)of Groups with Members on the body concerned:

(a) Call a Special Meeting and determine a date and time.

(b) Determine a date and time for an adjourned meeting.

(c)  Cancelameeting.

(d)  Varythe date or time of a meeting.

(e) Decide the venue of ameeting.

A special meeting may also be called on the requisition of at least one third of the
whole numberofthe Committee, or 3 Members of the Committee whicheveristhe
greater, delivered in writing to the Head of Democratic Services.

The summonstoa specialmeeting shall set out the businesstobe consideredand
no business other than that set out in the summons shall be considered at that
meeting.
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SO 11- Rules of debate
Motions

(1) A motion accepted by the Chairas beingin ordershall be put in writing if the Chair
sorequires.

Amendments

(2) An amendment shall be relevant to the motion and shall be to leave out, insert or
add words: but such omission, insertion or addition of words shall not have the
effect of nullifying the motion.

(3) Only one amendment may be moved and discussed at atime.

Seconder

(4) A motion, otherthanunder Standing Order 14(1)b)i)-to aremove a Memberfroma
meeting, shall not be discussed unless it has been seconded.

Alteration of Motion

(5) The moverof a motion may alter the motion if the alterationis one which could be
made as an amendment; analterationrequiresthe agreement of the seconder and
the Committee signified without debate.

Withdrawal of Motion or Amendment

(6) The mover of a motion or amendment may seek leave for its withdrawal; any
withdrawal requires the agreement of the seconder and the Committee signified
without debate.

Right of Reply

(7) The moverof amotionshallhave aright of replytoadebate immediatelybefore the
motionis put to the vote.

The mover of an amendment shall have a right of reply to a debate on the
amendment. The moverof the original motion shallalso have aright of replyat the
close of the debate on the amendment but shall not otherwise speak on the
amendment. Thisrightof reply shallbe exercisedimmediatelybefore the reply by
the mover of the amendment.

Motions During Debate

(8) When a motion or amendment is under debate only the following motions may be
moved:-
(a) to amend amotion
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) to adjourn ameeting or debate
(c) to proceed to the next business

) that the question be now put

) that amemberbe notfurtherheard or that a member do leave the meeting
(f) to exclude the press and public

Next Business, Adjournment, Question be Put

(9)

A Memberwhohasnotspokeninthe debate maymove but withoutcommentatthe
conclusion of any speech:-

(a) That the Committee proceed to the next business

(b) That the question be now put

(c) That the Committee do now adjourn or that the debate be adjourned

Provided that the motion is seconded, that all political groups have had the
opportunity to speak and that the Chair is satisfied that there has been sufficient
debate, the following procedure shall apply:-

(a) Onamotiontoproceedtothe nextbusinessthemoverofthe original motion
and/or amendment under discussion will be given the right to reply and a
vote will then be taken.

(b) On a motion that the question be now put avote will be taken immediately
and if it is passed the mover of the original motion and/or amendment will
then be given the right of reply under paragraph(7) of this Standing Order
before avote on the motion oramendment.

(c) On a motion to adjourn the meeting or a debate a vote will be taken
immediately.

Point of Order/Personal Explanation

(10)

A Membermay raisea pointof orderorinpersonal explanationandis entitled to be
heard.

A point of order must relate to a breach of a Standing Order or statutory provision
and the Member shall specify the breach in question.

A personal explanation shall be confined to the Member's speech earlier in the
debate and clarification of a point which may appear to have been misunderstood.

Ruling of Chair

(11)

The ruling of the Chair on a point of order or on the admissibility of a personal
explanation shall not be open to discussion.

Seconding of Motions and Amendments

(12)

In the event of amotion oramendment being moved at a meeting of a Committee
and not being seconded by another Member, it shall then be formally seconded by
the Chair of the meeting for the purposes of discussion.
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S0 12 - Proceedings of committees

(1)
(2)

(3)

(5)

(6)

(7)

Subject to the provisions of this Standing Order the press and public shall be
admittedto all meetings of Committees. They shall be excluded only by resolution.
The press and public may be excluded froma meeting if it is likely, in view of the
nature of the business to be transacted or the nature of the proceedings, that if
members of the publicwere presentduringthat item there would be disclosure to
them of exempt or confidential information.

Exempt information is specified in Section 100 (A) Part | of Schedule 12A of the
Local Government Act 1972 (as amended) but subject to any qualifications
contained in Part Il of Schedule 12A. Part Ill of Schedule 12A has effect for the
interpretation of the Schedule.

Confidentialinformationis definedinsection 100A(3)of the Local Government Act
1972 (as amended) and is information given to the Council by a Government
Department on terms which forbid its public disclosure, or information which
cannot be publicly disclosed by a Court Order.

If any questionarisesat a meetingrelatingtoan employee’s salaryor conditions of
service or disciplinaryaction taken againstan employee, such question shall not be
the subject of discussion until it has been decided whether to exclude the press
and public.

Reports which in the opinion of the Head of Democratic Services contain exempt
information must be marked'Not for Publication’and there must be stated on every
copy of the report the description of the exempt information. Members shall, by
resolution, confirm or vary this designation.

All agenda, reports and other documents and all proceedings of Committees shall
be treated as confidential unless and until they have been made public in the
ordinary course of the Council's business or shall have been communicated to the
press by the Council or the Committee.

S0 13 - Closure of meetings / time limit

All meetings shall finish at or before 10.30pm unless the majority of those present and
voting determine to continue the sitting.

SO0 14 - Disturbance at meetings

(1)

Members of Committees:

(a) If at any meeting any Member, in the opinion of the Chair, notified to the
Committee, commits an act of misconduct by persistently disregarding a
ruling or behaving improperly or offensively or wilfully obstructing the
business of the Council, the Chair or any other member may move "That
............. be not further heard." If seconded this motion shall be put and
determined without discussion.

(b) If aMembersonamedcontinuestheactof misconductafteramotionunder
the foregoing paragraph has been carried the Chair shall either:-

(i)  move "That ......... do leave the meeting". This will be put and
determined without seconding or discussion.
or

Page 167



(2)

(ii) adjournthe meetingforsuch periodorto suchothervenue asdeemed
expedient.

Public

(a) The Chair shall warn any member of the public who interrupts the
proceedings.

(b) If that person continuestheinterruptionthe Chairshallorderthe removal of
that person from the meeting.

General Disturbance

(a) In the eventofageneraldisturbance the Chair may adjournthe meeting for
such period or to such other venue as deemed expedient.

(b) Members of the public are not permittedtobring any banneror placard into
ameeting.

S0 15 - Suspension of Standing Orders

A motion to suspend Standing Orders shall require the support of at least half of the
members of the Committee present.

S0 16 - Resignation from committees

(1)

(2)

(3)

A Member may at any time resignmembership of a Committee by notice in writing
delivered to the Head of Democratic Services. The resignation shall take effect
upon the receipt by the Head of Democratic Services of such notice and shall be
reported to the next meeting of the Committee and to the next meeting of the
Council.

A Chair may at any time resign such office bynotice in writing delivered to the Head
of Democratic Services. The resignation shall take effect upon receipt of such
notice and shall be reported to the next meeting of the Committee of which the
office was held.

A person elected or appointed under the Local Government Act 1972 to fill any
casual vacancy shall hold office until the date uponwhich the personin whose place
that person was elected or appointed would have regularly retired, and shall then
retire.

S0 17 - Any Other Business

(1)

(2)

(3)

Any Member wishing to raise a matter at a meeting of any Committee shall give
writtennotice of the matter togetherwithwritteninformation about the matterto
the Head of Democratic Services at least eight clear days before the date of the
meeting.

Anymattersoraisedshallinvolve anissue of policyfallingunderthereferences and
delegations of the body concernedand shall not concernan individual case where
there isaright of appeal to the Council's Registration & Appeals Committee.
Where the subject is delegated to an officer, the Member shall raise the matter at
that level provided that where the Member is dissatisfied with the decision taken
he or she may raise it with the Committee in accordance with paragraphs(1)and(2)
above.
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(4) Notwithstandingtheprovisions of paragraph(1)above aMember mayraise a matter
where less than eight clear days notice has been given if, by reason of special
circumstances, which shallbe specifiedin the minutes, the Chair is of the opinion
that the matter should be considered as one of urgency.

SO0 18 - Remote or virtual meetings

In respect of remote meetings where provided for by law, the committee may pass a
continuing resolution to vary, revoke or update these Standing Orders to facilitate the
remote transaction of any business and voting.
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Chapter 17 - Rules on access to information

Theserules set out how the Councilseeksto be atransparent organisationandhow
agendas, reports and minutes relating to meetings and decisions are made
available. It also sets out how it allows the public and press can attend and observe
council meetings.

Rule 1
Scope

Theserulesapplytoall meetings of the Council, Select Committeesand Council Committeesand
bodies and meetings of the Cabinet (together called meetings).

Rule 2
Additional rights to information

These rules do not affect any more specific rights to information contained elsewherein this
Constitution or the law.

Rule 3
Rights to attend meetings

Members of the public and media are welcome and encouraged to attend all meetings, subject
only to the exceptions in this Constitution.

Rule 4
Notice of meetings

The Councilwill give at least five clear days notice of anymeeting, unless the meetingis convened
at shorter notice as a matter of urgency, by posting details of the meeting at the Civic Centre,
Uxbridge UB8 TUW, the designated office and on the Council’'s website www.hillingdon.gov.uk,

Rule b
Access to agenda and reports before a meeting

The Council willmake copies of theagendaandreports opento the publicavailable forinspection
at the designated office and Council website at least five clear days before the meeting. If an
item is added to the agenda later, the revised agenda(where reports are prepared after the
Summons has beensentout, the designated officer shall make each suchreportavailable to the
publicas soonasthereportiscompletedand sentto Councillors)willbe opentoinspection at the
designatedofficesand onthe Council's website fromthe time theitemwasadded to the agenda.

Rule 6
Supply of documents

The Council will supplyto any person on payment of a charge for postage and any other costs
copies of:
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a) anyagendaand reports which are open to publicinspection;

b) any furtherstatementsorparticulars necessaryto indicate the nature of theitems in the
agenda; and

a) anywritten record of an executive decision

b) any reports considered by an individual decision-maker, which are open to public
inspection

c) anybackground papers

d) if the Monitoring Officerthinksfit, copies of any otherdocuments supplied to Councillors
in connection with an item.

e) the Forward Plan.

Rule 7
Access to minutes and other reports after a meeting

The Council will make available copies of the following for six years after a meeting:

a) the minutes of the meeting - or in relation to the cabinet, records of decisions made,
togetherwithreasons, forall meetings of the cabinet - excludingany part of the minutes
of proceedingswhenthe meetingwasnotopentothe publicor which disclose exempt or
confidential information;

b) a summary of any proceedings not open to the public where the minutes open to
inspection would not provide areasonably fair and coherent record;

c) the agendaforthe meeting; and

d) reportsrelating toitems when the meeting was open to the public.

Rule 8
Background papers

List of Background Papers

The relevant Corporate /Executive Directorwillsetoutin everyreporta list of those documents
(called background papers)relating to the subject matter of the report which in his/her opinion:

a) disclose any facts or matters on which the report or an important part of the reportis
based; and
b) have beenrelied on to a material extent in preparing the report;

butdoesnotinclude publishedworksorthose which disclose exempt or confidentialinformation
(as defined in Rule 10)and, in respect of cabinet reports, the advice of a political advisor.

Public Inspection of Background Papers

The Council will make available for publicinspection for fouryears after the date of the meeting
one copy of each of the documentsonthelist of background papers.Background papers will also
be available forinspection on the Council's website www.hillingdon.gov.uk
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Rule 9
Summary of the public’s rights

A writtensummary of the public’'s rightsto attend meetingsandto inspect and copy documents
willbe keptatand be available to the publicat the CivicCentre, Uxbridge UB8 1UW, the designated
office and on the Council's website www.hillingdon.gov.uk. This is set out in Part 1, Chapter 3 of
the Council’'s Constitution

Rule 10
Exclusion of Access by the Press and Public to meetings

10.01

10.02

Confidential Information

Confidential information is defined in section 100A (3) of the Local Government Act 1972
(as amended). The publicand presswillbe excluded frommeetingswheneveritis likelyin
view of the nature of the businesstobe transacted or the nature of the proceedings that
confidential information would be disclosed.

Confidential information means information given to the Council by a Government
Department on terms which forbid its public disclosure, or information which cannot be
publicly disclosed by a Court Order.

Exempt Information

The public and press may be excluded from meetings whenever it is likely in view of the
nature of the businessto be transacted or the nature of the proceedings that exempt
information would be disclosed. Where the meeting willdetermine any person’s civil rights
or obligations, or adversely affect their possessions, Article 6 of the Human Rights Act
1998 establishes a presumption that the meeting will be held in public unless a private
hearing is necessary for one of the reasons specified in Article 6.

Exempt information is specified in Section 100 (A) Part | of Schedule 12A of the Local
GovernmentAct 1972 (as amended)but subject to any qualifications containedin Part Il of
Schedule 12A. Part Il of Schedule 12A has effect for the interpretation of the Schedule.

The qualifications are set out below:

Paragraph

/ Category

1 Information relating to any individual.

2 Information which is likely to reveal the identity of an individual.

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

4 Information relating to any consultations or negotiations, or contemplated

consultations or negotiations, in connection with any labour relations
matter arising between the authority or a Minister of the Crown and
employees of, or office holders under, the authority.

5 Informationin respect of which a claim to legal professional privilege could
be maintained in legal proceedings.
6 Information which reveals that the authority proposes—
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(a) to give under any enactment a notice under or by virtue of which
requirements are imposed on a person; or
(b)to make an order or direction under any enactment.

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

General Qualifications for the above cateqgories:

1) Information falling within paragraph 3 above is not exempt information by virtue of
that paragraph if itis required to be registered under:
a) the Companies Act 1985[3];
b) the Friendly Societies Act 1974[4];
c) the Friendly Societies Act 1992[5];
d) theIndustrial and Provident Societies Acts 1965 to 1978[6];
e) the Building Societies Act 1986[7]; or
f) the Charities Act 1993[8].

2) Informationisnotexemptinformationifit relatestoproposeddevelopment forwhich
the local planning authority may grant itself planning permission pursuant to
regulation 3 of the Town and Country Planning General Regulations 1992[9].

3) Information which—
a) falls within any of paragraphs 1to 7 above; and
b) is not prevented from being exempt by virtue of the two bullet points above, is
exempt information if and so long, as in all the circumstances of the case, the
public interest in maintaining the exemption outweighs the public interest in
disclosing the information.

Rule 1
Exclusion of Access by the Public to Reports

If the Monitoring Officer thinks fit, the Council may exclude access by the public and pressto
reportswhichinhisorheropinionrelate toitems duringwhich,inaccordance with Rule 10above,
the meetingislikelynottobe opentothe public.Such reportswillbe marked “Not for publication”
together with the category of information not to be disclosed.

Rule 12
Application of these rules to the Cabinet

12.01 Rules11-2Tapplytothe Cabinetanditscommittees.If the Cabinetoritscommittees meet
to take a key decision then it must also comply with Rules 1-11 unless Rule 15 (general
exception) or Rule 16 (special urgency) applies. A key decision is as defined in Part 2,
Chapter 5 of this Constitution.

12.02 If the Cabinet or its committees meet to discuss a key decision to be taken collectively,
with an officer other than a political assistant present, within 28 clear days of the public
notice being given of the decision to be taken, then it must also comply with Rules 1- 11
unlessRule 15(general exception)or Rule 16(special urgency)applies. A key decisionis as
defined in Chapter5 of this Constitution. This requirement does not include meetings,
whose sole purpose is for officers to brief Members.
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Rule 13
Procedure before Taking Key Decisions

13.01

13.02

13.03

SubjecttoRule 15(general exception)and Rule 16(special urgency), akey decision may not
be taken unless:

a) anoticein connectionwiththe matter(called hereaforward plan)has been published
at least 28 clear days before the decision is to be taken setting out:
i. the matterinrespect of which decision is to be made;

ii. where the decision taker is an individual, their name and title, if any and
where the decision taker is a body, its name and details of its membership;

iii. the date onwhich, or period during which, the decisionis to be taken;

iv. a list of documents submitted to the decision taker for consideration in
relation to the matter and details of how to inspect copies of these
documents; and

v. anote that other documentsrelevant to the decision may be submitted to
the decision-makerand detailshow to inspect copies of these documents;
and

b) wherethedecisionistobe takenatameetingofthe Cabinetorits committees, notice
of the meeting has been given in accordance with Rule 4 (notice of meetings).

AForwardPlanwillbe prepared bythe Chief Executivein consultationwiththe Leaderand
Cabinet Members to cover a period of at least one month in advance. It will be prepared
onarollingmonthlybasisand may be usedto give the online statutorynotice of future key
decisions. See also Part 2, Chapter 5.

A Forward Plan may contain matters whichthe Leaderhasreasontobelievewill be subject
of a key decision to be taken by the Cabinet, a committee of the Cabinet, individual
members of the Cabinet or underjoint arrangements in the course of the discharge of a
Cabinet function 28 clear days following the publication of the Plan. It will describe the
same particulars set out in 13.01(a) of these Rules.

Rule 14
Private meetings of the Cabinet

14.01

14.02

If Cabinet, a Cabinet committee, individual members of the Cabinet, or a committee or
sub-committee operating under joint arrangements in the course of the discharge of an
executive functiontakesa decision to hold a meeting, or part of a meeting, during which
the public are excluded subject to Rule 10 (Meetings - Public Exclusion)and/or Rule 11
(Reports: Exclusion of Public Access), public notice will be made at least 28 clear days
beforethe meeting date of the intentionto hold a private meeting, including the reasons
itislikely that the public will be excluded from all or part of the meeting.

A further notice will be published five clear days before the meeting, which will include
details of any representations made to the decision-maker about public access to the
meetings, and the response of the decision-maker to such representations.
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Rule 15
General Exception to give advance notice of key decision

15.01

If it is impracticable to make publicnotice of amatter which is likely to be a key decision,
at least 28 clear days before the date on which the decisionis to be taken, thensubject to
Rule 16 (special urgency), the decision may still be taken if:

a) the Head of Democratic Services has informed the Chair of a relevant Select
Committee, or if there is no such person, each member of that committee in writing,
by notice, of the matter to which the decision is to be made;

b) theHead of Democratic Services has made copies of that notice available to the public
at the offices of the Counciland onthe Council's website www.hillingdon.gov.uk, and:

c) atleastbcleardayshave elapsedsince the Head of Democratic Services complied with
(a)and (b).

Rule 16
Special Urgency procedure

16.01

16.02

16.03

If by virtue of the date by which a decision must be taken, Rule 15 (general exception)
cannot be followed, then the decision can only be taken if the decision maker (if an
individual)or the Chair of the body making the decision, obtains theagreement of the Chair
of a relevant Select Committee that the taking of the decision is urgent and cannot be
reasonably deferred.

If there is no Chair of a relevant Select Committee, or if the Chair of each relevant
committee is unable to act, thenthe agreement of the Mayor of the Council, or in his/her
absence the Deputy Mayor will suffice.

As soon as reasonably practicable after the decision-maker has obtained agreement
under Rules 16.01 or 16.02, the Head of Democratic Services will make available to the
public at the designated office and on the Council's website (www.hillingdon.gov.uk)a
notice setting out the reasons why the decision is urgent and cannot reasonably be
deferred.

Rule 17
Reporting to Council on decisions

17.01

When a Select Committee can Require a Report

If a Select Committee thinks that a decision has been taken which was not:
a) treatedasakeydecisionand;
b) arelevantSelect Committee are of the opinionthat the decision should have been
treated as akey decision,

the committee may require the Cabinet or executive decision-maker [through the
Cabinet]to submit a report to the Council. The power to require a report rests with the
committee, butis also delegated to the Head of Democratic Services, who shall require
such a reporton behalf of the committee whenso requested by(the Chair and a majority
of Members). Alternatively, the requirement may be raised by resolution passed at a
meeting of the relevant Select Committee.
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17.02 Cabinet's Reportto Council

17.03

The Cabinet will prepare a report for submission to the next available meeting of the
Council. However, if the next meeting of the Council is within 7 days of receipt of the
written notice, or the resolution of the committee, then the report may be submitted to
the meeting after that. The report to Council will set out particulars of the decision, the
individual or body making the decision,and if the Leaderis of the opinion that it wasnot a
key decision the reasons for that opinion.

Reports on Special Urgency Decisions

The Leader will submit reqular reports, at least annually, to the Council on any executive
decisions taken in the circumstances set out in Rule 16(special urgency). The report will
include the number of decisions so taken and a summary of the matters in respect of
which those decisions were taken.

Rule 18
Record of Cabinet & Cabinet Member decisions

18.01

18.02

As soon as reasonably practicable after any formal meeting of the Cabinet or any of its
committees, whetherheldin publicor private, the Head of Democratic Services or, where
no officer was present, the person presiding at the meeting, will produce a written
statement of every decision taken at that meeting, which will include:
a) arecord of the decision including the date it was made;
b) arecord of the reasons for the decision;
c) detailsofanyalternative optionsconsideredandrejected bythe decision-maker at
the meeting at which the decision was made;
d) arecordof anydeclarationsof interestrelatingtothe matterdecided made by any
member of the decision-making body; and
e) in respect of any declarations of interest, details of any notes of dispensation
granted

As soon as reasonably practicable after any individual Member has made an executive
decision, that Member must produce or instruct the proper officer to produce a written
statement of that decision which will include:
a) arecord of the decision including the date it was made;
b) arecord of the reasons for the decision;
c) details of any alternative options considered and rejected by the Member when
making that decision;
d) arecord of any declarations of interest relating to the decision which have been
made by any executive member who is consulted by the decision-maker; and
e) in respect of any declarations of interest, details of any notes of dispensation
granted.

Rule 19
Decisions that are not key decisions

The Cabinet willalso consider mattersin public-and Cabinet Members will also considerreports,
which are not key decisions, unless they are confidential or exempt as defined in Rule 10.
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Rule 20
Select Committee Access to Documents

Additional rights to documents for Members of Select Committees are set out Part 2, Chapter 6
on Select Committee arrangements.

Rule 21
Additional rights of access to Members

21.01

21.02

Material relating to public meetings

AllMembers will be entitled to inspect any document which is in the possession or under
the control of the Cabinet orits committees and contains material relating to any business
to be transacted at a public meeting at least five clear days before that meeting, unless
either(a)or(b)below applies:

a) wherethemeetinghasbeenconvenedatshorternotice, suchadocument must be
available for inspection when the meeting is convened; and

b) whereanitemis addedto the agendaat shorternotice, such a document must be
available for inspection when the itemis added to the agenda

Material relating to private business previously transacted

AllMembers will be entitled to inspect any document which is in the possession or under
the control of the Cabinet orits committees and contains material relating to any business
previouslytransacted ataprivate meeting, orwhere an executivedecision has been made
by an individual Member or officer in accordance with executive arrangements unless
either(a)or(b)below applies:

a) it contains exempt information falling within paragraphs 1, 2, 4, 5 or 7 of the
categories of exempt information, save that in respect of paragraph 3, only so far
as it contains information which relates to any terms proposed or to be proposed
by or to the authority in the course of negotiations for a contract; or

b) it contains the advice of a political adviser (NB no such post is currently
established)

Such document must be made available forinspection within 24 hours of the conclusion of the
meeting or of the decision being made.

21.03

21.04

Material Relating to Key Decisions

Subject to Standing Orders 21.01 (a) and (b) above, all Members of the Council will be
entitledtoinspect anydocumentin the possessionorunderthe control of the Cabinetor
its committees which relates to any key decision unless the circumstances in Standing
Order 21.02(a)or(b)above applies.

Nature of Rights

These rights of aMember are additional to any other right he/she may have.
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Chapter 18 - Rules on procurement

These rules, also known as the Procurement Standing Orders(S0s), set out how the
Council procures goods, services and agency or consultancy staff, when required. The
rules seek to ensure corporate compliance and that best value is achieved in the
Council's commercial transactions with third parties.

S0 1- Compliance

1.1

1.2

1.3

1.4

1.5

Every contract awarded by or on behalf of the Council in respect of:-
a) Goods;

b) Works; or

c) Services

of any category or commodity, shall be procured and awarded, in accordance with:

a) These Standing Orders

b) The Public Contracts Regulations 2015

c) EUdirectivesandregulationsorotherapplicable statutoryregulationbeinginforcein
the United Kingdom

d) The Council's Financial Regulations and Standing Orders,

e) Corporate Procurement Strategy and any Procurement Standard Operating
Procedures issued under paragraph 1.2.

The Chief Executive, in consultation with the Leader of the Council, the Cabinet Member
for Finance and the Chief Finance Officer, may issue, from time to time, Procurement
Standard Operating Procedures setting out, in further detail, procedures to be followed
when awarding contracts under these Contract Standing Orders, together with guidance
onrelevant best practice for procurement.

Compliance with the procedures set out in the Procurement Standard Operating
Procedures is mandatory under these Standing Orders, together with the application of
best practice. Application of the Procurement Standard Operating Proceduresis to be
consistent across all Council Departments, including all areas where the procurement
functionisdelegated.ltistheresponsibilityof the Approved Officerto ensure compliance
withthe proceduresis maintained where procurementis delegated to an external supplier
or organization.

These Standing Orders shall be read together with the Procurement Standard Operating
Procedures. The Procedures and Standing Orders carry equal weight, and therefore a
breach of the Procedures will have the same effectas a breach of these Standing Orders.

Corporate & Executive Directors, Directors, Deputy Directors and Heads of Service shall
ensure thatall officerswho procure goods, works or services comply with these Standing
Orders and the Procurement Standard Operating Procedures. Only officers who are
deemed to be qualified and competent by the Head of Procurement, in conjunction with
the appropriate Corporate/ Executive Director, may procure goods, works or services.
These officers are to be identified within each Department’s individual Scheme of
Delegations, and known as “Approved Officers”. The Head of Procurement and each
Corporate / Executive Director shall maintain a register of Approved Officers.
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1.6

1.7

1.8

1.9

1.10

S0 2-

2.1

2.2

2.3

2.4

S03-

3.1

An Approved Officer shall be designated for all contracts, irrespective of value, and be
competent in managing the supply of goods, works or services as appropriate. For the
avoidance of doubt, this does not mean sourcing and placement of contracts.

The Head of Procurement shall be responsible for maintaining aregister of all contracts
where the total contract value is £50,000 or greater.

No contract shall be procuredunless writtenapprovalis obtainedin accordance with the
Scheme of Delegations. Such written approval will confirm there is adequate provision
within the appropriate capital or revenue budgets or other financial provision, i.e. grant
funding.

Pursuant to paragraph 1.8, before obtaining written approval, Approved Officers shall
consultthe Registerof Contractsto ascertain if the Council has a contract for the goods,
works or services required. If such a contract isin existence, the Approved Officer shall
use the appropriate contract in force, and not procure another.

It shall be the duty of every officer of the Council placing contracts or committing
expenditure to obtain and demonstrate value for money, and that the goods, works and
services are fit for the intended purpose.

Ethics & Probity

Officers shall preserve the highest standards of honesty, integrity, impartiality and
objectivity. This includes compliance with the Employees’Code of Conduct.

Pursuant to paragraph 2.1, breaches of compliance will be referred to the Chief Finance
Officer and the Head of Procurement in the first instance, who in conjunction with the
Head of Business Assurance, will authorise any investigation. The outcome of any
investigation maybereferredtotheHead of Human Resourcesto determineif disciplinary
action should be taken, in accordance with the Employee’s Code of Conduct.

In accordance with Section 117 of the Local Government Act 1972, The Head of Legal
Services shall maintain a record of any officer who has a pecuniary interest in a contract
with the Council, and notify in writing their Head of Service where, in the course of their
work, have a personal financial or non-financial interest.

Any officer procuring goods, works or services must declare giftsand hospitality received
or offered, in accordance with the Employees’Code of Conduct.

Decision-making process

Member authority

The Council'sexecutive decision-making process setoutin Part2, Chapter5requiresfor
more significant contract decisions to be determined by the Cabinet or a Cabinet
Member(s)to provide for Memberoversight and accountability when using publicmonies.
It is the prerogative of the Cabinet or Cabinet Memberto decide to accept - ornot accept
- anytender recommended by Officers.
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3.2

3.3

Council sets the financial thresholds by which tenders shall be accepted by Members as
set out in Standing Order 6.

Planning ahead

Before any invitation to tender, Corporate & Executive Directors and their officers shall
plan ahead and build into their project timetable the necessary informal approvals,
notifications(viathe Forward Plan)and the period of the formal decision-making process.
Sufficient time should be planned to consider all service provision issues, including
alternative decisions by the Cabinet or Cabinet Member.

Corporate & Executive Directors should first seek the informal approval of their Cabinet
Member to invite tenders. For tenders that have a corporate impact, the Leader of the
Council should also be consulted beforehand. Cabinet Members will expect officers to
have consideredallalternative optionsbefore presentingthemwitha proposalto tender
acontract.

The Corporate & Executive Directors shall then ensure that the Forward Plan is updated
with regard to forthcoming tender decisions which require formal approval by the full
Cabinet or a Cabinet Member. Advance notice of at least 3-4 months should be given on
the Forward Plan.

Decision-making process and timings & transparency

Anytenderdecisionidentified onthe Forward Plan shall require a formaltender summary
report to be prepared providing full tender evaluation information, using the sign-off
procedures and templates approved by Democratic Services. For tender decisionsto a
particular meeting of the full Cabinet, officers should adhere to the report deadlines set
out by Democratic Services. For tenderdecisionstoa Cabinet Member(s), officers should
ensure they are taken within the month notified.

From the time the report is ready, the formal decision-making process can take
approximately 1 month before a decision is made. This time period is mainly for legal
reasons, but also to ensure that Members have time to read the report. In addition, after
any decision is made by the Cabinet or Cabinet Member, 5 days must expire for the
‘scrutiny call-in" period before any decision can formally take effect and any contract can
be signed, executed or sealed.

In exceptional circumstances to speed-up the democratic decision-making process,
Special UrgencyorUrgency procedures maybe invoked to the relevant bodyauthorised to
make the decision(Leader of the Council/Cabinet Member or the Cabinet)but only with
the prior agreement of the Leader of the Council via the relevant Corporate / Executive
Director. Such proceduresare set outin Chapter17 - Ruleson Access to Information.For
transparency, ordinarily all Cabinet and Cabinet Member decisions to accept (or not
accept) a particular tenderare made publicimmediately following the decision, including
the name of the successful tenderer/ organisation and the value of the contract.
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SO0 4 - Invitations to Tender

4.1

4.2

4.3

a) Tendersorquotations shall be invited for all proposed contracts with an estimated
total contract value, equal to or exceeding the minimum thresholdsas setout in the

Procurement Standard Operating Procedures. These thresholds are as follows: -
Total Value Minimum number of Award criteria
quotations or tenders
£0 - £25,000 3 Quotations Most economically
advantageous
£25,000 - £100,000 5 Quotations Most economically

advantageous quotation

£100,000 & above 5 Tenders Most economically

advantageous tender

Pursuanttoparagraph 1.1, everyinvitationtotendershall comply with all regulations

and dir

b) Where
unless
Counci
weight
i

ectivesin force at that time.

the award criteriais based on most economically advantageous tender,
agreed in writing by Cabinet Member for Finance orthe Leader of the
|, in conjunction with the Head of Procurement, there will be three tiers of
ing reflecting the varied nature of services the Council procures:

Goods/ worksand servicesconsideredto be acommodityand/ or onesthat
are not considered to impact the strategic outcomes of the Council shall be
based on aminimum 80% weighting in favour in price.
Goods/worksandserviceswhere the qualityof outcome is heavilyinfluenced
by the supplierselection(e.g.consultancyand professional services)shall be
based on amaximum of 80% weighting in favour of quality.

All other requirements, where price and quality are deemed to be of equal
importance when considered in the context of the Council's operating and
financial environment, should be undertaken on the basis of equal cost /
quality split. It isexpected that the majority of requirementswill fall under this
tier.

EU directives and regulations shall apply to the procurement of contracts with an

estimated a
in force at
Procedures

Goods and
services

Works

ggregate value equal to or exceedingthe EU thresholds listed below that are
the time of tender, as set out in the Procurement Standard Operating

and pursuant to paragraph 4.3:-
£181,302 or Minimum 5 Tenders Most economically
greater to be sought advantageous tender or lowest
price
£4,551,413 or Minimum5 Tenders  Most economically advantageous
greater to be sought tender or lowest price

*The Head of Democratic Services may update the above OJEU figures in the Standing Orders, as
and when prescribed from time to time.

Unlessitisinthebestinterestsofthe Council, orforms part of a provision of duty of care,
no requirement for goods, works or services may be sub-divided into smaller contracts
withthe intention of circumventingthe requirements of paragraph 4.1, or for the purpose
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4.4

4.5

4.6

of avoidance of EU statutoryrequirements, as statedin the Public Contracts Regulations
2015.

Pursuant to paragraph 4.1 and the requirement for obtaining best value and adequate

competition, competitive tenders or quotations shall not be required if the Approved

Officer is satisfied, and has obtained written agreement from the Head of Procurement

and the Leader of the Council, that:

(i) it is not reasonably practicable or prudent in meeting the Council's objectives to
obtain competitive tenders or quotations; or

(i) there would be no effective or genuine competition; or

(iii) itisnecessaryto safeguard life or property; or

(iv) the works, services or goods will be obtained through an approved buying
consortium, or from their nominated suppliers; or

(v) the works, services or goods will be obtained through a corporately tendered and
managed contract that hasbeen established forall officers of the Council touse, and

(vi) all such decisions are authorised by the Head of Procurement in writing.

Before proceeding in accordance with paragraph 4.1 in relation to any expenditure, the
Approved Officer shall consult the Procurement Standard Operating Procedures, to
confirmanddetermine how the goods, worksorservicesshould be tendered. Appropriate
guidance shall also be sought from the Procurement Team.

Tenders for all proposed contracts with an estimated total contract value greater than
£50,000 shallbe conducted bythe Procurement Team, unlessotherwise instructedbythe
Head of Procurement. All such tenders shall be published on the appropriate eTendering
portal as advised by the Procurement Team.

S0 5 - Custody, Receipt & Opening of Tenders

5.1

.2

5.3

All tenders are managed through capital e-sourcing which will contain a record of all
tendersreceived and opened. If tenders are managed manually, then procedures below

will apply.

The Approved Officer shall ensure that custody, openingand acceptance of tendersisin
accordance with the Procurement Standard Operating Procedures.

Receipt and custody of tenders

(a) Tenders shall be returned by the tenderer to the Civic Centre. Electronic tenders
shall be returned to the email address specified in the tender instructions, or
uploaded to the appropriate e-tendering portal as specified.

(b) On receipt by the Council, tenders shall be date-and time-stamped on their
envelopeorouterwrapper. Eachelectronictenderreceived shallbe electronically
date stamped.

(c) The Mail Room Supervisor, or equivalent officer responsible for receiving mail or
online documents, shall:

(i) provide areceipt for tendersreceived, on request;
(ii) keep arecord of the number of tenders received:
(iii)  afterthetime and date specifiedfor theirreturn,hand all tendersreceived

to the officer responsible for them, and obtain areceipt / signature.
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b.4

b.b

5.6

(d) Tendersshallbe kept in secure custodyuntil they are opened. Electronictenders
shall be stored in asecure folder.

Regqister of tenders

Aregisteroftendersreceived shallbe maintained byeach Corporate / Executive Director
and updated by each Approved Officer as necessary. The register should contain details
of each tender, the signatures of the officer openingthe tendersandthe witnessandthe
signature of the officer to whom the tenders were passed for custody after opening.
Where tenders are received electronically this register shall be maintained within the
appropriate eTendering portal as advised by the Procurement team.

Tender opening

(a) Tenders shall be opened at one time and only in the presence of such officer or
officers as the Head of Democratic Services and/or Approved Officer or the
Corporate Procurement Unit may determine.

(b) An officerfromthe Corporate Procurement Unit or Democratic Services should be
present when tenders are opened.

(c) The tenders shall be opened one at a time and the opening sequence recorded,
together with any appropriate comments or notes.

(d) As each tenderisopenedthe name of each tendererand the amount of the tender
must be recorded in the tender register.

Late Tenders

(a) A tenderreceived after the last date and time when tenders should be received
must be recorded as alate tender in the tender register.

(b)  Such a late tender shall only be opened and considered for acceptance on the
authorisation of the Head of Procurement and the Head of Democratic Services.

(c) TheHeadof Procurementandthe Head of Democratic Services may consider that
a tender received late should be considered for acceptance under the following
circumstances:

(i) thereisabonafidereason,recordedinwriting, forthetenderbeinglate; and
(ii) other tenders that have arrived on time have not been opened.

(d) Where a tenderreceived late is for a contract greater than £50,000, the Head of
ProcurementandHead of Democratic Services shallin addition seekapproval from
the Head of Legal Services prior to considering it for acceptance.

(e) Where atenderreceived late is for acontract value of greater than £250,000, the
Head of Procurement and Head of Democratic Services shall in addition seek
approval fromthe Head of Legal Services prior to considering it for acceptance.

(f) In circumstances where the Head of Procurement and the Head of Democratic
Servicesare uncertainwhetheralate tendershould be openedand considered for
acceptance, the matter should be referredto the Head of Legal Services for legal
advice.
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S0 6 - Acceptance of tenders and approval of them

6.1

6.2

General Rules

Where tenders or quotations have been received in accordance with the Procurement
Standard Operating Procedures, they can only be accepted if the Approved Officer has
satisfied themselves that: -

a)

b)
c)

d)

All approvals required by Cabinet, Cabinet Member or Delegated Officers set out in
these Standing Orders, the Council’'s Constitution and Financial Requlations have
been obtained first;

the tenderis compliant;

thetenderoffersbestvalueinaccordance with the Procurement Standard Operating
Procedures.

all appropriaterisks have beenassessedand mitigated, as required by Procurement
Standard Operating Procedures.

Acceptance of tenders or guotations

A tender or quotation summary report recommending final contractor selection will be
required priorto acceptance. This document will form the basis for decisionsrequiredas
set out below.

(a)

(b)

(c)

(f)

In the case of a tender or quotation which does not exceed £24,999 for which
budgetary provision exists, the Approved Officer shall be authorised to accept the
most satisfactory quote or tender using the designated financial system.

In the case of atenderorquotationwhichisbetween £25,000and £99,999 for which
budgetary provision exists, the Approved Officer, with informal writtenacceptance
provided by the relevant Cabinet Member portfolio holder and / or Leader of the
Council shall be authorised to accept the most satisfactory tender.

In the case of a tender which between £100,000 and £499,999 for which budgetary
provision exists, the relevant Cabinet Member portfolio holder in conjunction with
the Leader of the Council or Cabinet Member for Finance shall be authorised to
accept the most satisfactory tender through the formal democratic process.

In the case of a tenderof £500,000 and above for which budgetaryprovision exists,
the Cabinet shall be authorised to accept the most satisfactory tender through the
formal democratic process.

Additional authoritymaybe provided for(orrequired)as set outinsection6.3in order
to accept tenders outside the ordinary thresholds above or for those significant in
nature.

A re-assessment of the Contractors financial stability shall be carried out where the
tender value exceeds £100,000. This would normally be undertaken during the pre-
qualificationand/or at the tendersubmission stage of the process. Thisinformation
should be presented in anyreport to the Cabinet or Cabinet Member.

Tenders or quotations can only be accepted in accordance with the agreed award
criteriai.e. most economically advantageous or lowest price.

In the case of decisions required by the Cabinet or Cabinet Member then the procedures
in Standing Order 3.3 shall be followed.
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6.3

6.4

Authority levels for tender or guotation acceptance

(a) Council has agreed the following financial thresholds for authority to accept a tender
or quotation:

£0-£24,999 Approved Officer using designated Financial System *

£25,000 - £99,999 Approved Officer with informal written acceptance from
relevant Cabinet Member or Leader of the Council *

£100,000 - £499,999 Formal democratic decision by the relevant Cabinet Member
andthe Leader of the Council or Cabinet Member for Finance *

£500,000 or greater Formal democratic decision by the Cabinet */**

(b) *Any tender, at any value, if deemed a ‘key decision’, must be indicated on the Forward
Planin advance and determined formally

If any such decision on any tender is to have a significant impact upon communities,
people or services within 2 or more wards and/or significantly outside the approved
budget (by meeting the criteria for key decisions)then it must be taken by Leader &
relevant Cabinet Member or the Cabinet, dependent on value as a formal democratic
decision and prior details included within the Council's Forward Plan, except if taken
under urgency rules. The Council's definition of a key decision is set out in Part 2,
Chapter 5 of this Constitution.

(c) ** Tenders above £500,000 in the absence of a regular Cabinet meeting and if decision
deemed urgent by the Leader of the Council

Cabinetis the primary body where tendersover £500k in value are considered in the
ordinary course of events.In the absence of a Cabinet meeting where a decision is
required that if not taken may prejudice service or project delivery or if a decision is
deemed urgent by the Leader of the Council, then the Leader of the Council and
relevant Cabinet Member may take a formal democratic decision on the matter, with
it being reported to asubsequent Cabinet for ratification viaa formal report.

(d) Thesethresholdsandauthorityrequirementsshallalsoapplyto single tenderactions,
contract extensions and variations.

(e) In the case of a formal democratic decision required by the Leader of the Council /
Cabinet Member or the Cabinet then the proceduresin Standing Order 3.3 shall be
followed.

Agency/ Temporary Workers and Consultants

Council has agreed different financial thresholds for authority for appointing individual
temporary workers and accepting tenders for appointment of consultants as follows:

Any value if within Corporate / In writin
Acceptance of establishment and budget Executive Director 9
tender for Anv value outside Chief Executive with In writin
appointment of estyablishment or budget sign-off by the ’
consultants * 9 Leader of the Council
Approval of Any value if within Corporate / In writin
individual establishment and budget Executive Director 9
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6.5

S07-

7.1

7.2

7.5

1.4

Chief Executive with
sign-off by the
Leader of the Council

temporary

workers * Any value outside

establishment or budget

In writing

*NB: If the value is £50,000 or greater these shall be reported to Cabinet for noting only.

Referenceto’consultants’within Standing Order 6.4 means small practice consultants of
fewer than 3 people who are engaged by the Council against a specific brief but are
assessed to fall outside of IR35 intermediaries Legislation. For engagement of larger
consultancycontracts, these should be tendered inaccordance with Standing Order4 and
approvedinaccordance with Standing Order6. In circumstance where thereis uncertainty
around which process to follow further guidance should be soughtfrom the Head of
Procurement.

In the case of decisions required by the Cabinet or Cabinet Member then the procedures
in Standing Order 3.3 shall be followed.

Where individual orders for goods, works or services are placed with a single contractor
independently of each other and the cumulative value over the period of a financial year
moves between the authorisation levelsin Standing Orders 6.3, officers should seek the
necessary approval in accordance with the total cumulative value.

Execution of Contracts

Every contract that is entered into by the Council shall be in writing and executed in
accordance with the following:-

Signed by, the Head of Procurement in writing.

£10,000 - £49,999  Assetoutin 9.2 for purchases below £10,000 where no formal
contractisin place, purchase orders shall be considered as a form of
contract.

£50,000 - £99,999  Signed by the Chief Finance Officer in writing
Sealed with the Common Seal of the Council and attested by a Member
of the Council and the Head of Legal Services or any other officer

=0 e gresies authorised by the Head of LegaIServigces andthe Leade)rlof the Council
in writing.

Pursuant to Standing Order 1, a record of each contract executed in accordance with
paragraph 7.1, shallbe entered ona Registerof Contracts maintained for that purpose by
the Head of Procurement.

No Council officer may call offa contract forgoods, works or services unlessthat contract
isinwriting and executed in accordance with paragraph 7.1.

Legal Servicesshallbe responsible forensuring that all contract executions are managed
correctly, in accordance with paragraph 7.1. Sufficient copies of each contract shall be
signed,andanelectronicversionwillbe passedto the Procurement Team, whereuponthis
will be stored in the Contracts Library.
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S0 8-

8.1

8.2

8.3

8.4

S09-

9.1

9.2

Contract Extension and Variation

Before approval is granted to extend or vary contracts, Corporate & Executive Directors
and their officers shall give due consideration to all potential options that may exist to
repackage goods, worksand services. Anappraisal of such optionsshallbe producedand
providedtothe appropriate Cabinet Memberfor reviewinaccordance with the provisions
of Standing Order 3. Only where the Cabinet Member approvesthe option that a contract
shall be extended or varied shall such approval be sought.

Contracts may only be extended where the express provision in the agreement exists to
do so and the appropriate approval to extend has been provided. This approval shall be
sought in accordance with the levels of tender acceptance contained in Standing Order
6.3.

Contracts may onlybe varied where the expressprovisioninthe agreement existsto do so
and the appropriate approval to vary the contract has been provided. This approval shall
be based upon the approval required to execute the contract as contained in Standing
Order 7.1.

Where any single proposed contract variation or cumulative value of agreed contract
variations is likely to exceed the value originally approved then Officers should, at the
earliestopportunity, seekapproval toexceed the value fromtherelevant Cabinet Member
and the Leader of the Council. If this exceeds 15% or more of the total contract value
originallyapproved,asummaryreport shallbe made tothe Head of Procurement. Approval
of the proposed contract variation shall be in accordance with Standing Order 8.2 and
therefore mayrequire eitherapproved officerapproval with informal writtenacceptance
by the Cabinet Member, aformal Cabinet Member or Cabinet decision.

Purchase Orders & Government Procurement Cards

Where formal contractual arrangementare in place, purchase orders shallbe considered
as the method of commitment with a supplier and shall be required for all goods, works
and services, irrespective of value, and raised in accordance with Procurement Standard
Operating Procedures, pursuant to paragraph 1.1. No goods, works or services shall be
procuredwithoutthe priorestablishment of alegitimate purchase order, dulyapprovedin
accordance with the Council’s Financial Regulations and the Scheme of Delegations.
Exemptions to this shall be approved in writing by the Chief Finance Officer and Head of
Procurement as appropriate.

For purchasesbelow £10,000 where noformal contract is in place, purchase orders shall
be consideredasaformof contractand shallbe requiredforallgoods, works and services,
and raised in accordance with Procurement Standard Operating Procedures, pursuant to
paragraph 1.1. No goods, works or services shall be procured without the prior
establishment of a legitimate purchase order, duly approved in accordance with the
Council's Financial regulations and the Scheme of Delegations.

Exemptions to this shall be approved in writing by the Chief Finance Officer and Head of
Procurement as appropriate.
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9.3

The Councilrecognisesthe needtoensure efficient processesare usedto procure lower

value goods, worksand services. Therefore Government Procurement Cards maybe used

to procure goods, works and services as follows:-

a) Purchaseslessthan £500

b) Single purchases where the supplier will not be used again

c) Urgent or emergency purchases where it is not possible to raise a purchase order,
pursuant to paragraph 9.2

Exemptions to this shall be approved in writing by the Chief Finance Officer and Head of
Procurement as appropriate.

S0 10 - Local Authority Maintained School Procurement

10.1

10.2

10.3

Delegated Authority to procure goods, works or services may be awarded only with the
written approval of the Chief Executive, Chief Finance Officer and the Head of
Procurement, and only when the application for Delegated Authorityis supported by a
detailed business case preparedinaccordance with the Procurement Standard Operating
Procedures.

Departments, Service Areas or Officerswho have beenawarded Delegated Authority shall
comply with these standing ordersand the Procurement Standard Operating Procedures
at all times. Breaches of compliance will result in the removal of Delegated Authority, as
required by the Head of Procurement, and possible disciplinary action may also be
initiated.

Local authoritymaintained schoolsare requiredtoabide by the Council’'s Standing Orders
with respect to purchasing, tendering and contracting. Governing Bodies are also
empowered under paragraph 3 of schedule 1to the Education Act 2002 to enter into
contracts, and in most cases they do so on behalf of the Local Authorityas maintainer of
the school.The Councilhasthereforesetthefollowing delegatedauthorityand criteriafor
the acceptance, consistentwiththe Financing Scheme for Schoolsapproved by Cabinet:

Value Range | Processto Description Approval
follow
Upto £3,000 | Best Value Officers to Headteacher
demonstrate best
value has been
achieved
£3,001- Quotes Three written quotes Headteacher
£10,000 required
£10,001- Quotes Minimum of 5 written Governing Body
£50,000 guotes
£50,001- Tenders Minimum of b tenders | Governing Body
£100,000
£100,000 and | Tender Minimum of 5 tenders | Governing Body and Local
above Authority
£181,302and | OJEU notice European tender Governing Body and Local
above * (goods/services) Authority

Governing Bodies are required to obtain a counter-signature on contracts with the Local
Authority where the value of the contract exceeds £100,000. The only exceptions to this

Page 188



are:

a) contracts of employment entered into by aided or foundation schools;

b) contracts for the works or fees associated with building projects at aided schools
where the projectis the governors'liability;

c) contracts for the works or fees associated with building projects at foundation
schoolswhere the funding(including DfE funding) provided via the Local Authorityis
less than £100,000 (i.e. in practice this exemption is likely to occur only where a
foundation school has generated the funding for the project itself through land
disposal, sponsorship or other fund-raising).

The Local Authority counter-signatory for the London Borough of Hillingdon will be the
Corporate Director of Finance or as sub-delegated by the Corporate Director in the
Directorate's Scheme of Delegations.

*The Head of Democratic Services may update the above OJEU figures in the Standing Orders, as
and when prescribed from time to time.

SO 11- Exemptions from these Rules

1.1

1.2

11.3

In any circumstances not provided for by the preceding Standing Orders, an Approved
Officerwill consultwith the Chief Finance Officerand the Head of Procurement, in the first
instance, where an exemption is required.

These Standing Orders shall not apply to the following services or actions that are
managed by separate policies and guidelines:
1. Contracts for the acquisition or lease of land and/or real estate.
2. Contracts for permanent or fixed term employment.
3. Direct Payments to citizens following care assessment, for example, payments
provided under Self Directed Support orindividual budgets.
4. When the Chief Executive's Emergency Contract Delegation Protocol is invoked,
with the agreement of the Leader of the Council(see Annex Abelow for protocol).
Such decisions will be reported to Cabinet for ratification.
5. Whenthe Leader of the Council deems a decision urgent under their Emergency
Powers delegation. Such decisions will be reported to Cabinet for ratification.

Where these Standing Orders may conflict with any separate rules or guidance, and the
Procurement Standard Operating Procedures, the Head of Procurement, the Cabinet
Member for Finance and the Head of Legal Services will determine which takes
precedence.

ANNEX A

Emergency Contract Delegation

This poweris delegated to the Chief Executive with the agreement of the Leader of the
Council.

In respect of a Council capital project or revenue service, where an emergency or
exceptionally urgent situation arises in relation to acommercial contract where:
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a) The Leader and Chief Executive agree the urgency;

b) Thereisno Cabinet meetingimminent;

c) Anydelaywouldseriouslyjeopardise the Council's finances or its ability to deliver
services and;

d) Aprevious executive decision has been made or proposed in respect of the
capital project or service provision concerned,

authorityisgrantedtothe Chief Executive, subject to the writtenagreement of the Leader
of the Council, to incur expenditure and make any new and necessary contractual
decisionsin order to secure the successful delivery of the project or service.

In such instances, these Standing Orders can be waived. Any decisions taken must be
reported to asubsequent Cabinet meeting for formal ratification.
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Chapter 19 - Rules on land and property

These rules, also known as the Property Standing Orders, set out how the Council
acquires, disposesand makesother propertytransactions, who makes suchdecisions
and the procedures to be followed to ensure best value.

SO0 1- Compliance

1.1

1.2

1.3

1.4

1.6

1.6

This procedure rule applies where there is a Property (including land and/or buildings)
transaction.

“Propertytransaction”means the acquisition or disposal of a freehold interestin property
(including land and/or buildings)or a lease of greater than 7 years or other dealing with
land, whetherornot buildings, plantand equipment, fixtures and fittings, or otherassets
are included in that transaction. A transaction concerning only plant and equipment,
fixtures and fittings, or other assets is not a Property transaction. The grant of a
temporarylicence to occupyis not aProperty transaction.

“major disposal”means a Property transaction which consists of either a disposal of the
freehold where the consideration exceeds £100,000, orthe grantof alease of greater than
7 years where the rent exceeds £30,000 per annum or where the premium exceeds
£100,000.

“the propertyprocedures”"meanstheproceduresadopted byProperty & Estatesfromtime
totime forthe management, use, acquisitionand disposal of property, in consultationwith
the Corporate Director of Place and the Head of Legal Services.

“best consideration” means the legal obligation upon the Council to achieve a
consideration, which is the best that can reasonably be obtained.

Principles to be applied are that policy decisions on property, (e.g. property policies and
decisions on what property to purchase or sell), should be made by the Cabinet or by the
Cabinet Memberfor Property, Highways & Transport. Professional decisions,(e.g.how to
market, negotiations etc)should be delegated to officers.

SO 2 - Approval of Major Disposals

2.1

The principle and method of each major disposal must be approved by the Head of
Property & Estates making recommendations to the Cabinet Member for Property,
Highways & Transport or the Cabinet. When determining such matterstheyshall consider
areport:

a) specifying the property(land and buildings)to be disposed of;

b) confirming that the property has been declared surplus to the Services'/Council's
requirements;

c) advising upon the proposed method of disposal, and providing the reasons for
selecting that method;

d) in matterswhere the Councilmustachieve best consideration, confirming that the
proposed method of disposal which has been selected, is most likely to achieve
this;

e) in matters where it is proposed that the disposal should be for less than best
consideration, giving reasons for and against seeking best consideration and,
following consultation with the Head of Legal Services, specifying the relevant
legal powers of the Council to accept less than best consideration.

Page 191



2.2

2.3

The principal terms of major disposals(exceptwhere the approved method of disposalis
by auction)mustbe approved bythe Head of Property & Estatesmaking recommendations
to the CabinetMember forProperty, Highways & Transportorthe Cabinetas appropriate.
When determining such matters, they shall consider a report confirming either that the
consideration agreed represents'best consideration’, or, following consultation with the
Head of Legal Services, specifyingtherelevantlegal powersof the Councilto accept less
than best consideration.

In major disposals where the approved method of disposal is the inviting of tenders or
offers, the disposal must be advertised in at least one local, national, international or
specialist newspapers or publications, as determined by Corporate Property and
Construction.

S0 3 - Dealing with tenders and offers

3.1

3.2

3.3

The receipt and opening of tenders and offerswill be conducted in accordance with The
Council's Rules on procurement, Part 3, Chapter 18 and any other approved Procurement
Operating Procedures.

In caseswhere the dutyto achieve 'best consideration'(the best price that can reasonably
be obtainable)applies,whenatenderorofferrepresenting'bestconsideration'isreceived
late, or is otherwise invalid as described in Standing Order 5, the Head of Property &
Estateswill consultwiththe Head of Legal Servicesand the Cabinet Member for Property,
Highways & Transport. If they agree that the tender or offer should be considered for
acceptance and it is possible that othertenderers/offerswill otherwise be prejudiced, all
tenders/offersshall, at the Council'sdiscretion, be giventhe opportunity to resubmit their
tenders/offers within a given timescale.

In cases where the duty to achieve 'best consideration'does not apply, when a tender is
late or contains errors, the provisions in the Council's Rules on Procurement and any
Standard Operating Procedures will apply.

SO0 4 - Disposals and Acquisitions by Auction

4.1

4.2

4.3

In disposalswhere the approved methodof disposalis by auction,up tothree auctioneers
approvedbyHead of Property & Estates mustbe invitedto provide a written quotationas
to service offered, commission and additional costs. The most advantageous quote,
taking into account pricing and service level offered, must be selected.

A “reserve price”, when recommended by the auctioneer, will be set by the Head of
Property & Estates, in consultation with the Head of Legal Services and the Cabinet
Member for Property, Highways & Transport. The reserve price mustbe disclosed onlyto
the auctioneer and the Council's legal and property officers attending the auction. The
legal officer shall, upon a sale being 'knocked down' be authorised to sign contracts or
relevant papers on the day of the sale.

In the case of any acquisition of land, property and artefacts at auction, the price bands
and/or limits for bidding and the authority for a particular officer to acquire on behalf of
the Council, willbe determined by the Corporate Director of Place, with the agreement of
the Leader of the Counciland (if land/property)Cabinet Member for Property, Highways &
Transport. Following the auction, any successful acquisition will need to be formally
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ratified by therelevant bodywithin existingdelegations and thresholdsin the Constitution
and if property/land related, those given to Officers, the Cabinet Member for Property,
Highways & Transport or the Cabinet as set out in Standing Order 6 below.

S0 5 - Approval of Property Transactions other than major disposals

5.1

b.2

The principal terms of propertytransactions(otherthanacquisitions which are dealt with
below), for the disposal of a freehold or leasehold interest in property(except where the
method of disposal is by way of auction) and also other than those defined as major
disposals in these Standing Orders, must be approved by the Head of Property & Estates
in accordance with the Scheme of Delegations. The Head of Property & Estates must
report each approval to the appropriate Cabinet Member in their Portfolio area or the
Cabinet.

The principle and method of each acquisition, irrespective of value,and whetherit relates
to the acquisition of afreehold orleaseholdinterest oralicence, mustbe approvedbythe
Head of Property & Estatesmakingrecommendations to the CabinetMemberforProperty,
Highways & Transport or the Cabinet.

S0 6 - Approval of land and property matters

6.1

Council has agreed the following will approve land and property matters set out in the
table. In the case of a formal democratic decision required by the Leader of the Council,
CabinetMember or Cabinet then the proceduresfor decision-makingin Part 2, Chapterb
shall be followed:

General Acquisition and disposal: Under £10k  Corporate Director of Place  Informal-in
Acquisition and disposal of land writing
and property and also grant of £10k - Cabinet Member for Formal Democratic
easements and wayleaves £250k Property, Highways & Decision - Report
Transport
£250k or Formal Democratic
greater Cabinet Decision - Report
Purchase of Private Properties: All Values Leader of the Counciland Formal Democratic
Acquisition and purchase of Cabinet Member for Decision - Report
private propertiesin order to Property, Highways &
supplement affordable housing Transport
provision within the Borough
Note: formal democratic
capitalrelease approval is
also required.
Private Sector Leasing Scheme All Values Corporate Director of Place, Informal-in
(which includes the Finders Fee following informal sign-off writing

and Guaranteed Rental Schemes).

Including, authority to take any
necessary decision, including
those on expenditure, property

by the Cabinet Member for
Residents’ Services.
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and/or leases, in order to
implement this Scheme.

Right to Buy - Housing Buy Back
Scheme: Authority to purchase
and acquire properties, agree any
necessary purchase prices and/or
parameters and any other property
transactions or decisions required
to effectively implement the
Scheme

Disposal at Less than Best Value -
disposal of any property for less
than best consideration, including
discounted rent on any property or
premises owned by the Council

Property Licenses and Leases:
(including any surrenders,
alterations or variations)

6.2

All Values

All Values

Under7
years and
under £10K
Under7
years and
£10k - £100k
Under7
years and
above £100k
7-25 years
and any
value up to
£250k

Over 25
years and
any value

Corporate Director of Place
following informal sign-off
by the Leader of the Council.

Note: formal democratic
capitalrelease approval is
also required to release
monies for the purchase.

Cabinet

Corporate Director of Place

Cabinet Member for
Property, Highways &
Transport

Cabinet

Cabinet Member for
Property, Highways &
Transport

Cabinet

Informal - in
writing

Formal Democratic
Decision - Report

Formal Democratic
Decision - Report

Informal - in
writing

Formal Democratic
Decision - Report

Formal Democratic
Decision - Report

Formal Democratic
Decision - Report

Formal Democratic
Decision - Report

Any proposed propertyor land decision that will have a significant impact on two or more

wardsin the Boroughandwhere the well-beingofthe communityorchange tothe service
level provided will affect a significant number of people, then this decision must be
reported to Cabinet for determination (or ratification to a subsequent Cabinet meeting
following adecision being made by the relevant body).

S0 7 - Exemptions to these Rules

7.1 All property (including land) transactions must be conducted in accordance with these
Rules and any other locally agreed property procedures and standards, except:

a) When the Chief Executive's Emergency Contract Delegation Protocol is invoked,
with the agreement of the Leader of the Council(see Annex A for protocol).

b) When the Leader of the Council deems a decision urgent under their Emergency
Power delegation. Such decisions will be reported to Cabinet for ratification.
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SO 8 - Execution of property matters

All contracts and other documentation enteredinto pursuant toallland transactions shall
be in writing, and shall be signed or sealed with the Common Seal of the Council, as
appropriate.

The Common Seal of the Council shall be attestedbyaMember of the Counciland the Head
of Legal Servicesor any otherofficerauthorised bythe Head of Legal Services in writing.

Anentryof everysealing of acontract shallbe made and consecutivelynumberedin abook
kept for that purpose.

ANNEX A

Emergency Land & Property Delegation

This poweris delegated to the Chief Executive with the agreement of the Leader of the
Council.

In respect of a Council capital project or revenue service, where an emergency or
exceptionally urgent situation arises in relation to acommercial contract where:

a) The Leader and Chief Executive agree the urgency;

b) Thereis no Cabinet meeting imminent;

c) Anydelaywouldseriouslyjeopardise the Council's finances or its ability to deliver
services and;

d) Aprevious executive decision has been made or proposed in respect of the
capital project or service provision concerned,

authorityisgrantedtothe Chief Executive, subject tothe writtenagreement of the Leader
of the Council, to incur expenditure and make any new and necessary contractual
decisions in order to secure the successful delivery of the project or service.

In such instances, these Standing Orders can be waived. Any decisions taken must be
reported toasubsequent Cabinet meeting for formal ratification.
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Chapter 20 - Rules on financial matters

This Chapter sets out the rules on financial matters, providing the framework for how
the Council manages its finances.

Compliance & Status

The Chief Finance Officer has statutory responsibility for ensuring that the Council has sound
procedures for financial administration. The foundation for achieving this is the Council's
financial rules. They provide the framework for managing the authority's financial affairs. They
apply to every Member and officer of the authority and anyone acting on its behalf.

Therulesidentifythe financial responsibilities of the Full Council, Cabinetand Select Committee
members, the Head of Paid Service, the Monitoring Officer, the Chief Finance Officer and other
Chief Officers. Cabinet Members and Chief Officers should maintain a written record where
decision making has been delegated to members of their staff,including seconded staff. Where
decisions have been delegated or devolved to other responsible officers, such as school
governors, references to the chief officer in the rules should be read as referring to them.

AllMembersand staff have ageneralresponsibilityfortakingreasonableaction to provide for the
securityof the assetsundertheircontrol,andforensuringthat the use of theseresourcesislegal,
is properly authorised, provides value for money and achieves best value.

The Chief Finance Officerisresponsible formaintainingacontinuousreviewof the financial rules
and submitting any additions or changes necessary to the Full Council for approval. The Chief
Finance Officer is also responsible for reporting, where appropriate, breaches of the financial
rules to the Council and/or to the Cabinet Members.

Following formal approvaland adoption of the financial rules, the Chief Finance Officer willissue
detailed Financial Regulations, as part of aFinancial Procedures manual. These willbe kept under
review and updated periodically. These detailed financial procedures set out how the rules will
be implemented.Supplementaryadvice and guidance willbe issued by the Chief Finance Officer
as necessary. Separate Financial Requlations exist for schools.

AllMembers, officersand othersacting on behalf of the authorityare requiredto follow Financial
Rulesand Regulationsand otherguidanceissued bythe Chief Finance Officer. Allare responsible
for ensuring they understand how the rules apply to them, taking advice before acting, if in any
doubt. Officers should seek advice in the first instance from their line manager, the Head of
Finance for their department or Internal Audit. Members should seek advice from the Chief
Executive, the Chief Finance Officer or the Head of Internal Audit.

Chief Officers are responsible for ensuring that all staff in their departments are aware of the
existence and content of the authority'sfinancial rulesand otherinternal regulatorydocuments
and that they comply with them. They must also ensure that an adequate number of copies are
available forreference withintheir departments, orare available electronically. Cabinet Members
and officersneedtoensure theyare working fromtheup-to-date copy. The Chief Finance Officer
will supply copies to Cabinet Members.
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Rule A
Financial Management

Introduction

1)

Financial management coversall financialaccountabilitiesinrelationto the runningof the
authority, including the policy framework and budget.

The Full Council

2) TheFullCouncilisresponsible foradoptingthe authority's constitutionand Members’code

3)

of conduct and for approving the policy framework and budget within which the Cabinet
operates. It is also responsible for approving and monitoring compliance with the
authority'soverall framework of accountabilityand control. The frameworkis setoutinits
constitution. The Full Council is also responsible for monitoring compliance with the
agreed policy and related Cabinet decisions.

The Full Council is responsible for approving procedures for recording and reporting
decisions taken. This includes those key decisions delegated by and decisions taken by
the council and its committees. These delegations and details of who has responsibility
for which decisions are set out in the constitution.

The Cabinet

4) The Cabinet is responsible for proposing the policy framework and budget to the Full

5)

6)

Council,and for discharging executive functionsinaccordance with the policy framework
and budget.

Cabinet decisions can be delegated to a committee of the Cabinet, an individual Cabinet
Member, an officer or ajoint committee.

The Cabinet is responsible for establishing protocols to ensure that individual Cabinet
Members consult with relevant officers before taking a decision within his or her
delegated authority. In doing so, the individual Member must take account of legal and
financial liabilities and risk management issues that may arise from the decision.

Select Committees & Audit Committee

7)

Select Committees Membersare responsible forconsidering Cabinet decisions before or
after they have been implemented and for holding the Cabinet to account. They are also
responsible for making recommendations on future policy options and for reviewing the
general policy and service delivery of the authority. An Audit Committee also considers
reportsfromthe externalandinternalauditorsand considerhow the work of externaland
internal audit can best be used.

Standards Committee

8)

The Standards Committee is established by the Full Council and is responsible for
promoting and maintaining high standards of conduct amongst councillors.In particular,
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itisresponsible foradvising thecouncilontheadoptionandrevisionof the Members' Code
of Conduct, and for monitoring the operation of the code.

Other Requlatory Committees

9) Planning, certain pensions functions and licensing are not executive functions but are
exercised through multi-party planning, pensions and licensing and appeals committees
underpowersdelegated bythe Full Council. These committeesreporttothe Full Council.

The statutory officers

The Head of Paid Service

10) The Head of Paid Service is responsible for the corporate and overall strategic
management of the authorityasawhole.He orshe mustreporttoand provide information
for the Cabinet, the Full Council, the overview and scrutiny arrangements and other
committees. He or she is responsible for establishing a framework for management
direction, style and standards and for monitoring the performance of the organisation.
The Head of Paid Service is alsoresponsible, togetherwith the Monitoring Officer, for the
system of record keeping in relation to all the Full Council's decisions(see below).

Monitoring Officer

11) The Monitoring Officer is responsible for promoting and maintaining high standards of
financial conduct and therefore provides support to the standards committee. The
Monitoring Officeris alsoresponsible forreportinganyactual or potential breaches of the
law or maladministration to the Full Council and/or to the Cabinet, and for ensuring that
procedures forrecording and reporting key decisions are operating effectively.

12) The Monitoring Officer must ensure that Cabinet decisions and the reasonsfor them are
made public. He or she must also ensure that council Members are aware of decisions
made by the Cabinet and of those made by officers who have delegated executive
responsibility.

13) The Monitoring Officer is responsible for advising all councillors and officers about who
has authority to take a particular decision.

14) The Monitoring Officer is responsible for advising the Cabinet or Full Council about
whetheradecisionislikely tobe considered contraryor not whollyinaccordance with the
policy framework.

15) The Monitoring Officer(togetherwiththe ChiefFinance Officer)isresponsible for advising
the Cabinet or Full Councilabout whetheradecisionis likelyto be considered contraryor
not wholly in accordance with the budget. Actions that may be ‘contrary to the budget’
include:

a) implementing anew policy
b) committing expenditure in future years to above the budget level
c) incurring interdepartmental transfers above virement limits
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d) causingthe total expenditure financed from council tax, grants and corporately held

reserves toincrease, or to increase by more than a specified amount.

16) The Monitoring Officer is responsible for maintaining an up-to-date constitution.

Chief Finance Officer

17) The Chief Finance Officer has statutory duties in relation to the financial administration
and stewardship of the authority. Thisstatutoryresponsibilitycannotbe overridden. The
statutory duties arise from:

a)
b)
c)
d)

Section 151 of the Local Government Act 1972
The Local Government Finance Act 1988

The Local Government and Housing Act 1989
The Accounts and Audit Regulations 1996.

18) The Chief Finance Officer is responsible for:

a)
b)
c)

d)
e)
f)

the proper administration of the authority's financial affairs

setting and monitoring compliance with financial management standards
advisingonthe corporate financial positionand on the keyfinancial controls necessary
to secure sound financial management

providing financial information

preparing the revenue and capital budgets

treasury management.

19) Section 114 of the Local Government Finance Act 1988 requires the Chief Finance Officer
to report to the Full Council, Cabinet and external auditor if the authority or one of its
officers:

a)
b)

c)

has made, or is about to make, a decision which involves incurring unlawful
expenditure

has taken, oris about to take, an unlawfulaction which has resulted orwouldresultin
aloss or deficiency to the authority

is about to make an unlawful entry in the authority’'s accounts.

Section 114 of the 1988 Act also requires:

a)

b)

the Chief Finance Officerto nominate a properlyqualified member of staff to deputise
should he or she be unable to perform the duties under section 114 personally

the authority to provide the Chief Finance Officer with sufficient staff,
accommodation and otherresources-includinglegaladvice where thisisnecessary -
to carry out the duties under section 114.
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Chief Officers

20)Chief Officers are responsible for:

a) ensuring that Cabinet Members are advised of the financial implications of all
proposals and that the financial implications have been agreed by the Chief Finance
Officer

b) signing contracts on behalf of the authority.

21) Itis theresponsibility of Chief Officersto consult with the Chief Finance Officerand seek
approval on any matter liable to affect the authority’'s finances materially, before any
commitments are incurred.

Heads of Finance

22)Heads of Finance are responsible for promoting high financial standards within their
servicearea. Thisincludesinterpreting financialrulesand advisingaccordingly. They are
responsible foradvising Chief Officers on financial matters. Theyhave an over-riding duty
to support the Chief Finance Officer in promulgating good financial management.
Other financial accountabilities
Virement
23)The Full Council is responsible for agreeing procedures for virement.
24)Chief Officersand Cabinet Membersare responsible foragreeingin-yearvirementswithin
delegatedlimits, in consultation with the Chief Finance Officer(and relevant chief officer

where required. They must notify the Chief Finance Officer of all virements.

Treatment of Year-End Balances

25)The Full Council is responsible for agreeing procedures for carrying forward under-and
overspendings on budget headings.

Accounting Policies

26) The Chief Finance Officer is responsible for selecting accounting policies and ensuring
that they are applied consistently.

Accounting Records and Returns

27)The Chief Finance Officer is responsible for determining the accounting proceduresand
records for the authority.

The Annual Statement of Accounts

28)The Chief Finance Officer is responsible for ensuring that the annual statement of
accounts is prepared in accordance with the Code of Practice on Local Authority
Accounting in the United Kingdom: A Statement of Recommended Practice
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(CIPFA/LASAAC). The Audit Committeeis responsible forapproving the annual statement
of accounts.

Breaches of the Rules

29)Chief Officers must report all but minor breaches of financial procedures to the relevant
CabinetMemberandthe Chief Finance Officer. Breach of the rules mayleadtodisciplinary
action for staff or areference to the Standards Committee for Members.

Rule B
Financial Planning

Introduction

1) The Full Council is responsible for agreeing the authority’s policy framework and budget,
whichwillbe proposed bythe Cabinet.Interms of financial planning, the keyelementsare:

a) The Council Plan

b) The General Fund Revenue Budget

c) The Housing Revenue Account Budget
d) The Capital Programme and Budget

Policy framework

2) The Full Council is responsible for approving the budgetary and policy framework. The
framework comprises the plans and strategies as set out in Part 2, Chapter 4 of the
Constitution. Other plans and strategies may be added, by decision of Full Council at its
annual meeting.

3) The Full Council is also responsible for approving procedures for agreeing variations to
approvedbudgets, plansand strategiesforming the policy frameworkand for determining
the circumstances in which a decision will be deemed to be contrary to the budget or
policy framework. Decisions should be referred to the Full Council by the Monitoring
Officer.

4) The Full Council is responsible for setting the level at which the Cabinet may reallocate
budget funds from one service to another. The Cabinet is responsible for taking in-year
decisions on resources and priorities in order to deliver the budget policy framework
within the financial limits set by the council.

Budgeting

Budget Format

5) Thegeneralformatof the budgetwillbe approved bythe Full Counciland proposedbythe
Cabinet on the advice of the Chief Finance Officer. The draft budget shall include
allocation to different services and projects, proposed taxation levels and contingency
and reserve funds, sufficient to comply with statutory requirements.
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Budget Preparation

B) TheChiefFinance Officerisresponsible forensuringthatarevenuebudgetispreparedon
an annual basis for consideration by the Cabinet, before submission to the Full Council.
The Full Council may amend the budget or ask the Cabinet to reconsider it before
approving it.

7) The Cabinetis responsible forissuing guidance on the general content of the budget in
consultationwith the Chief Finance Officeras soonas possible followingapproval by the
Full Council.

8) B.10 Itisthe responsibilityof Chief Officers to ensure thatbudget estimatesreflecting
agreedservice plansare submittedto the Cabinetand that these estimatesare prepared
in line with guidance issued by the Cabinet.

Budget Monitoring and Control

9) TheChiefFinance Officeris responsible for providingappropriate financial information to
enable budgets to be monitored effectively. He or she must monitor expenditure against
budget allocations and report to the Cabinet on the overall position on aregular basis.

10) It isthe responsibility of Chief Officersto controlincome and expenditure within their area
andtomonitor performance, takingaccount of financialinformation provided by the Chief
Finance Officer. They shouldreportonvarianceswithintheirownareas. They should also
take any action necessary to avoid exceeding their budget allocation and alert the Chief
Finance Officer to any problems.

11) The exercise of delegated authority on financial matters byindividual Cabinet Members or
the Cabinetas awholeissubjecttothe over-ridingrequirementtoensure that cash limits
are adhered to.

Resource Allocation

12) The Chief Finance Officer is responsible for developing and maintaining a resource
allocation processthat ensuresdue consideration of the Full Council’'s policy framework.
This will include the preparation of a medium-term budget strategy for consideration by
the Cabinet.

13) No officer or Cabinet Member may enter into expenditure commitments (or approve
reductions in income) for future years, either on revenue or capital, that are likely to

exceed the relevant budget provision, except with the agreement of the Cabinet.

Preparation of the Capital Programme

14) The Chief Finance Officerisresponsible forensuring that a capital programme and budget
is prepared on an annual basis for consideration by the Cabinetbefore submissionto the
Full Council.
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Guidelines

15) Guidelines onbudget preparationareissued to Membersand Chief Officers by the Cabinet

followingagreement with the Chief Finance Officer. The guidelines will take account of:

a) legalrequirements

b) medium-term planning prospects

c) the corporate plan

d) available resources

e) spending pressures

f) bestvalue and other relevant government guidelines
g) otherinternal policy documents

h) cross-cuttingissues(where relevant).

i) Maintenance of Reserves

16) It is the responsibility of the Chief Finance Officer to advise the Cabinet and/or the Full

Council on prudent levels of reserves for the authority.

RuleC
Risk Management and Control of Resources

Introduction

1)

It is essential that robust, integrated systems are developed and maintained for
identifying and evaluating all significant operational risks to the authority. This should
include the proactive participation of all those associated with planning and delivering
services.

Risk Management

2)

3)

4)

The Cabinet is responsible for approving the authority's risk management policy
statement and strategy and for reviewing the effectiveness of risk management. The
Cabinetisresponsible for ensuring that properinsurance exists where appropriate.

The Chief Finance Officer is responsible for preparing the authority’s risk management
policy statement, for promoting it throughout the authority and for advising the Cabinet
on proper insurance cover where appropriate.

Chief Officers are responsible foridentifyingand controlling hazards and containment of
losses. They must notify the Chief Finance Officer of any new risks or changes which
affectinsurable risks. Theymust also notifythe Chief Finance Officer of anylosses, claims
orincidents that may give rise to a claim.

Internal control

5)

Internal control refers to the systems of control devised by management to help ensure
the authority's objectives are achieved in a manner that promotes economical, efficient
and effective use of resources and that the authority's assets and interests are
safequarded.
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B) The Chief Finance Officer is responsible for advising on effective systems of internal
control. Thesearrangementsneedtoensure compliance with all applicable statutesand
regulations, and other relevant statements of best practice. They should ensure that
public funds are properly safeguarded and used economically, efficiently, and in
accordance with the statutoryand other authorities that govern their use.

7) It is the responsibility of Chief Officers to establish sound arrangements for planning,
appraising, authorising and controlling their operations in order to achieve continuous
improvement, economy, efficiency and effectiveness and for achieving their financial
performance targets.

Audit requirements

8) The Accounts and Audit Regulations 1996 issued by the Secretary of State for the
Environment require every local authority to maintain an adequate and effective internal
audit. Internal audit have a right of access to all documents, systems and facilities, the
right to require information and explanations from any member of staff and the right to
remove documents. Chief Officers are required to give proper consideration to internal
audit recommendations.

9) The Audit Commission is responsible for appointing external auditors to each local
authority. The basic duties of the externalauditorare governed by section 15 of the Local
Government Finance Act1982,asamended by section5of the Audit Commission Act 1998.
The Annual Audit Letterarising from the audit will be circulated to all Membersand be the
subject of aformal report.

10) The authority may, from time to time, be subject to audit, inspection or investigation by
external bodies such as HM Customs and Excise and the Inland Revenue, who have
statutoryrights of access.

Preventing fraud and corruption

11) The Chief Finance Officeris responsible forthe developmentand maintenance of an anti-
fraud and anti-corruption policy. Anyone who becomes aware of any actual or suspected
financial irreqularity or loss, whether of money or assets, shall normally notify their line
manager in the first instance. If necessary, the matter may alternatively be raised with
one of the officers listed in the Whistle-blowing policy, or with the external auditor. All
losses must be reported to the Chief Internal Auditor with details of those in excess of
£1,000 forreport to the external auditor.

Assets
12) Chief Officers should ensurethatrecords and assetsare properlymaintained and securely
held. Property must be adequatelyinsured. Each department must maintain an up-to-

date inventory of its equipment and other assets with avalue in excess of £250.

13) Chief Officers should ensure that contingency plans for the security of assets and
continuity of service in the event of disaster or system failure are in place.
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14) Disposals of land or buildings are subject to the scheme of delegations and any other
requirements agreed by the Cabinet.

Treasury management

15) The authority has adopted CIPFA's Code of Practice for Treasury Managementin Local
Authorities.

16) The Full Council is responsible for approving the treasury management policy statement
setting out the matters detailed in paragraph 15 of CIPFA's Code of Practice for Treasury
Managementin Local Authorities. The policy statementis proposedtothe Full Council by
the Cabinet. The Chief Finance Officer has delegated responsibility forimplementing and
monitoring the statement.

17) All money in the hands of the authority is controlled by the officer designated for the
purposes of section 151 of the Local Government Act 1972, referred to in the code as the
finance directori.e. the Chief Finance Officer

18) The Chief Finance Officer is responsible forreportingtothe Cabineta proposedtreasury
management strategyforthe coming financial year at orbefore the start of each financial
year.

19) All executive decisions on borrowing, investment or financing shall be delegated to the
Chief Finance Officer, whois requiredtoact in accordance with CIPFA's Code of Practice
for Treasury Management in Local Authorities.

20)The Chief Finance Officerisresponsible forreportingto the Cabinet notless thanannually
on the activities of the treasury management operation and on the exercise of his or her
delegated treasury management powers. This will include an annual report on treasury
management in the succeeding financial year.

Staffing

21) The Full Councilisresponsiblefordetermining how officer support for executive and non-
executive roles within the authority will be organised.

22)The Head of Paid Service is responsible for providing overall management to staff. He or
sheis alsoresponsible forensuring thatthereis properuse of the job evaluation orother
agreed systems for determining the remuneration of ajob.

23)Chief Officers are responsible for controlling total staff numbers by:

a) advising the Cabinet on the budget necessary in any given year to cover estimated
staffing levels

b) adjusting the staffing to alevel that can be funded within approved budget provision,
varying the provision as necessary within that constraint in order to meet changing
operational needs

c) the properuse of appointment procedures.
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Rule D
Systems and Procedures

Introduction

1)

Robust systemsand proceduresare essentialtoan effective framework of accountability
and control.

General

2)

3)

4)

5)

The Chief Finance Officer is responsible for the operation of the authority's accounting
systems, the form of accounts and the supporting financial records. Any changes made
by Chief Officers to the existing financial systems or the establishment of new systems
must be approved by the Chief Finance Officer. However, Chief Officers are responsible
for the proper operation of financial processes in their own departments, including the
preparation and updating of procedure manuals.

Any changes to agreed procedures by Chief Officers to meet their own specific service
needs must be agreed with the Chief Finance Officer.

Chief Officers should ensure that their staff receive relevant financial training that has
been approved by the Chief Finance Officer.

Chief Officers must ensure that, where appropriate, computer and other systems are
registeredinaccordance with dataprotectionlegislation. Appropriate security measures
must be maintained. Chief Officers must ensure that staff are aware of their
responsibilities under both data protection and freedom of information legislation.

Income and expenditure

6)

It is the responsibility of Chief Officers to ensure that a proper scheme of delegation has
beenestablished withintheirareaand is operating effectively. The scheme of delegation
should identify staff authorised to act on the chief officer's behalf, or on behalf of the
Cabinet, in respect of payments, income collectionand placing orders, togetherwith the
limits of their authority. The Cabinetisresponsible forapproving proceduresfor writing
off debts as part of the overall control framework of accountability and control butin all
cases, write-off will be subject to the agreement of the Chief Finance Officer.

Payments to employees and Members

7)

The Chief Finance Officeris responsible forall payments of salariesand wages to all staff,
including payments for overtime, for payment of allowances to Members, and for the
payment of pension, retirement and redundancy benefits.

Other Payments

8)

The Chief Finance Officeris responsible forapprovingall methods of making payments to
suppliers, including the use of payment cards, direct debits, standing orders and
electronicsystems. Use of imprest accountsis also subjectto the approvaland guidance
of the Chief Finance officer.
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Taxation

9) TheChiefFinance Officerisresponsible foradvising Chief Officers, inthelight of guidance
issued by appropriate bodies and relevant legislation as it applies, on all taxation issues
that affect the authority.

10) The Chief Finance Officer is responsible for maintaining the authority's tax records,
making all tax payments, receiving tax creditsand submitting taxreturns by theirdue date
as appropriate.

Banking facilities

11) The Council'sbankingarrangementsare theresponsibility of the ChiefFinance Officer. No
bank, building society or post office account in respect of Council activities shall be
opened, exceptbythe Chief Finance Officer or in accordance with his orher guidance.All
notifications of authorised signatoriestoaccountsothervariationsshall be made through
the Chief Finance Officer unless he or she directs otherwise.

Trading accounts/business units

12) It is the responsibility of the Chief Finance Officer to advise on the establishment and
operation of trading accounts and business units.

RuleE
External Arrangements

Introduction

13) The local authority provides a distinctive leadership role for the community and brings
together the contributions of the various stakeholders. It must also act to achieve the
promotion or improvement of the economic, social or environmental well-being of its
area.

Partnerships

14) The Cabinetis responsible forapproving frameworks for partnerships. The Cabinetis the
focus for forming partnerships with other local public, private, voluntary and community
sector organisations to address local needs.

15) The Cabinet candelegate functions-including those relating to partnerships -to officers.
These are set out in the scheme of delegation that forms part of the authoritys
constitution. Where functions are delegated, the Cabinet remains accountable for them
to the Full Council.

16) Individualmembers of the Cabinet or the Head of Paid Service(or his orher nominee)may
represent the authority on partnership and external bodies, in accordance with the
scheme of delegation.
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17) The Monitoring Officer is responsible for promoting and maintaining the same high
standards of conduct with regard to financial administration in partnerships that apply
throughout the authority.

18) The Chief Finance Officer must ensure that the accounting arrangements to be adopted
relatingto partnershipsandjointventuresare satisfactory. He or she mustalso consider
the overall corporate governance arrangements and legal issues when arranging
contracts with external bodies. He or she must ensure that the risks have been fully
appraised before agreements are entered into with external bodies.

19) Chief Officersare responsible forensuringthatappropriate approvals are obtained before
any negotiations are concluded in relation to work with external bodies.

External funding

20)The Chief Finance Officer is responsible for ensuring that all funding notified by external
bodies isreceived and properly recorded in the authority's accounts.

Work for third parties

21) The Cabinet is responsible for approving the contractual arrangements for any work for
third parties or external bodies.
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Chapter 21 - Members’ Code of Conduct

This Chapter sets out the code of conduct that elected Councillors (also known as
Members)must follow in discharging their duties. This Code of Conduct for Members
(and Co-opted Members)of the London Borough of Hillingdon was approved pursuant
to aresolution of the Council at a meeting on 5 July 2012.

Part1
General Provisions

Introduction and interpretation

1. (1) This Code applies to you as a Member or co-opted member of the London Borough of
Hillingdon ["the authority"]

(2) Co-opted member means apersonwho is not a Member of the authority but who:-
a) isamember of any committee or sub-committee of the authority; or
b) isamemberof, and representstheauthority, on any joint committee orjoint sub-

committee of the authority,and whoisentitledtovote onany question that falls to
be decided at any meeting of that committee or sub-committee.

(3) Itisyourresponsibility to comply with the provisions of this Code.

Scope

2. (1) You must comply with this Code whenever you act in your official capacity as a Member
or co-opted member.

(2) Fortheavoidance of doubt, this Code doesnot apply to you in any othercircumstances
including your personal life.

The Nolan principles

3. This Code is consistent with the following seven principles of standards in public life:

selflessness;
integrity;
objectivity;
accountability;
openness;
honesty;
leadership.

General obligations

4. (1)  You must act solely in the public interest and should never improperly confer an
advantage or disadvantage on any person. Conferring an advantage includes gaining
financial orother material benefits foryourself, your family, a friend or close associate.

Page 209



Part 2

(2)

(4)

(5)

(6)

(7)

(8)

You must not place yourself underafinancial orotherobligationto outside individuals or
organisationsthat might seektoinfluence youinthe performance of your official duties.

When carrying out your public dutiesyou must make all choices, such as making public
appointments,awarding contracts orrecommendingindividuals forrewardsor benefits,
on merit.

You are accountable for your decisionsto the publicand you must co-operate fully with
whatever scrutiny is appropriate to your office.

Youmust beas openaspossibleaboutyourdecisionsandactionsandthe decisionsand
actions of yourauthorityand should be preparedto givereasonsforthosedecisions and
actions.

Youmustdeclare any private interests, both pecuniaryand non-pecuniary, thatrelate to
your public duties and must take steps to resolve any conflicts arising in a way that
protects the public interest, including registering and declaring interests in a manner
conforming with the procedures set out in Part 2 below.

You must, whenusingorauthorisingthe usebyothers of the resources of yourauthority,
ensure that such resources are not used improperly for party political purposes
(especiallyin the period betweenthe publicationof aNotice of Electionand the election
date, known as the ‘purdah’ period). However, this paragraph will not apply in
circumstances where Members pay for the use of the resourcesat arate agreed by the
authority. Youmust have regardtoanyapplicable Local authority Code of Publicity made
under the Local Government Act 1986.

You must promote and support high standards of conduct when serving in your public
post, in particular as characterised by the above requirements, by leadership and
example.

Registering and declaring pecuniary and non-pecuniary interests

b.

(1)

In accordance with Section 30 of the Localism Act 2011, you must, within 28 days of
taking office asaMemberorco-opted member, notifyyourauthority's Monitoring Officer
of any disclosable pecuniaryinterestas defined bythe Relevant Authorities(Disclosable
Pecuniary Interests) Regulations 2012, where the pecuniary interest is yours, your
spouse's or civil partner's, or is the pecuniary interest of somebody with whomyou are
living with as ahusband or wife, or as if you were civil partners.

The pecuniary interests which are specified in the above regulations are as follows:

Subject: Prescribed Description:
Employment, Any employment, office, trade, profession or vocation
office, trade, carried on for profit or gain.
profession or
vocation
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Sponsorship

Contracts

Land

Licences

Corporate
tenancies

Securities

Any payment or provision of any other financial benefit
(other than from the relevant authority) made or provided
within the relevant period in respect of any expenses
incurred by aMember, or co-opted memberin carrying out
theirduties as aMember or co-opted member, or towards
the election expenses of aMember or co-opted member.

This includes any payment or financial benefit froma
trade union within the meaning of the Trade Union and
Labour Relations(Consolidation) Act 1992.

Any contract which is made between the relevant person
(orabodyinwhich the relevant person has a beneficial
interest)and the relevant authority—

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

(b)which has not been fully discharged.

Any beneficial interest in land which is within the area of
the relevant authority.

Anylicence (alone orjointly with others)to occupy land in
the area of the relevant authority foramonth or longer.

Any tenancy where (to the Member's or co-opted
member's knowledge)—

(a) the landlord is the relevant authority; and

(b)the tenant is abodyin which the relevant person has a
beneficial interest.

Any beneficial interest in securities of abody where—
(a) that body(to the Member's or co-opted member's
knowledge)has a place of business or land in the area of
the relevant authority; and

(b)either—

(i)  thetotal nominal value of the securities exceeds
£25,000 or one hundredth of the total issued
share capital of that body; or

(ii) if the share capital of that body is of more than
oneclass, the totalnominal value of the shares of
any one class in which the relevant person has a
beneficial interest exceedsone hundredth of the
total issued share capital of that class.

(2) Inaddition, you must, within 28 days of taking office as a Member or co-opted member,
notify your authority's Monitoring Officer of any disclosable pecuniary or non-pecuniary
interest which the authority has decided should be included in the register.
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(3)

(4)

(5)

If aninteresthasnotbeenenteredontotheauthority'sregister,thenthe Memberorco-
optedmember must disclose the interesttoany meeting of the authorityat which they
are present, where they have a disclosable interestin any matter being considered and
where the matter is not a 'sensitive interest’. A ‘Sensitive Interest’ is one where
disclosure of the details of the interest couldlead to the Member of co-opted member,
orapersonconnectedwiththe Member of co-opted member, being subjectto violence
or intimidation.

Following any disclosure of an interest not on the authority's register or the subject of
pending notification, you must notify the Monitoring Officer of the interest within 28
days beginning with the date of disclosure.

Unlessdispensationhasbeengranted, you maynot participate inany discussion of, vote
on,ordischarge anyfunctionrelatedtoanymatterinwhichyouhaveapecuniaryinterest
asdefinedbythe above Requlations. Additionally, you must observe therestrictions your
authority placeson your involvementin matters where you have a pecuniary interestor
non pecuniary interest as defined by your authority.
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Chapter 22 - Protocol on good Member and
Officer relations

This Protocol sets out supplementary guidance on the working relationship between
Members and Council Officers when discharging their respective duties. It was
adopted by the Council on 15 May 2008 and last amended 17 November 2022.

Introduction

Mutual respect, understandingand co-operation between Membersand officersare the greatest
safeguard of the integrity of the Council. It can provide a framework within which Members and
officerscan work togetherforthe benefitof the Borough,itsresidentsandthe people who work
here.

Both Membersand officers are servantsof the publicand theyare indispensabletoone another
but their responsibilities are distinct.

The purpose of this protocolis toguide Membersand officersintheirrelationswithone another.
It is to a large extent a written statement of practice and convention. It seeks to reflect the
principles underlying the respective Codes of Conduct, which apply to Members / co-opted
members and officers in requiring high standards of personal conduct.

This protocol also applies to any consultants, agency staff and contractors working for the
Council who come into contact with Members.

Roles, responsibilities and expectations

Membersare democratically electedandare responsible forthe strategicdirection, policiesand
the budget of the Council. Members have responsibilitiesto determine the policy of the Council,
monitorits performance, represent the Council externallyand act as advocates on behalf of their
constituents. The Leader, Cabinet Members, Chair and Vice-Chair of Committees and Sub-
Committees also have additional responsibilities.

Members are supported by officers who provide professional and managerial expertise in the
running of the Council's business, carry out the services of the Council and implement any
decisions made. Officers are responsible to the Council as awhole, though some staff will work
specifically for the Leader / Cabinet or Opposition equivalents.

What Members can expect from Officers:

e a commitment to the authority as a whole, the delivery of the Cabinet’s policies, to all
Councillors rather than an individual political group or groups

e respect, dignityand courtesy-working in partnership

e an understanding of and support for respective roles, workloads and pressures and
awareness of and sensitivity to the political environment
timely responsetoenquiriesand complaints and reqular, up to date information on matters
professional advice, not influenced by political views or preference

e trainingand developmentin orderto carry out their role effectively
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e integrity, mutual support and appropriate confidentiality

e nottohave personalissues raised with them by officers outside the agreed procedures or
that officers will not advance their personal interests or to influence decisions improperly

e toatalltimes comply with the Constitution, Cabinetand Council’s policies and the Council’s
Financial and Contract Rules and to act within the delegated powers afforded to them by
Council, Cabinet, Cabinet Members or Committee.

e to comply with the formally expressed policies of the Authority and not allow their own
personal or political opinions to influence their work.

e toatalltimes comply withthe Code of Conductfor Employeesand the rulesgoverning gifts
and hospitality for officers.

What Officers can expect from Members:

aworking partnership

an understanding of and support for respective roles, workloads and pressures

political leadership and direction

respect, dignity and courtesy

integrity, mutual support and appropriate confidentiality

nottobe subjecttobullying,anyotherunacceptable/inappropriatebehaviourorbe put under
improper pressure. Members should have regard to the seniority of officers in determining
what are reasonable requests, having regard to the relationship between Members and
Officers, and the potential vulnerability of officers, particularly at junior levels

e not use their position or relationship with officers to advance their personal interests or
those of others or to influence decisions improperly

to at all times comply with the Code of Conduct for Members

to exercise any delegated powers in accordance with agreed policies as approved by the
Council, the Leader, the Cabinet or a Council committee.

The working relationship

Cabinet Members and Officers

Officers should be conscious of the public and political mandate Cabinet Members have for the
implementation of policies.Members of the Cabinet can collectivelyorindividually take decisions
and they are responsible for recommending or deciding the policies and the budget of the
Council.

Oncethe Cabinetor Cabinet Memberhastakenadecisionthentherelevant officer{s)mustacton
that decision and implement it within the agreed time scale.

Officers,whenexercising theirdelegatedpowers on keymatters, should maintain a close liaison
withtherelevant CabinetMemberandreferany proposedactiontothe Leader, Cabinet Member,
orthe Cabinet if so required by the Leader or the relevant Cabinet Member.

Only the Leader and Cabinet Members may individually direct officers to undertake a particular
action or direct theirwork. Other Members may raise issues with officersand make suggestions
in relation to them. Subject to the rules governing access to information, Officers should work
with other Members to ensure they are wellinformed and receive feedback on issues raised.
Other Members should not expect officers necessarily to implement any suggestions made.
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Cabinet Assistants, undertaking project or otherworkon behalf of Cabinet Members, must seek
the Leader’s or Cabinet Members’ formal approval before giving any instructions to officers.
Championsand Borough Advocatesdonot have any authorityto instruct officers or take formal
decisions of any kind, unless acting on the authority of the Leader.

Cabinet Members must respect the political neutrality of officers and officers must ensure that
even when they are predominantly supporting the Cabinet that their political neutrality is not
compromised.

Select Committees and Officers

Select Committees may require officers and Members to attend and provide any information
requiredtoanswer questions, particularlytoreview certain policy areas. It is the duty of officers
or Memberstoattendandanswer questionsif the committeessorequest, provided thattheyare
given appropriate notice and the opportunity to prepare. It will usually be the case, as set out in
the Constitution, that onlyHeads of Service and othersenior managers(3“tierandabove)attend
meetings and answer questions and not junior staff.

Members of these Committees should adopt an investigative (information seeking)approach to
questioning rather than a confrontational one. Officers should provide relevant factual
information and should never seek to conceal or‘improve’inconvenient facts, and more senior
officers, or other Members should never attempt to persuade themto do so.

Whilst departmental officers will provide support and advice to both the Cabinet and Select
Committees, theyshould ensure thatthereisno conflict of interestinthe advice given to each of
the functions. In particular, departmental officers should liaise closely with Cabinet Members in
relationto information provided to the Committees and fully respectthe confidentiality of draft
Cabinet reports or private briefings and discussions with Cabinet Members.

Ward Members

Ward Members should be kept informed and consulted onrelevant matters affecting theirward,
i.e. on planning, licensing and other relevant matters.

Visits to front-line services

Members should inform the relevant Head of Service in advance of such visits, who should also
notifytherelevant Cabinet Memberforinformation.Membersshould, where at all possible, avoid
unannounced visits to front-line services so as to not disrupt staff and services unreasonably.

Members’ Enquiries & Service Requests

A Member is free to submit a Member's Enquiry or service request to approach any Council
Department, viathe Members'Enquiry portal only, to provide such information, explanation and
advice about the Department’s functions as may reasonably be required in order to assist with

discharging his/herrole.

A Members'Enquiryis defined as:
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‘a clear question has been asked that requires investigation by Council Officers, or the
supply of information from a Council department’. A Members Enquiry may include
requests for general policy and performance information, and/or the investigation of
ongoing or persistentissues including persistent fly tipping.

A Members’Service Request is defined as:

‘a request for a one-off action to be taken, that requires action by an officer and not
investigative activities or supply of information’. Examples of a Service Request include
collection of fly tipping, removal of graffiti, street lighting issues, tree problem etc.
Service Requests are location-specific.

All enquiries and requests must be reasonable and will be met subject to any overriding legal
considerations(determined by the Monitoring Officer). If the recipient of any request considers
the cost of providingthe informationrequested orthe nature of therequesttobe unreasonable,
they will raise the matter with the relevant Corporate / Executive Director who will discuss the
issue with the relevant Group Leader or, in the absence of a Group Leader, with the Member
concerned.

A Member may raise avalid Service Request for any area within the Borough.

Shoulda Member wish to raise a Member’s Enquiry, or be asked to raise one by a member of the
public,concerningamatterinanotherMember's Ward, there isan expectationthat theywill refer
the matter to the appropriate Ward Member(s)or/ and, where appropriate, seek the agreement
of the member of public to refer the matter to the appropriate Ward Member(s), unless a valid
reason why this would not be appropriate is provided by the relevant Group Leader.

Should a Member wish for information that is not specific to their own Ward (e.g. is regarding
matters affecting the whole Borough oris cross-cutting for a part of the Borough wider than a
single Ward)then sucha request must be made through the Group Leader with an explanation as
to why such information is required.

Where a Memberrequestssuch factual information, that information willalso be suppliedtothe
relevant Cabinet Member, Chair of the appropriate Committee or relevant officers.

To assist Members in submitting Service Requests, Members'Enquiries or requests for factual
information, the Council operates a portal, and all such requests must be made via this route.

Correspondence

Correspondence between anindividualMemberand an officer should not normallybe copied (by
the officer)to any other Member. Where it is necessary to copy the correspondence to another
Member, this should be made clear to the original Member. In other words, a system of "silent
copies(bcc) should not be employed.

Official letters on behalf of a Council service should normally be sent out under the name of an
appropriate officer, rather than over the name of a Member. It may be appropriate in certain
circumstances(e.g. representationstoaGovernment Ministerorlocal consultationinvites)fora
letter to appear under the name of a Member (normally Cabinet Member).
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Officers attending Party Group meetings and advice

With the permission of the Chief Executive, senior officers may be called upon to attend Party
Group meetings and support and contribute to their deliberations, provided they maintain a
politicallyimpartial stance. Officers should be requiredto give informationandadvice to political
groupsonmattersrelatingto the Council’'s functionsonlyand not on matters which are primarily
issues of party politics or political strategy. Members should seek to avoid involving officersin
any political debate. Officers should not attend, or be invited to attend, any political group
meeting, which includes party political officials who are not Members.

Employment matters

Members and officers must not take any part in the appointment of anyone to whom they are
married, a partner, otherwise related, a friend or a business associate. Members and officers
must ensure that officers are appointed only on merit in line with the Council's recruitment and
selection guidelines, with aview to their best serving the whole Council.

Officers should not seek to involve Members in employment and management issues and be
fully aware that the proper channel for conveying their views is through their line management
chain or through trade unions.Members should raise any matters arising from such approaches
with the Chief Executive or relevant Corporate / Executive Director.

Raising a matter on behalf of a family member

Members must not use, or attempt to use, their position improperly to the advantage or
disadvantage of themselves or anyone else, including family members. When raising a matter
abouta Councilservice onbehalf of a family member, Members should not bringundue influence
on an officer, service or department in order to have the matter looked into or resolved. If
Membersfind themselvesinsucha positionit is bettertoask a fellow Ward Councilorto write or
submit any matters on their behalf.

Social contact

Social contact between Members and officers in a work related context such as informal
lunch/coffeeorin a public setting such as aworkshop,an opening ceremony or Christmas party
can helpbreakdown barriersbetween Membersand officersandassist developing good working
relations.

There may be situations in which Members and officers meet in a social situation outside work
because of mutual friends or relations or because of Membership of the same clubs or
organisations. Thereis nothingto preventsuch social contact but the principles on information
disclosure and impartiality should be applied noless strictly than at work. Reqular social contact
outside workalsoneedstobe carefullymonitored by boththe Member and the officernotjustto
maintain impartiality but also to be aware of how the contact might be perceived by others.

Close personal relationships

Close personalrelationshipsbetween Membersand officersshould be avoidedif the individuals
concernedhave to dealwith each otherin theirworkwithin the Council. Thisapplies particularly
to senior officers whose duties involve working closely with Members.

Page 217



If such arelationship develops the Member concerned should advise the relevant Chief Whip
who will discuss the situation with the Chief Executive or relevant Corporate Director who will
consider whether there is reasonable doubt about whether the officer can continue to actina
wholly impartial manner. Officers who find themselves in this position must inform their line
manager who will ensure that theirrole in the Council is not called into question by a close and
personal relationship with an elected Member.

Conduct and performance

If a Member is concerned about the conduct of an officer, he/she should first report such a
concern to the Head of Democratic Services, Chief Whip or Leader of the Group. They will then
considerthe concernand, if necessary, notifytherelevant Corporate/Executive Director or Head
of Service who will decide what action to take. If the concern relates to a failing in the officer's
performance it will be appropriate for this to be dealt with by means of a performance review
between the officer and their manager.

The poor conduct or performance of an individual officer must not be discussed at a Council,
Cabinet or Committee meeting until a decision has been made to exclude the press and public.
This doesnot preclude aMember from making public at a meeting or in anotherappropriate way
a concern aboutthe mannerin which a Councildepartment has acted or performed.Nor doesit
prevent Membersatameetingbeingcritical of officeradvice oraction or of the quality of reports
provided that such criticism is not personally directed at an individual who has no way of
responding.

If an officeris concernedabout the conduct of a Member, he/she shouldreportsuchconcernto
the Head of Democratic Services, the Chief Executive or Monitoring Officer. Unlike for officers,
the Council’'s Whilstleblowing Policy does not cover Members.

Support Services and ICT to Members

The Council provides support services(e.g.stationery, typing, printing, photo-copying, transport,
etc.) to Members is to assist them in discharging their role as Members of the Council. Such
support services must therefore only be used on Council business.

In the case of computer facilities theyshould neverbe usedin connection with party political or
campaigning activity. The ICT Usage Policy for Members contained in Part 3 of the Constitution
gives further guidance.
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Chapter 23 - Officers’ Code of Conduct

This is the Code of Conduct for Council Officers, setting out their professional
responsibilitiesand standardtobe upheldaslocal government workers, alongwiththe
Disciplinary Code. The Code of Conduct was last approved 26 February 2015 and the
Disciplinary Code last approved September 2014

Part 1
Principals of Behaviour

1. Introduction

1.1 In the 2013 report of the Committee on Standards in Public Life, "Standards Matter"1 Sir
Christopher Kelly, KCB wrote -

"Standards of behaviour matter. They are particularlyimportant where public money
is being spent on public services or public functions. Citizens have a right to expect
that holders of public office who take decisions which affect their lives should do so
with impartiality, should be truthful about what they are doing and should use public
money wisely."

1.2 At Hillingdon council we fullyecho that view - and expect thatemployees will, at all times,
act in accordance with the trust that our residents are entitled to place in us.

1.3 The firstreport of the Committee, back in 1995, established the seven principles of public
life (the Nolan principles) and whilst some updating has taken place these remain the
fundamental to the standards expected of those who hold public office.

2. Nolan Principles

2.1 The London Borough of Hillingdonis committed to these principlesin everythingthat we
do.

e Selflessness - Holders of public office should take decisions solely in terms of the
public interest. They should not do so in order to gain financial or other materials
benefits for themselves, their family, or other friends.

e Integrity- Holders of public office should not place themselvesunderany financial or
other obligation to outside individuals or organisations that might influence themin
the performance of their official duties.

e Objectivity -In carrying out public business, including making public appointments,
awarding contracts, orrecommendingindividuals forrewards and benefits, holdersof
public office should make choices on merit.

e Accountability - Holders of public office are accountable for their decisions and
actions to the public and must submit to whatever scrutiny is appropriate to their
office.

1 Fourteenth Report of the Committee on Standards in Public Life Chair: Sir Christopher Kelly KCB
"Standards matter: A review of best practice in promoting good behaviour in public life." TSO, (The Stationery
Office) Jan 2013
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e Openness - Holders of public office should be as open as possible about all the
decisionsand actions that they take. They should give reasons fortheirdecisionsand
restrict information only when the wider public interest clearly demands.

e Honesty-Holdersof publicoffice have a duty to declare any private interestsrelating
to their public duties and to take steps to resolve any conflicts arising in a way that
protects the publicinterest.

e |eadership-Holders of public office should promote and support these principles by
leadership and example

3. The Principles in Practice

3.1 The nextsection(Part Two)buildsthese principlesintoa Code of Conduct foremployees.
It is a condition of employmentthat employeesread,understandand adhere tothis Code.
Failureto adheretothisCode can leadto underthe Council'sdisciplinary policyand could,
in some cases. lead to legal action.

3.2  This Code cannot cover every eventuality and is not an exclusive or exhaustive list of
acceptable conductat work. If you are unsure whether particular conduct or behaviouris
acceptable at work, you must seek guidance from your line manager.

Part 2

Code of Conduct

4, Qur behaviour and conduct

4.1 As officers of the Council we must be courteous and professional at all times with both
residents and colleagues.

4.2  We alsoas employees have a responsibility to fully comply with the requirements of our
contracts of employment including maintaining standards of attendance, conduct and
performance.

4.3 If we fall short of the required standards actions can be taken in accordance with the
Council's agreed procedures which could affect our continued employment.

b. Our professional image
Personal appearance

5.1 As officers of the councilitis essential that we maintainanappropriate professional image
which reflects ourstandingas public servants. This means that office based workersare
generally expected wear conventional business dress.

5.2 Some workers who work outdoors or in front facing customer service roles may be
expected to wear a specificuniformto wear as part of theirrole.

5.3 Thoseworkingdirectlywithclientgroups maydress more casuallywhenintheseroles, but
wouldbe expectedtowearbusinessdresswhenattendingoffice based meetings or when
not"in the field".

Drugs, alcohol & smoking
54  The Council operates a zero tolerance approach to alcohol and illegal drugs to minimise

risks to safetyand to ensure that work performance is not adversely affected.
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b.b

5.6
5.7

5.8

59

5.10

5.11

5.12

6.1

6.2

6.3

6.4

6.5

Employeescannot consume anyalcoholwhen due to start work, duringworking hours and
during rest/ meal breaks.

lllegal drugs must not be used or brought into the workplace.

Smoking at work or on council premises (including council vehicles and those on hire to
the council)is prohibited and employees who breach this will be subject to disciplinary
action. The same restrictions apply to agency workers and contractors.

Where employees wish to smoke, they can do so during their main meal break (but not
duringanyscheduled orunscheduled breaks)and must do so away from council premises,
grounds and vehicles.

Althoughthe use of e-cigarettesis not unlawful, theiruse at any Councilworkplace is not
permitted and this falls within the definition of 'smoking’ for Council employees.
Supportavailable to stop smoking orto deal withissuesrelatingtoalcoholand drugs is set
outin the relevant polices.

Communications

It is important that we maintain a professional image in our communications with
residentsand partners. Attentionto detail in our writtencommunications and publications
makes all the difference andthe corporate branding and style are veryimportant and must
be followed.

Our residents are entitled to receive prompt and helpful responses to their queries
whetherin person, by telephone, letter or email or social media.

Our Organisational Reputation

Integrity, objectivity and honesty are three of the Nolan principles which help us to
maintain the trust and confidence placed in us by our residents.

There are many situations where officers of the Council have to pay special attention to
ensure we meet our duties as holders of public office and these are detailed below.

Accepting and refusing gifts and hospitality

It is really important that as public sectorworkerswe are seento be impartial at all times
and not open to any inducement or undue influence. This means that we have to be
particularly careful in relation to any gifts that we are offered. This can happen whena
resident receives good service and wants to say thank you, or at particular times of the
year, such as Christmas, when suppliers may send small gifts as part of their corporate
seasonal gift giving.

To help ensure that we achieve the right balance this guidance has been developed.
Conflicts of interest and declaring these
Conflicts of interest can potentially arise in a variety of situations and a simple rule of

thumb is"if in doubt declare it". Examples of situations where a conflict can arise are set
out below, with distinctions between actions required.
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6.6

6.7

6.8

6.9

6.10

6.11

6.12

6.13

6.14

6.15

6.16

Financial interests

The Council entersintoa huge number of contractual arrangements with suppliers and
businesses, some very large and some small. There are some very important rules in
relation to how these contracts are let and managed.

If asemployeesof the Councilyou have anyfinancial interestinan existing contract orone
that is being proposed it must be declared it as part of your conditions of employment.
Additionally, if your spouse, partner, relative or friend has financial interest in such a
contract you must also declare that. This is so that we can take stepsto ensure there can
be no misunderstandings, or incorrect perceptions, that your position can or has
influenced any decisions in relation to this contract.

These declarations must be made to the Head of Legal Services using the relevant form
and should also be declared to your line manager.

Non-Financial interests

You don't have to have a financial connection to a business for a conflict of interest to
potentially arise. If you are connected in any capacity to a body or organisation which
works with the Council then you should declare this in writing to your manager to ensure
that the matter can be considered and discussed and steps agreed to maintain your and
the Council's reputation.

Family members & Personal relationships

As a large organisation which recruits a large numbers of staff, many from within the
Borough, it is inevitable that family members will be employed within the Council. To
ensurethereare no conflictsarising from this there are some basic groundrules that we
must all follow.

Family members (this includes those in personal relationships)should not be involved in
the line management, appointment, promotion, discipline or any other employment
decision relating to another family member.

All candidates for roles in the council are asked to declare any personal or family
relationships at application stage to maintain our principle of open and fair recruitment.
It is also understood that personal relationships can be formed between employees at
work. Where this happensyou must declare the relationship so that any current or future
working arrangement can be considered to ensure that there is no management line or
other conflict.

Other Employment

Taking on additional employment or running a business is another area where a conflict
could arise with our Council employment. To be sure there is no conflict you will need to
seek permission to take on other employment, and you must declare if you are running
business. Interms of being granted permission to take on additional work, consideration
willbe giventoyour currentrole,your grade and the nature of the workyou are seeking to
do.

In all of the situations listed above your line manager will discuss potential conflicts with
you and make a note of the discussion held and the arrangements or actions that have
been agreed to manage the situation.
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7.1

7.2

7.3

1.4

7.5

7.6

8.1

8.2

8.3

9.1

Our responsibilities outside work

Personal opinion

It is important that we ensure that our personal views and opinions cannot be
misconstrued as representing the Council's views, so it is important that you do not
promote your position as a Council officer in your private and personal life.

If you are asked to speak to the pressin your capacity as a Council officer then you must
obtain permission from vyour Director and seek advice from the Corporate
Communications who will provide professional guidance on how to handle the enquiry.
If you speak as private individual on any matter with the press or other media then you
must not associate yourself with the Council or say anything that could be misconstrued
asrepresenting the views of the Council.

If you are atrade unionrepresentative andyou speakto the presson atrade union matter
-thenyou must make veryclear that you speak as atrade unionrepresentative andnotas
aCouncil employee.

Social media

Theincreasedrole of social mediainour personallives meansthat ourviewsand opinions
can reach a very wide audience. When using social media accounts in your personal life
you should not at any time discuss matters relating to the Council, our residents or our
policies. Youshould notidentifyyourself overtlyas a Council officerand bear in mind that
your friends are likely to be aware of your employment status.

If using more business oriented social media, such as LinkedIn, then you will naturally
identify our employment status, this is of course acceptable, but please ensure that you
are accurate, using your correct job title and that any successes you cite are genuinely
your own work. Staff should refer to the ICT Acceptable Usage Policy.

Our relationships with elected Members

Whilst officers and elected members are both holders of public office, our roles are
responsibilities are quite distinct. It isimportant that we understand what this means in
practice and comprehensive guidance on thisis setin the Protocol for Member & Officer
Relations.

This guidance is an essential part of any new Council officer's induction and managers
should make new entrants aware of the guidance at the earliest opportunity and be on
hand to offer support and advice.

Soliciting elected membersinrelationto employment matters is strictly against our code
of conduct for employees. Whilstthereis nothingto prevent officers mixing socially with
elected members, particularly in an informal work context, we must always strive to
maintain our political impartiality and be aware of how such social contact may be
perceived.

Political impartiality

Aswellasshowing politicalimpartialitywhen dealing withelected members, which applies
to all officers, there are a number of posts in council that are classed as "politically
restricted". This means that if you are employedin one of these postsyouare not allowed
to stand as candidate for Local Council, Parliamentary or European elections, hold office
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9.2

9.3

10.

10.1

10.2

10.3

10.4

10.5

10.6

in a political party, canvass at elections or speak or write in public on matters of party
politics.

The list of politically restricted posts is maintained by the Head of Democratic services,
and if you are appointed to one of these posts you will be advised of the restrictions.
For other officers, not subject to these restrictions, it isimportant that you do not carry
out any political activity in a way that might lead the public to think you are acting as a
Councilemployee which couldrepresenta conflict of interest with the stated aims of the
Council.

Our relationship with colleagues

Respect for others, dignity at work and preventing bullying and harassment

Employees of the council must at all times act in manner which displays respect for
difference and treat colleagues and residents in accordance with their needs.

We expecteveryonein the Councilto work togetherina mature and professional manner
and show respect for each other. As an employer the Council takes its responsibilities
towards protecting employees from unacceptable behaviour, including bullying and
harassment in the work place very seriously.

Our Bullyingand Harassment Policy sets out how we approach thisand what you should do
if you feel you are being subjected to unacceptable behaviour in the workplace, and how
we deal with this.

Dealing with conflict and differences

Of course conflict and differences in opinion can arise from time to time, and in the
majority of cases these can be resolved through open and constructive communication.
Where thisdoesn't prove possible the Councilhas aGrievance Policy which employees can
utilise.

Whistle blowing - matters of public interest

There are a variety of ways that employees can raise concerns that they may have in
relationto the interestsofthe Council and residents. The most appropriate of theseis to
raise the matterwith yourline manager, Head of Service or Corporate / Executive Director.
Where this is not appropriate and the matter is serious enough to be considered
potentially in the public interest, then the Council does have a confidential reporting
procedure which can be used. The aim of this procedure is to ensure that those raising
these concerns in this way feel confident in doing so, and that those who do so in good
faith andbe assured thattheirconcernswill treated seriouslyandthatthey are protected
in their actions.

Preventing fraud and corruption

The Council takes a zero tolerance approach to fraud and corruption whether it is
attempted internally or externally.
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11.

11.1

1.2

12.

12.1

12.2

13.

Our obligations to our residents

Confidentiality

Ourresidents are at the heart of everything we do. As Council officers we have a duty to
ensurethatthetrustresidentsplaceinusisrespected. Thismeansthatwe haveadutyto
ensure confidentialityinall of ourdealings with ourresidentsandin all of our dealings with
council contractorsand suppliers.Council officersare often privyto confidential personal
information as well as commercially sensitive information which should not be disclosed
to others. Breaching confidentialityis a very serious matter and employeeswho do so be
dealt with robustly by the Council.

Looking after data

As wellas knowinga great dealabout some of ourresidentswe also have alot of records
and datawhichwe are obliged to collect. The DataProtection Actgoverns how we use this
dataand how it is heldand all Councilemployees must be aware of the requirements. Our
information governance policesset outyourresponsibilitiesinthisareaand can be found
here.

Looking after and using Council assets and resources

ICT equipment and telephones

AllCouncilemployeesare supplied withthe ICT equipment that theyrequireto do theirrole
andtheserange fromdesktopsinthe officetolaptops,tabletsand smart phones. Our staff
have a responsibilitytouse this equipment onlyin accordance with the Council's policies.
Reasonable personal use of ICT equipment and systems is permitted provide it does not
interfere withyourworkand itis beingused onlyinaccordance with the policy mentioned
above.

Copyright

“Intellectual property”, (software, ideas, documents etc) created during employment
belong to the Council. All files, materials, the media upon which they are located and all
software programmes or packages which are utilised or developed solely for or in
connection with the job shall remain Council property.

Summary

This Code of conduct sets out our general responsibilities as Council employees and is
supplementedbyawide variety of polices many of which are referred toin thisdocument.
Not every policy is mentioned and it is important to remember that our contract of
employment requires that we abide by all Council polices. Additionally we expect all
employeesto fullycomply with statutoryrequirementsandbest practice including Health
& Safety at Work, the Equality Act and other relevant legislation.
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Part 3

Disciplinary Code for Employees

1. You are required to comply with the council’'s code of conduct and this disciplinary code.
Failure to do so will lead to appropriate disciplinary action being taken.

2. The examples provided below are not exhaustive and may be more or less serious
according to the particular circumstances.

3. Grossmisconduct is asingle act of misconduct that is seriousenough byitself to breach

your contract with us. Summary dismissal for gross misconduct is justified at the first
offence. Examples of gross misconduct include:

Theft or fraud, including falsification of any document for personal advantage.
Causing loss, damage or injury through negligence or intent.

Physical violence (except in legitimate self defence), intimidation with threats of
violence, bullying or harassment.

Maltreatment or sexual misconduct of any service user in the council’s care.
Unlawful discrimination or harassment.

Pursuance of grievances with little or no substance that are pursued against others.
Any serious breach of health and safety regulations.

Deliberate damage to the council’s property,including neglect of misappropriation of
safety equipment.

Acts that could be subject to criminal proceedings.

Failure to provide satisfactorydocumentation as evidence of permissiontoworkin the
UK, uponrequest.

Deliberately or by omission failing to maintain registration/and or accreditation with
your professional body, when required to do so for your post.

A serious breach of the employee code of conduct.

A serious breach of your professional code of practice, if applicable.

Attempteduse of official position for private advantage or dishonest orimproperuse
of information obtained in the council's employment.

Carrying out unauthorised private work duringhours when contracted to work for the
council or during periods of sickness absence.

Soliciting or accepting gifts or gratuities other than those of atoken value.

Lobbying councillors regarding an application for employment with us.
Unauthorised use of or access to information in breach of the Data Protection Act or
any other legislation.

Breaches of the council's ICT policy.

Unauthorised communication or disclosure of confidential information to the media
(including by way of social networking), or to any person not entitled to receive it.
Deliberately accessing offensive, pornographic or obscene material whilst at work or
through the use of the council’s hardware.

Failure to carry out areasonable and legitimate instruction.

Incapability at work brought on by alcohol or drugs.

Any act that could bring the council into disrepute or lead to a loss of trust and
confidence in you.

Any acts that take place outside of work that call into question your suitability in your
post.
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Misconductis not asseriousas gross misconductand will not warrant dismissal without a

previouswarning.Inthe case of misconduct, you willreceive at least one written warning
before adecision to dismiss is made. Examples of misconduct include:

Offensive, abusive or disruptive behaviour(not including unlawful discrimination).
Failure to account properly for or to make a prompt and true return of any money or
property that comes into your possession during the course of duty.

Knowingly or through neglect making a false, misleading or inaccurate oral or written
statement in respect of official business.

Deliberate involvement of councillors on staffing issues including conditions of
service, rather than or in addition to the use of established channels.

Making reckless or defamatory allegations against others.

Sleeping on duty(except where this is expressly permitted).

Failure to report a material fact that has a bearing on your contract of employment.
Failure to discharge obligationsin line with a statute, council policy or contract of
employment without sufficient cause.

Unauthorised absence fromworkincludinganyact calculatedto delayareturntowork.
Arriving late for work without sufficient cause.

Failure to report absence fromwork and the reason for such absence.

Failure to provide a medical certificate or self certificate withappropriate reasons for
absence when required to do so.

Failure to attend for a medical appointment arranged by the council without
reasonable cause.

Failure to carry out any instructions of a medical advisor appointed by the council.
Bad timekeeping including taking unauthorised or excessive breaks.

Negligent, careless or wilfully inadequate standards of work.

Unjustifiable waste of council materials, equipment or resources.

Failure to reportany loss or damage to any propertyof the council withinyour area of
responsibility.

Unauthorised use of council vehicles.

Unauthorised use of any council facilities for private purposes.

Use of waste council material without express authority, including waste food.

Use of council labour, materials, equipment or resources for private purposes.
Failure to comply with accident reporting procedures.

Dangerous or reckless behaviour involving risk of injury or any conduct likely to
diminish safety standards.

Breaches of the smoking policy.

It should also be borne in mind that the examples of misconduct given above may be
regardedas gross misconductin certain circumstances, and vice versa, according to the
seriousness of the offence and the nature of your job.
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Chapter 24 - Planning Code of Conduct

This Code sets out the guidance Elected Councillors should follow when they are
involved in, or making decisions relating to planning matters.

1.

Introduction

This Planning Code of Conduct forMembershasbeen preparedinaccordance with advice
providedinthe Local Government Association's“Probityin Planning -therole of Members
& Officers” together with guidance contained in Audit Commission papers and Public
Interest Reports. It draws on the Model Code produced by the Association of Council
Secretaries and Solicitors in consultation with the District Audit Service, the Local
Government Ombudsman and Standards for England. The aim of this Planning Code of
Conduct for Members is to ensure that when exercising their planning judgment, both
Members and officers can be seen to be open and transparent in the decision making
process.

The role of a Member of the planning authority is to make planning decisions openly,
impartially, with sound judgment and forjustifiable planningreasons. The role ofaMember
on a Planning Committee involves a balance between representing the needs and
interests of constituents and the community with the need to maintain impartial and
sound decision making on what can be highly controversial proposals.

The Planning Code of Conduct for Members applies at all times when any Member is
involvedinthe planning process. Thisincludestaking partin decision making meetings of
the Planning Committee and on less formal occasions, such as meetings with officers or
the public and other consultative meetings. It applies equally to planning enforcement
matters or site specific policy issues as it does to planning applications. The Planning
Code of Conduct for Members (this Code)is both complementary and additional to the
Members'Code of Conduct.

Members and officers should read this Code thoroughly and apply themselves to it
consistently. If Members have any doubts about the application of this Code they should
seek early advice, preferably well in advance of any meeting, from the Monitoring Officer
or the Head of Democratic Services.

Relationship to Members’ Code of Conduct

5.

Members are reminded that this Code is designed primarily for Members of the Planning
Committee and Members who, for whatever reason, find themselves involved in the
planning process. The Code is supplemental to the Members’ Code of Conduct found at
Part 3, Chapter 21 of the Council’'s Constitution.

Members should first adhere to the Members'Code of Conduct and thereafter apply this
Codetogetherwheninvolvedinthe planning process.If Membersdonotabidebythis Code
they may put the Council at risk of proceedings on the legality or maladministration of the
related decision; and putthemselvesatrisk of eitherbeingnamedina report made to the
Standards Committee or Council or, if the failure is also likely to be a breach of the
Members'Code of Conduct, a complaint being made to the Standards Committee.
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Development proposals and interests

7.

The Localism Act 2011 and the new Members' Code of Conduct place requirements on
Members about the registration and declaration of their interests and the consequences
of havingsuchinterests. These must befollowedscrupulouslyand Members shouldreview
theirinterestsreqularly. Ultimate responsibilityfordeclaringaninterestrestsindividually
with each Member.

Pecuniary Interests

8.

A Member will have a disclosable pecuniaryinterestif it is one which is specified by The
Relevant Authorities(Disclosable Pecuniary Interests)Requlations2012 and the interestis
the Member's, his/herspouse’sorcivil partners, oristhe pecuniaryinterest of some party
with whom the Member is living with as husband or wife, or as a civil partner.

The following fall within the definition of pecuniary interests:

9.

Any employment, office, trade, profession or vocation carried on for profit or gain;
Any payment or provision of any other financial benefit (other than from the relevant
authority)made or provided withinthe relevant periodinrespect of anyexpensesincurred
by aMemberin carrying out his/herdutiesasa Member, or towards the election expenses
of aMember.
This includes any payment or financial benefit froma Trade Union within the meaning of
the Trade Union and Labour Relations (Consolidation) Act 1992(3);
Any contract whichis made betweentherelevant person(ora bodyin which the relevant
person has a beneficial interest)and the relevant authority -
(a) underwhichgoodsorservicesareto be provided orworksare tobe executed; and
(b) which has not been fully discharged;
Any beneficial interest in land which is within the area of the relevant authority;
Anylicence(alone orjointlywith others)to occupylandinthe areaof the relevant authority
foramonth orlonger;
Anytenancy where to the Member's knowledge -
(a) thelandlord is the relevant authority; and
(b) the tenantis abodyin which the relevant person has a beneficial interest;
Any beneficial interest in securities of abody where -
(a) that bodyto the Member'sknowledge hasa place of businessorlandin the area of
the relevant authority; and
(b) either -
i) thetotal nominalvalue of the securities exceeds £25,000 or one hundredth
of the total issued share capital of that body or
ii) if the share capital of that bodyis of more than one class, the total nominal
value of the shares of any one class in which the relevant person has a
beneficial interest exceeds one hundredth of the total issued share capital
of that class.

In accordance with Section 30 of the Localism Act 2011, the Member must, within 28 days
of taking office as a Member, notify the Council's Monitoring Officer of any disclosable
pecuniaryinterest.
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10.

11.

12.

13.

14.

If aMember is present at a Planning Committee meeting and has a disclosable pecuniary
interest in any matter to be considered at a meeting, the Member must disclose the
interest to the meeting if the interest is not registered in the Council's register of
interests.

If the interestisnot enteredinthe Council'sregisterof interestsandis notthe subject of
a pending notification, the Member must notify the Council's Monitoring Officer of the
interest within 28 days of the date of the disclosure.

The Member mustnot, unlesshe orshe hasbeengrantedadispensation bythe Standards

Committee, -

(a) participate, or participate further, in any discussion of the matter at the meeting,
or

(b) participate in any vote, or further vote, taken on the matter at the meeting.

If a Member, without reasonable excuse, fails to comply with the requirements set outin
the above paragraphs, he/she commits a criminal offence. It is therefore imperative that
if a Member is uncertainwhetherornot he/she has a disclosable pecuniary interest, that
appropriate advice is sought from an officer in Legal / Democratic Services.

Members should also consider whethertheyhave any non-pecuniary interestsinrelation
to amatterto be consideredata Planning Committee meeting which theyshould declare.
For example, see paragraph 49.

General roles of Members and officers

15.

16.

17.

18.

Members and officers have different, but complementary roles. Both serve the public.
Officersareresponsibletothe Councilasawhole, whilst Membersare responsible to both
the Council and the electorate.

Officers advise Members and the Council. Officers carry out the daily functions of the
Council's business in accordance with council, cabinet or committee decisions or under
powers delegated to them pursuant to the Constitution. Officers are governed by the
Officers’Code of Conduct contained at Part 3, Chapter 23 of the Constitution. In addition,
planning officers, who are Members of the Royal Town Planning Institute (RTPI), are
subject to a professional code of conduct and breaches may be subject to disciplinary
action by the RTPI. Similarly, officers who are solicitors are subject to regulation by The
Law Society.

Members are bound by the Members'Code of Conduct contained in Part 3, Chapter 21 of
the Constitution.Breaches of the Members'Code of Conduct canresultinaMemberbeing
reported to the Monitoring Officer of the Council and/or the Standards Committee.

Mutual trust, respect and understanding between Members and officers are the keys to
achieving effective local government. A successful relationship between Members and
officerscan onlybe baseduponmutual trustandunderstanding of each other's positions.
This relationship,and the trustthatunderpinsit, mustnever be abused or compromised.
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Fettering discretion in the planning process

19.

20.

21.

22.

23.

Section 25 of the Localism Act 2011 came into force on 15 January 2012 and this provision
makes it clear that a decision maker is notto be taken tohave had, or to have appearedto
have had, a closed mind simply because such person had done anything directly or
indirectlythatindicated whatview the decision-makertook, orwould or might take, about
the subject matter and that it was relevant to the decision required.

This provisionappliestoalllocalauthoritiesin Englandand Wales and is still subject to the
following legal principles:

" Members must continue todeclareinterests whenevertheyarise at meetings they
attend.

. Planning Committee Members must, when making decisions, take into account all
relevant material planning considerations.

. The case law on bias remainsunaffected by Section 25 and Members will therefore
need to approach all decision-making with an open mind.

. Members should take into account all relevant considerations and discount

irrelevant considerations in accordance with the Wednesbury principles of
reasonable decision making.

Giventhatthelaw onbias hasremained unchangedbythe LocalismAct, the safest course
for Planning Committee Members is to avoid making public statements ([including
expressing views in for example, e-mails( as to their support for or opposition to any
applicationwhichwould give the impression that theyhad made up theirminds before the
formal consideration of the application at the Committee meeting.

If a Member has made such a statement, then they must be satisfied that they can still
considerthe application withan openmind and are prepared to take intoaccountany new
information or new arguments in favour of or against the proposed development before
the decision is made. If they cannot be so satisfied, then they should refrain from taking
any partin the decision.

Members should not use any political group or other meeting prior to meetings of a
Planning Committee todetermine howaMemberorgroup of Members willvote onagenda
items.

The party whip

24.

Members cannot accept an instruction from anyone to determine an application in a
particular manner; they must determine the issue on its merits. Accordingly, whilst they
may accord appropriate weightto the views of other Members, whetherexpressedinthe
committee meeting or in prior discussions, they must determine the application on its
meritsand should not take into account any factor which theyare not preparedto statein
opencommittee. Therefore,itisinappropriate foranyparty group toinstructits Members
to vote in a particular way on an application or to apply any sanction to any Member who
votes contrary to the group’s collective views.
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Contact with developers, applicants and objectors

25.

26.

27.

28.

Members should refer those who approach them for planning, procedure or technical
advice to officers.

Membersshould notagree toany formal meeting with applicants, developers or groups of
objectors where it is possible to avoid it. Where a Member feels that a formal meeting
would be usefulin clarifying the issues relating to a planning matter, they should never
seekto arrange that meetingthemselvesbut shouldrequestthe Chief Planning Officer to
organise it. The officer(s)will then ensure that those present at the meeting are advised
fromthe start that the discussions will not bind the authority to any particular course of
action, thatthe meetingis properlyrecordedon the application file and the record of the
meeting is disclosed when the application is considered by the Planning Committee.

In dealing with approaches on planning matters Members should:

e follow therulesonlobbying?

e consider whetherornotit would be prudentin the circumstances to make notes
when contacted; and

e reporttothe Chief Planning Officer any significant contact with the applicant and
other parties, explaining the nature and purpose of the contacts and your
involvement inthemand ensure that this is recorded on the planning file.

In addition in respect of presentations by applicants / developers Members should:

¢ not attend aplanning presentation unlessan officeris present and/or it has been
organised by officers;

e ask relevant questions for the purposes of clarifying their understanding of the
proposals;

e remember that the presentation is not part of the formal process of debate and
determination of any subsequent application; this will be carried out by the
Planning Committee;

e beaware that a presentationisaform of lobbyingand Members must notexpress
any strong view or state how they or other Members might vote.

Access to planning officers

29.

30.

Officers are required to manage council services in accordance with the policy and
instructions adopted by elected Members through formal Cabinet/committee decisions.
Like all otherofficers of the Council, planning officersare appointedto serve the Council
as awhole and not any political group.

Any Memberwishingtodiscussa particular planning matter with a planning officer should
make an appointment with the relevant officer through formal reception arrangements
(reception desk or Director/Service Head's PA). The request for such a meeting may be
refusedifthe officer considersit mayleadtoabreachofanycode of conduct, or prejudice
the proper and effective impartial assessment of an application, or it is otherwise
reasonable to refuse an appointment. Where an appointment has been refused the

2 see paragraphs 39-45 below
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3.

32.

Member concerned may request that the matter may be reviewed by the Chief Planning
Officer, whose decision shall be final.

The Councilisexpectedto make adecisiononallapplications within statutorytimescales.
This is not always possible, particularly for applications that are to be considered by
committee. Applicationsare always included onthe agendaof the first available Planning
Committee after completion of the officer's report so that a decision can be taken in the
shortest possible time.

Planning applications must be dealtwith in a timely manner in accordance with statutory
guidance and Members should not request officers to delay the determination or
assessment of particular applications for their own personal or political convenience or
following lobbying by applicants, agents/advisers or other interested parties.

Material considerations

33.

S4.

35.

36.

37.

The emphasis in determining applications is upon a plan led system. Section b4a of the
Town & Country Planning Act, 1990 requires all planning applicationsto be determined by
reference to the Local Development Framework (LDF), if material to the application, and
any other material considerations. If the LDF is material to the application then the
statutorypositionisthatthe application shouldbe determinedinaccordance with the LDF
unless material considerations indicate otherwise.

Material considerations include national planning guidance in the form of Government
Circulars, Planning Policy Guidance Notes, Planning Policy Statements, Non Statutory
Development Control Guidelines and case law.

Examples of material considerations are:-

° appearance and character of development;

traffic generation, highway safety and parking;
overshadowing, overbearing, overlooking and loss of privacy;
noise disturbance and otherloss of amenity;

layout and density of buildings;

relevant planning policies.

Matters which are not material considerations include:-

a) boundary disputes, covenants or other propertyrights;
b) personal remarks;

c) reduction in property values;

d) loss of private view.

The personal circumstances of an applicant for planning permission are not generally a

material consideration because they do not relate to the character or use of the land.

However, when consideringapplications which include an applicant’s home or the effect

of the development on neighbouring homes, Members should have regard to Article 8

Schedule 1of the Human Rights Act, 1998 which states:-

“1. Everyone has the right to respect for his private and family life, his home and his
correspondence.
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38.

2. There shall be no interference by a public authority with the exercise of this right
except suchis inaccordancewiththe lawandis necessaryin ademocraticsocietyin
the interests of national security, public safety or the economic well being of the
country, forthepreventionof disorderorcrime, fortheprotectionof healthor morals,
or for the protection of the rights and freedom of others.”

What constitutesamaterial considerationisa matter oflaw. The weightto be attached to
the consideration is a matter of planning judgment for the decision maker having regard
to the planning evidence.

Lobbying of and by Members

39.

40.

41.

42.

43.

4k,

45.

Lobbying is a normal and perfectly proper part of the political process. Members of the
public, applicants or local interest groups will often seek to influence a decision through
an approach to their ward Member.

The Nolan Committee’s Third Report states:

“It is essential for the proper operation of the planning system that local concerns are
adequately ventilated. The most effective and suitable way that this can be done is via
the local elected representatives, the Members themselves”(para 288)

Any Code of Conduct which fails to take account of the realities of the
political/representative process will not carry credibility with experienced elected
Members.

Lobbying can, unless careistaken, leadto the impartiality and integrity of aMemberbeing
calledinto question.Despite theremoval of therules concerning pre-determination, when
beinglobbied, Members, and particularlyMembers of the Planning Committee, should take
carenottoexpressanopinionwhichmaybe perceivedasindicating that theyhave already
made up theirmind on aparticular matter before having had the benefit of consideringthe
evidence and arguments both for and against the proposal. Members of the Planning
Committee should exclude themselves from any such discussions at the earliest
opportunity.

In such situations, Members should refer those who approach them for planning,
procedure or technical advice to officers and suggest to the lobbyists that they write to
the Chief Planning Officer in order that their views can be included in the officer reports
preparedforthe Planning Committee or fordeterminationunderdelegated powers. Even
if such lobbying does not give rise to a declarable interest, Members of the Planning
Committee should declare any lobbying to which they have been subject.

Where a Member receives information (including plans, data, correspondence etc) in
respect of an application, they should pass it onto the Chief Planning Officer as soon as
practicably possible sothat it can be taken intoaccount and includedin thereporton the
application.

Members should ensure that it is made clear to any lobbyists that they will only be in a
position to reach a final decision on any planning matter after they have heard all of the
relevantargumentsandlooked at the relevantevidence during the sitting of the Planning
Committee.
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Applications submitted by Members or officers

46.

47.

48.

49.

Proposals to their own authority by serving and former Members and officers and their
close friendsandrelatives can easily giverise to suspicions of impropriety if not handled
properly.Proposals can take the formof either planning applications or development plan
proposals. This advice also relates to enforcement matters.

It is perfectlylegitimate forsuch proposalstobe submitted.However, itis vital to ensure
that they are handled in a way that gives no grounds for accusations of favouritism.
Accordinglya Member or an officer making an application should follow the procedures
setout below:

(a) ifaMemberoran officer submittheirown proposaltothe Councilwhich theyserve,
they should take no partinits processing or the decision making process;

(b) Members who act as agents/consultants for people pursuing a planning matter
with the authority should take no part in its processing or the decision making
process;

(c) the Member or officer concernedin(a) or (b) should inform the Monitoring Officer
of such proposalsnolaterthan the date on which formal proposals are submitted.

For the sake of transparency in decision making, where any Member or officer or former
Memberorformerofficerisinvolvedinaplanningorrelated application to the Council, this
shall be referred to the Chief Planning Officer, as soon as possible who shall decide
whether or not the application should be referred to the Planning Committee, or
determined in the usual way under delegated powers if the application is in accordance
with development plans and all other material planning considerations. In respect of
formerMembers or former officers thisrequirement shallapply for a period of fouryears
following their departure from the Council.

Members of the Planning Committee must consider in accordance with the Code of
Conduct for Members whether the nature of any relationship with the person (either a
Member or an officer) submitting the planning application requires that they make a
declaration of interest and if necessary also withdraw from the meeting.

Applications submitted by the Council

0.

ProposalsforaCouncil'sowndevelopment canalso giverise to suspicions of impropriety.
Whilst it is perfectly legitimate for such proposals to be submitted to and determined by
the Local Planning Authority, it is vital to ensure that they are handled in a way that gives
no grounds for accusations of favouritism. Accordingly, proposals for a Council's own
development will be treated no differently from any other application.

Site visits

b1.

Members should try to attend site visits organised by the Council where possible.
However, asite visit should notbe requestedunless Membersfeelitis strictly necessary
because:
e particular site factors are significant in terms of the weight attached to them
relative to other factors or the difficulty of their assessment in the absence of a
site inspection; or
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b2.

53.

54.

e therearesignificant policyor precedentimplicationsand specificsite factors need
to be carefully addressed.

Information gained fromsite visits should be reportedbackto the Planning Committee, so
that all Members have the same information. The visit should be treated only as an
opportunityto seekinformation and to observe the site. During the visit Members should
askthe officersatthe site visit questions orseek clarification fromthemon matterswhich
are relevant to the site inspection.

Duringthe visit Members should not hear representations fromanyother party, [with the
exception of the ward Member(s)whose address must focus only on site factors and site
issues].If approached by the applicant or a third party, Members should advise them that
they should make representationsinwritingto the authorityand direct them to or inform
the officer present.Membersshould exercise caution when expressing opinions or views
to anyone.

Members should not enter a site which is subject to a proposal other than as part of an
official site visit, eveninresponsetoaninvitation, as thismay give the impression of bias
unless:
e the Member feelsit is essential to visit the site other than through attending the
official site visit; and
e the Member has first spoken to the Chief Planning Officer about their intention to
do so and why(which will be recorded on the file); and
e theMembercan ensurethattheywillcomply withthese good practice rulesonsite
visits.

Public speaking at meetings

bb5.

56.

The Constitution®mayprovide forarepresentative of apetition with20 or more signatures
of borough residents to address a committee meeting for up to five minutes. Such
speakingrightsonlyapply where petition’sdesired outcomeisnotin accordance with the
officer recommendation on the application. In such cases, Members of the Committee
may ask questionsof the petitioner.Where the petitionisopposingaplanningapplication
and is being reported to a Planning Committee, the applicant or their agent may address
the Committee forupto five minutesin support of the application. Time limits are subject
to Chair's discretion where there are multiple petitions.

Members of the Planning Committee should not allow Members of the public or other
Members of the Council to communicate with them, or act in a way which gives the
perceptionthat thisishappening, duringthe Committee’s proceedings(orally orin writing)
other than through the scheme for public speaking or as a Member making
representations on behalf of constituents, as this may give the appearance of bias.
Members should not frame questions so as to permit additional time for an individual
speech by aMember of the public.

Pre-application discussions

7.

Discussions between a potential applicant and the Council prior to the submission of an
application can be of considerable benefit to both parties and is encouraged by

3 Petition Scheme, Part 1, Chapter 3 of the Constitution
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58.

ba.

organisations such as the Local Government Association and the National Planning
Forum. AMembershouldnotnormallybeinvolvedindiscussions withadeveloper oragent
when a planning application is imminent or has been submitted but remains to be
determined.Potentially, these negotiations could be interpreted, particularly by objectors
to aproposal, as part of alobbying process.

Where Members need clarification about an application which may be dealt with through
appropriate pre-application discussions (for example, in the case of a large scale
development, where it is desirable for there to be a full understanding of the Council’s
planning and economic objectives), the request should be made to the Chief Planning
Officer.

In order to avoid the potential for criticism or challenge, pre-application discussions
generally should follow the guidelines below. Subsequent discussions should also be in
accordance with the following guidelines:

(a) officers should make it clear from the outset that the discussion will not bind the
Councilto making a particular decisionand that any views expressed are personal
and provisional;

(b) any advice given should be consistent and in accordance with the LDF. Officers
should agree, priorto any meeting,on a consistent interpretation of LDF policies;

(c) a contemporaneousnote of the meetingshould be prepared by the council officer
attending wherever possible and a copy sent to all parties for their agreement;

(d) the final version of the note of the meeting should form part of the planning file
should a planning application subsequently be received and thereby be open to
publicinspection.

Decision making at Planning Committee

60.

In making decisions on planning matters Members should:

e ensurethat,iftheyrequestaproposaltogobeforethe Planning Committee rather than
be determined through officer delegation, that their reasons are recorded and
repeatedinthereportto the Committee;

e come to meetings with an open mind and demonstrate that they are open-minded;

e comply with section 54A of the Town and Country Planning Act 1990 and make
decisions in accordance with the LDF unless material considerations indicate
otherwise;

e come totheirdecisiononlyafterdue considerationofall of the information reasonably
requireduponwhichto base a decision. If they feelthereisinsufficienttime to digest
new information or that there is simply insufficient information before them, request
that further information. If necessary, defer or refuse;

e notvote ortake partin the meeting's discussion on aproposal unless they have been
present to hear the entire debate, including the officers’introduction to the matter;

e haverecordedthe reasons for the Committee’s decision to defer any proposal;

e make sure thatif they are proposing, seconding or supportinga decision contrary to
officer recommendations or the development plan that they clearly identify and
understand the planning reasons leading to this conclusion/decision. These reasons
mustbe givenpriortothevoteandberecorded.Members must be aware that they may
have to justifythe resulting decision bygiving evidence in the event of any challenge.
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Planning appeals

61.

62.

63.

Appeals by applicants against the decisions of the Council, and which are heard by an
Inspector, are open to the public and Members are able to attend. Members are
encouragedtodoso,asmany have foundthemtobeagoodlearningexperience. This part
of the Code is concerned with Members who wish to participate in these appeals.

If Members wish to attend a public inquiry or informal hearing as ward Members they are
free to do so. It is stronglyrecommended that they discuss their participation with the
Chief Planning Officer to ensure that they are aware of the process and that they do not
act inamanner which may expose the Council to a claim of costs.

A Member cannot attend an appeal on behalf of the Planning Committee. The decision of
the Committee will be documented in the minutes and the case officer will present the
Council's case on its planning merits in accordance with the Committee's decision. The
Inspector is required to determine the appeal on its planning merits and therefore all
representationsshould be so directed. Where the appealed decision was contrary to the
officer recommendation, officers are generally able to present the Council's case in a
satisfactory manner. On the rare occasions where this may not be possible, the case will
be presented by a planning consultant employed by the Council.

Member training on planning

B4.

65.

Members may not participate in decision making at meetings of the Planning Committee
unless they have attended the mandatory planning training sessions prescribed by the
Councilon probity and planning. Thisincludes Memberswho are acting as a substitute for
regular Members of the committee.

All Planning Committee Members (and substitutes) should endeavour to attend any other
specialised training sessions provided, since these will be designed to extend their
knowledge of planning law, regulations, procedures, codes of practice and development
plans, which will assist them in carrying out their role properly and effectively.
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Chapter 25 - Members’ ICT Code of Practice

This Code of Practice sets out the standards and expectations of Elected Members
when using the Council's ICT equipment and resources.

Introduction

The use of Information and Communications Technology(ICT)is now integral to supporting the
role ofanelected Member of alocal authority. The Council providesall Councillors with electronic
facilities, which includes computer hardware and software, access to the internet and e-mail. It
is therefore essential that there is clarity not only about what equipment is available and how
technical supportis provided but also how technical innovation is dealt with and the mannerin
which the equipment, which is provided out of public funds, is used. This usage policy outlines
proper use of the facilities and the Members’ responsibilities in using it. It should be read in
conjunction with the Members’ Code of Conduct and the Protocol for Member and Officer
Relations which complement this policy and contain relevant guidance and requirements.

The purpose of this policyis to; -
e protect the security and integrity of the Council’'s computer facilities;
o clarify theissuesand give guidance about the use of the Council'sequipment, including
computer and telephone facilities; and
o indoingso, protect Members who use the Council's computer facilities.

AllMembers of the Councilhave signed a writtenundertakingto observe the Council's Members'
Code of Conduct(the Code). A Member must comply with the Code wheneverhe/sheisactingin
an official capacity.

Thereisa particularprovision withinthe Code which providesthataMember must, when using or
authorising the use by others of the resources of the authority, ensure that such resourcesare
not used improperly for party political purposes (particularly during the period between the
publication of a Notice of Election and an election day itself)and they must have regard to any
applicable Local Authority Code of Publicity made under the Local Government Act 1986.

This policy applies to all Members of the Council and applies to the use of any council
communication equipment or facilities, including computer or telephone.

Councilequipmentandfacilities- This includes any items of Council communications hardware,
such as computer equipment or telephones, or software such as e-mail and internet use.

CIT - Corporate Information Technology
ICT - Information and Communication Technology

Use of Council resources
General principles for the use of Council resources are that:

O public resources (i.e. equipment, facilities, staff time etc) may only be used in
accordance with the Code;
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i You must be able to defend the use of Council resources - if you feel you cannot,
you are probably misusing them;

O There is a general de minimis exception - by which is meant usage which would
otherwise be contrary to this document, but is so small in extent, and
inconsequentialinits effect, thatareasonable person, knowingall the facts, would
take the view thatitshould not be thought of asincludedinwhatis being controlled,
prohibited or otherwise included with this guidance;

O if in doubt, referto the Code;
i always apply common sense - it is a good barometer of what is likely to be
acceptable, and what is not;
O always seek advice before doing something you feel may be on the margins.
ICT Policy

1)

2)

3)

5)

Computer and telephone facilities are an essential and integral part of everyday working
life and the Council's computer facilities are widely accessible and will increase in the
future.

Thispolicyisapplicable tointernaland external transactionsusingthe Council’'s computer
facilitiesoraccessingthe council's systemsusingotherequipment eitherinthe workplace
orinanyotherlocation.

Members must ensure that they have the skills necessary to use Council computer
systems before doing so and advice can be obtained from the Head of Democratic
Services on the availability of suitable training.

High standards of conduct and probityare as relevant to the use of the Councilcomputer
facilities as they are to all otheraspects of work and Members must conduct themselves
in line with all appropriate Codes. For example, the relevant provision of the Members
Code is set out above. Unlawful or improper computer usage may expose the Council
and/or the individual Member to significant legal liabilities and negative publicity and a
complaint to the Standards Committee. Breach of this policy may resultin referralto the
relevant Party Whip witharecommendation forwithdrawal of accessto certain computer
facilities and may lead to action in line with the Code.

This document details the parameters of acceptable use and deals with the following
issues: -

Access to the Council's computer systems

Authority to express views

Monitoring computer and telephone usage
Confidentiality, security and accuracy of data

Guidance on copyright, legal and contractual issues
Network efficiency

Personal use of the Council's computer facilities
Inappropriate use, prohibited sites and offensive material
Otheruse

o

TS T 0o
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Access to the Council’'s Computer Systems

(a) The Councilwill provide access to and use of various computer facilities as may be
determinedfromtime totime. Although the Council wishes to encourage Members
to gain and improve their skills, personal understanding, knowledge and
development is asecondary consideration.

(b) Where aMemberisnotavailable,(e.g.due to sicknessabsence orleave)and access
to dataisrequired, the relevant party whip will be advised.
(c) In cases where there isaneed to investigate any potential breaches of this policy

appropriate advice must be sought from the Head of Democratic Services, the
Head of ICT and the Head of Legal Services.

Authority to Express Views

Members using Council computer facilities including e-mail and the internet must act in
accordance with the Code and ensure that these facilities are used in connection with council
business. Theymustnotbe usedforanypurpose otherthanthose directlyconcernedwith official
Council business, or the work of elected Members. ‘Official Council business’ means matters
relating to a Member's duties as an elected councillor; as a member of the executive, a
committee, board, sub-committee or panel; or as a Council representative on another body or
organisation. The e-mail facility provided should be used by Members to engage in
correspondence relevant to their role with other Members, officers, other public bodies, their
constituents, the publicingeneraland to encourage citizens to contact them whenappropriate.

Monitoring Computer and Telephone Usage

(a) Use of the Council's computer and telephone facilities is regularly monitored to
ensure that the standards within this policy are adhered to, probity maintained and
potential breaches of codes identified.

(b) Software systemsare in place that monitorand/ or recordall usage, including every
web site visited, chat, newsgroup, e-mails, and file transfersintoand out of internal
networks. Usage patterns will be monitored to ensure that council resources are
being properly utilised.

(c) The Council reserves the right to inspect any files stored in all areas of its network
and equipment toassure compliance with this policy. This includesthe local hard or
removable (such as CDs or USB sticks) drives of any machine used by Members. All
computertransactions and data within the Council'scomputer systemsor obtained
by accessing the Council's systems using other equipment eitherin the workplace,
at theirhome orin any otherlocation in working time or in their own time belong to
the Council. The Council has the absolute right to monitor, inspect or use all
transactions and data in any appropriate proceedings at any time, without notice.
Personal datais not exempt.

(d) The provisions of the Human Rights Act 1998 will be observed by the Council when
monitoring computer and telephone usage.

(e) If there are any concerns as to whether the contents of these paragraphs are not
being complied with, they willbe referredto the Head of Democratic Servicesin the
firstinstance.
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Confidentiality, Security and Accuracy of Data

(a)

(c)

(d)

(f)

(9)

(h)

(i)

(k)

(1

The Councilis legallyresponsible forall information storedin its computer systems
or transmitted by it and for any improper, inadvertent or negligent disclosure. This
principle applies evenif Membersstore informationin the computersystems which
isnotrelatedtotheirrole as CouncilMembers.Security of datais of primary concern
and security measures are in place to ensure the confidentiality of data held by the
Council,including dataonclients, members, staff, propertyand also that which could
be commercially sensitive.

Members must co-operate with all security measuresandarrangements, and can be
held accountable for any breaches of security or confidentiality.

User IDs and passwords maintain individual accountability for computeraccess and
must be kept secure, confidential and not inappropriately disclosed. Document
passwords and read only restrictions should also be used where appropriate.
Members mustnotdisclose passwordsorgive accesstounauthorised users,and are
responsible for changing their passwords if they suspect that an unauthorised
person may be aware of their password.

All external e-mails sent will automatically include a confidentiality and disclaimer
notice.

Members must take care to address e-mails and files correctly to avoid sensitive
information being sent or widely distributed to inappropriate individuals or
organisations.

Much of the data held by the Council on individuals is covered by Data Protection
legislation. Disclosure of this information, evenunintentionally, can be in breach of
the Data Protection Code of Practice. Members should ensure the accuracy of data
that they are responsible forstoring, updating or transmitting,and must not amend
or alter e-mails theyreceive. Files containing sensitive or confidential Council data
that are transferred across the Internet must be encrypted.

Members are advised that auto-forwarding of emails to personal address is
discouraged, however should a Councillor still wish to do so they must ensure they
are registered as a data controller with the Information Commissioner's Office. It
shouldbe furthernoted thattheindividual Member is responsible forthe security of
that data and the data destruction protocols.

Members may use their own equipment to access emails and other data, however,
thisis only permitted if the device has the Council's security facility installed.
Systems to protect the safety and security of the Council'snetworks and additional
devices have been and will continue to be installed. Members must not attempt to
disable, defeat or circumvent any Council security facility.

Modems can provide anintruderwithaccesstothe Council'snetwork. Therefore any
computerusedforindependentdial-up orleased-line connections mustnotbe part
of the Council'snetwork, unlessexplicitlyauthorisedbythe Head of ICT. Connections
to the Internet using modems from network connected computers are specifically
prohibited. To ensure security it may be necessary to prevent machines with
sensitive dataorapplicationsfromconnectingtothe Internet, orforcertainusersto
be prevented from using certain facilities such as file transfers.

To prevent unauthorised use Members should not leave computers unattended for
long periods when switched on and should use document passwords and screen
savers for confidentiality if they leave their machine unattended for short periods.
Internet connections willbe automatically disconnected after a period of inactivity.
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(m)

Copyright,
(a)

(b)

(c)

(d)

(e)

(f)
(9)

(h)

It is inappropriate to reveal confidential Council information, customer data, trade
secrets, and any other material covered by existing Council security policies and
procedures into public forums such as chats and newsgroups. Members releasing
protected information, whether or not the release is inadvertent, may be in breach
of existing data security policies and procedures and the Data Protection Act 2018.

Legal and Contractual Issues

Members must conduct themselves honestly and appropriately when using the
Council'scomputerfacilitiesinline with other businessdealings, copyright, software
licensing rules, propertyrights, privacy and prerogatives of others.

Downloading and copying data and software for Members’ own or work use or
sending the works of others to third parties without permission can infringe
copyright.

Although downloaded data from the Internet may be allowed for individual use
copyright may be breached if e-mailed or if the data is incorporated into a Council
document. The copyright position should always be checked and the appropriate
permissions or acknowledgements sought. In the case of subscription services
Members should ensure that the appropriate licences are obtained.

Downloaded software must be used only under the terms of its licence, and should
be addedto the appropriateinventoryrecords.Software orfilesdownloaded viathe
Internetinto the Councilnetworkbecome thepropertyofthe Council. Members must
arrange to have such software properly licensed and registered where required. To
ensure personal protectionfromany problems software should onlybe downloaded
after permission has been received from the Council's Head of ICT. Software
downloaded without permission may be deleted automatically.

Members must safeqguard council publications covered by copyright. The Council
retains the copyright to any original material posted to any forum, newsgroup, chat
or World Wide Web page by any Member in the course of their duties. To ensure
personal protection from any problems Members must not upload any software
licensed to the Council or data owned or licensed by the Council without explicit
authorisation fromthe Council's Head of ICT responsible for the software or data.
Transactions through these facilities must be treated in the same way as other
transactions on the Council's headed paper.

The use of computerfacilities can lead to contractual obligationsin the same way as
oral or other written forms of transactions. There are limitations as to whetherin
some cases these transactions can constitute valid legal agreements. Members
shouldthereforeensure thattheydonotexceedtheirpowerstoenterinto contracts
or authorise expenditure. If Members are uncertain of the position, they should
contact the Head of Legal Services or Head of Democratic Services for advice.
Computerrecordsshouldnotberelied onwhere thereisalegal requirement for other
record keepingto take place. Adequate records of computer transactions on behalf
of the Councilneedtotake place eitherthrougharchiving, orotherelectronicornon-
electronic back up methods. Where appropriate, confirmation of receipt of
important e-mails should be gained which may be disclosed in litigation. If in doubt
aboutthelegal position, once again, advice from the Head of Legal Services must be
sought.
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Network Efficiency

(a)

(b)

(c)

(d)
(e)

(f)

Members must reqularly delete or archive files no longer required or needed for
immediate access.

Anyfile that is uploaded ordownloaded must be scanned for virusesbeforeitis run
or accessed. In general thisshould be achieved throughthe use of memory resident
or network virus checking software. Any files, including files received as e-mail
attachments, should not be imported without first checking for viruses using
approved software. If in doubt Members must consult the Council's Head of ICT via
the Helpdesk number (6556).

Unnecessary or unauthorised e-mail and Internet usage causes network and server
congestion, slows other users, takes up work time, consumes supplies and ties up
printers and other shared resources.

Where possible Members should schedule communications-intensive operations
such as large file transfers, video downloads, mass e-mailing for off-peak times.
Video and audio streamingand downloading technologiesrepresent significant data
trafficthat can cause local networkcongestion.Video and audio downloadingshould
be avoided where possible.

See also e-mail guidelines.

Personal Use

(a)

(b)

Whilst ICT equipment supplied by the Council is intended primarily to be used for
council purposes, provided there is no cost to the Council or any liability for the
Councilarisingfromits use forsecondarypurposes, itis a matterfor each individual
Councillor as to whether or not they use it for other purposes. If Councillors do use
ICT equipment forotherpurposes, theymust satisfythemselvesthat this secondary
use is acceptable and appropriate.

Examples would be personal e-mail correspondence, researching hobbies,
downloadingaudio filesetc...and shouldbe contained within‘de minimis’description
referred toin the ‘Use of Council Resources’Section of this Policy

The Council is not liable for any problems arising out of the purchase of goods or
financial transactionsby Memberson a personal basisusingthe Council'scomputer
facilities.

Inappropriate Use, Prohibited Sites and Offensive Material

(a)

(b)
(c)

Members must not use computer facilities to access or send transactions that are,
libellous, harassing and defamatory or cause offence toanindividual and their dignity
or contain offensive comments based on, for example, gender, race, age, sexuality
or disability or religious belief.

False statements, or information, which adversely affects a person’s, or an
organisation’s, reputation must not be made.

Memberswill be liable forany statementsthatare not sanctioned bythe Counciland
which may breach equalities orindeed other legislation.

Members must not access or participate in chat rooms, newsgroups, list servers, e-
mail subscriptionservicesorothernewinformation sharing technologies unless they
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(e)

(f)
(9)

(h)

(j)
(k)

Other use
(a)
(b)

have the documented express permission of the Head of ICT or nominated
representative. In cases of any doubt advice must be sought from ICT.

Members must not deliberately access or deliberately carry out search procedures
that resultin access to inappropriate Internet sites or material. This may include
pornographic, racist or othersites that are not appropriate for members of a public
authorityto use Councilequipment or software to access. Members must not store,
view, print or redistribute any inappropriate document or graphicfile.

To ensure thatMembersare, as far as practicable, protected frominappropriate and
offensive sites, software has been introduced to block access to such sites.

If a Member accidentally connects to a site that contains inappropriate or offensive
material that hasnotbeenblocked, theymust disconnect fromthat site immediately
usingthe“Home"buttononthe web browser.Members mustthenimmediately cease
to use the search that produced the material.

No Member may use council facilities knowingly to download or distribute pirated
software or data, entertainment software or games, or to play games against
opponents over the Internet.

No Member may use the Council's computer facilities to deliberately propagate any
virus, worm, Trojan horse, trap-door program code or any other harmful programs.
Members must not amend transactions received.

Members using the council computer facilities must identify themselves honestly,
accurately and completely and must not impersonate any other person particularly
when in chat rooms or newsgroups, or when setting up accounts on outside
computer systems.

Most Councillors are electedonaparty political platformand the organisation of local
authorities into political groups is recognised in law.
ItislegitimatetousethelCT equipment provided foractivitieswhichare pursuant to
the conduct of the Council'sbusinessincluding the organisation of group meetings,
conducting correspondence including that with political parties which arises
because of aCouncillor'smembership of and/orrole within the Council or responding
torequests forinformation.
Members are not permittedto use any resources, includingICT resources, provided
by the authority for partypolitical purposes(see paragraph 4 above), especiallyin the
period betweenthe publication of a Notice of Electionand the election date, known
as the ‘purdah’period. Party Political uses would include:
e advocating support for the candidacy of one candidate or political party as
opposed to another during an election period,
soliciting support from electors
preparing a party newsletter for party members or for members of the public.
e Preparingormaintaining databases of party supporters or mailinglists to be used
for eliciting support for a party or candidate

ICT Equipment provided to Members

(i)

(iii)

The Council will provide modern computer equipment options for Members to use.
Similar equipment is also available for use in the Group Office computer rooms.

All this equipment is fully supported by the ICT Service Desk between 8.00 am and
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5.30 pm which can be contacted at ICT Service Desk on 01895 556556 or
mailto:ICTServiceDesk@Hillingdon.Gov.UK

The equipment provided is designedto last for the life of the Council(i.e. for four years)and be
capable of handling technological changes such as new or enhanced software that may be
introduced on Council systems. However, it is recognised that the speed of technological
innovation means that new hardware and software may become available which might assist
Membersin connection with Council business. Any request for hardware or software additional
to that provided generally to Members will be determined by the Head of Democratic Services
(with technical input from the Head of ICT) after consultation with the Cabinet Member for
Corporate Services, or Leader of the Council, in accordance with the following criteria:

will it assist in the conduct of the Council’'s business?

is it consistent and compatible with the Council’s technical standards?
isitrelevant to a particular role carried out by Members?

can the cost be managed within existing budget provision?

Responsibilities

The lead officer for Members'ICT is the Head of Democratic Services with technical advice and
guidance fromthe Head of ICT. The Leader of the Council has general oversight of the operation
of these guidelines.

E-Mail Guidelines for Members

(a) E-mails enable clear communication, especially for remote sites, disparate workgroups,
flexible working arrangements and interdepartmental / organisational partnerships.

(b) E-mails should notbe usedas adeliberate means of avoiding personal contact where one
face to face discussion can avoid an exchange of numerous e-mails.

(c) Limit the number of copies to those that are necessary.

(d) Do notunnecessarilybroadcastinformation widely. Constant bombardment of individuals
byirrelevant or unsolicited e-mail is time wasting.

(e) E-mails should be checkedregularlyorwhere thisis not possible arrangements shouldbe
made for themto be redirected to Democratic Services.

(f) Reply promptly to all e-mail messages requiring a reply. Where a prompt, detailed,
response is not possible, send a short e-mail acknowledging receipt and giving an
estimate of when you will provide adetailed response.

(g) Do not unnecessarily print out and store hard copies of e-mails.

(h) Do not either write in capitals as this can be perceived as shouting, or adopt a more
aggressive tone in e-mails than you would in a face to face discussion and abide by the
corporate standards for written communication.

(i) E-mail and the Internet provide an immense and unprecedented way to communicate
council messages. If authorised to use them, it is important to maintain clarity,
consistency and integrity of the Council’s corporate image and policy.

(j) Do not attach long files or include graphics and logos if this is not necessary.

(k) Members mustreqgularlydeleteorarchive filesnolongerrequired or needed forimmediate
access.

(N Summary checklist
o Is e-mail the best way to communicate this message?
. Think before you write.
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Use the spell check facility

Think before you print.

Only copyin people who you would be prepared to talk to about the subject.
Re-read before you send.

Delete or electronically file/archive e-mail as soon as it is dealt with.
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Chapter 26 - Members Allowance Scheme

ThisisaSchemefortheallowances paid toelected Councillorsand co-opted members
of the London Borough of Hillingdon It is adopted annually in accordance with Local
Authorities(Members Allowances) England Regulations 2003 No. 1021(as amended).

This is the Scheme agreed for 2024/25

1. Introduction

In accordance with Local Authorities (Members Allowances) England Regulations 2003 No. 1021
(asamended)the London Borough of Hillingdon makes the following scheme: -

2. Basic Allowance

For2024/25an allowance of £12,481will be payable to all Councillorsand will be paid in equal monthly
instalments. The basic allowance includes intraborough travel and subsistence costs.

3. Special Responsibility Allowances

Special responsibilityallowances of the followingamounts shall be paid in equal monthlyinstalments
to Councillors holding the following responsibilities:

(£)
1. Leader of the Council 58,700.29
2. Deputy Leader of the Council 49,447.58
3. Chief Whip of Largest Party 23,725.26
4, Cabinet Member 41,351.55
5. Chairman of Select Committee 23,725.26
6. Chairman of Planning Committee 23,725.26
7. Chairman of Licensing Committee 23,725.26
8. Chairman of Standards Committee 3,343.46
9. Standards Committee Independent Person 500 (per meeting)
10. | Chairman of Audit Committee* 3,180.83
11. | Champion 6101.08
12. | Council representative on Adoption and Permanency Panel 13,373.87
13. | Cabinet Assistant 9,252.71
14. | Leader of 2" Party 23,725.26
15. | Chief Whip of 2" Party 6101.08
16. | 2" Party Lead on Select Committee 6101.08

*Where a non-Councillor is Chairmanor Vice Chairmana co-optees’allowanceis payable as set out
in the Scheme under section 9.

4. Limit on Payment of Special Responsibility Allowances

Individual Councillors maynot claim a special responsibilityallowance for more than one position
for which they qualify.

Page 248



5. Renunciation

Councillors may elect to forego any of their entitlement to an allowance under the scheme by
giving written notice to the Corporate Director of Finance.

6. Part-Year Entitlements

(a) This paragraph regulates Councillors’ entitlement to allowances where the scheme is
amended during the year or where an individual ceases to be a Councillor or accepts or
relinquishes a position of special responsibility.

(b) If anamendment to this scheme is made during the year to which it refers and changes the
amount which a Councillor may claim in basic allowances the annual entitlement shall be
calculated using the following method: -

Annual Days at
entitlement _  unamended

to basic ~ rate divided by
allowance 365

Annual
payment

+

unamende
d rate

Days at
amended rate x
divided by 365

Annual payment
atamended rate

(c) Wheretheterm of office of a Councillorbeginsorends part way through the year the annual
entitlement to basic allowance shall be calculated using the following method:

basic allowance ~ 365

Annual entitlementto _ Daysasa Councillor divided by

Annual rate of

allowance

(d) Where this scheme is amended during the year to which it refers the annual entitlement to
basic allowance of Councillorsbeginningorending theirterm of office part way through the
year shall be calculated using the following method:

Days as a
Annual Councillor
entitlement _  during
to basic ~ unamended
allowance scheme

divided by 365

Annual
payment at
unamended
rate

Days as a
Councillor
during
amended
scheme
divided by 365

Annual
X payment at
amended rate

(e) Where Councillors hold positions of special responsibility during part of the year their
annual entitlement to special responsibility allowance shall be calculated using the

following method:

Days holding Days holding
position of o
Annual . position of Annual
. special Annual .
entitlement o special payment
. _ responsibility payment at .
for special = . + responsibility X at
- during unamended .
responsibility unamended rate during amended amended
allowance - scheme divided rate
scheme divided by 365
by 365 y

Page 249



7. Outof Borough Travelling and Subsistence Allowances

Councillors shall be entitled to claim for out of borough travelling allowances incurred in
undertaking approved duties as agreed in advance by the Council.

The out of borough car mileage allowance for Councillors shall be paid at the same rate as those
paid to officers for the Standard Mileage User Allowance.

Theamounts paid forout of borough subsistence shall be inaccordance with the maximum levels
laid down fromtime to time by the Ministry for Housing, Communitiesand Local Government, but
claims may only be made for approved duties.

8. Dependent/ Carers Allowance

A dependent/carers allowance shall be payable at the National Minimum Wage for Adults hourly
rate based on the following criteria:

e paymentsshould be subject to a maximum weekly payment, equivalent to seven-and-a-half
hours of care per week;

e themaximumrate shouldbesetlocallytoreflectlocal costs,inaccordance with social service
departments levels;

e payment should be claimable in respect of children aged 15 or under or in respect of other
dependants where there is medical or social work evidence that care is required;

e only one weekly payment should be claimable in respect of the household of each Member,
exceptin special circumstances to be judged by the Council’'s Standards Committee;

e theallowance should be paid as areimbursement of incurred expenditure against receipts;

e the allowance should not be payable to a member of the claimant’s own household and;

e anydispute as to entitlement and any allegation of abuse should be referredto the Council's
Standards Committee for adjudication.

9. Co-optees’ Allowances

Where a co-optee and non-Councillor is the Chairman of the Audit Committee, an annual
entitlement allowance of £3,180.83 may be paid. This will be paid on a pro-rata basis if the
appointment of the co-optee begins or ends otherwise than at the beginning or end of a year.
Where a co-optee is an Independent Person on the Standards Committee an entitlement
allowance of £5600 per meeting required and attended may be paid. Where a co-optee is one of
the three statutory education co-optees on the Executive Scrutiny Committee, an annual
entitlement allowance of £445.80 may be paid. This will be paid on a pro-rata basis if the
appointment of the co-optee begins or ends otherwise than at the beginning or end of a year.
These allowances will cover expenses, such astravel and subsistence, related to the dutiesof the
postholder.

10. Claims and Payments
(a) All claims for out of borough travelling and subsistence and carers allowances must be

submitted withintwo months of the date of the approved dutytowhich theyrelate, made on
the standard form as used by officers and returned to the Head of Democratic Services.
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(b) Paymentsshallbe made in respect of basic and special responsibilityallowances subject to
sub-paragraph (c) below in Instalments of one twelfth of the amount specified in this
scheme onor before the 15" of the month directto each Member’s bank or building society
account.

(c) Where the payment of allowances in one-twelfth instalments would result in a Councillor
receiving more than he or she is entitled to because of a part year effect (as defined in
paragraph 9above)the payment shall be restricted to the annual entitlement.

1. Withholding Members’ Allowances

Where there has been an adjudication, which suspends or partially suspends a Councillor from
office followingabreach of the Code of Conduct, the Council may withhold all allowances paid to
that Councillor with immediate effect.

12. Records of Allowances and Publicity

In accordance with the 2003 requlations a detailed record will be kept of the name of the
recipient and the amount and nature of each payment made. This will be available for public
inspection at all reasonable timesorcopiessuppliedfollowingthe payment of areasonable fee.

As soon as isreasonably practicable after the end of the municipal year to which the scheme
relatesthe total sum paid to eachrecipientin respect of basic allowances, special responsibility
allowance, dependant carersallowance and out of borough travellingand subsistence allowance
will be published on the Council's website and local newspaper.

13. Independent Remuneration Panel

Hillingdon Council has had regard to the recommendations made by the Independent Panel for
the Remuneration of Councillorsin London in developing its Members’ Allowances Scheme.
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Glossary

Asthe Council'sConstitutionhasevolved overtime, oftenbased ondetailedlegislation
and requlations, the wordingin places can be complex. To help, a useful glossary of
some of the terms used in this Constitution is available here:

Budget

Cabinet

Call-in

Chapters

Chief Finance
Officer

Chief Officers

Confidential
Information

Constitution

Co-optee/Co-opted
Member
Executive

Exempt Information

Forward Plan

Allthe financial resourcesallocated to different services and projects
within departments or Cabinet portfolios.

The Council's top leadership team, comprising portfolio-holding
Councillors, including the Leader of the Council, responsible for
carrying out most of the local authority's functions.

A mechanism, which allows an overview & scrutiny committee or
‘Select Committee’ in Hillingdon to examine, and challenge, an
executive decision before it is implemented.

Functional sections of this Constitution setting out the processes
and rules that are followed governing the Council’s business.

The s151officer,and the officerresponsible for the administration of
the financial affairs of the Council; also known as the Corporate
Director of Finance. More details are in Part 2, Chapter 12.

The most senior Council staff -see Part 2, Chapter 12.

Information either given to the Council by the Government on terms
which forbid its public disclosure or which cannot be publicly
disclosed by Court Order.

Thisdocumenthere.ltis an important document settingout how the
Counciloperates, how decisionsare made and all the procedures that
have to be followed.

A non-voting, non-Councillor appointed to serve on a

Committee/Sub-Committee in an advisory capacity.

Term used to describe the collective role of the Leader, Cabinet &
individual Cabinet Members.

Information falling into one of a number of categories set out in
Section 100 (A) and Part 1 of the Local Government Act 1972 (as
amended)which usually cannot be publicly disclosed - see the Rules
on access to information in Part 3, Chapter 17.

A schedule of allthe Key Decisions the Cabinetand Cabinet Members
expect to take over the coming months and year. It also includes
many non-key decisions for further transparency.
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Head of Paid Service

Joint Committee

Key Decision

Monitoring Officer

Overview & Scrutiny

Policy Framework

Rules

Protocols

Quorum

Standards Committee

Corporate /
Executive Director

Virement

The most senior officer, with overall responsibility for the
management and operation of the Council; also known as
the Chief Executive.

A body appointed under Section 101 of the Local Government Act
1972, that enables the Council to jointly undertake functions with
another body. These are set outin Part 2, Chapter 13.

A decision by the Cabinet or Cabinet Member, which s likely either to
incur significant expenditure/make significant savings in excess of
approved budgets or to have a significant impact on local
communities. The criteriaused tois set outin Part 2, Chapterb.

The officer charged with ensuring that everything that the Council
doesis fair and lawful, detailed furtherin Part 2, Chapter 12.

Statutory bodies, which are called ‘Select Committees’in Hillingdon
that provide supportandadvice to the Cabinetby contributing to the
review and development of policy; holding them to account by
questioning, challenging and monitoring their performance. Details
are setoutinPart 2, Chapter 6.

The plansandstrategies, which have tobe adoptedbythe full Council
and inaccordance withwhich the Cabinethave to operate. These are
setoutinPart 2, Chapter 4.

Detailed rules, which govern how the Council operates and how
certain decisions are taken. These are set out in Part 3.

Codes of Practice, whichset outhow, for example, various elements
of the Council, are expected to interact with each other. These are
setoutin Part 3.

The minimum number of Councillorswho have tobe presentbeforea
meeting can take place.

A Committee, withindependent members, responsiblefor promoting
and maintaining high standards of conduct by Councillors and
considers written allegations that a Councillor has failed to comply
with their Code of Conduct.

The most seniorofficers, afterthe Chief Executive, each of whomis
responsible for Council Directorates or anumber of service areas.

Moving funds from one area of expenditure to another, e.g. from
project to project or service to service.

If you would like any further information about the Constitution, please contact
Democratic Services at democratic@hillingdon.gov.uk or by telephone: 01895 250636
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Officer Scheme of Delegations
- Annex

To be updated and approved by full Council in due course - links with Part 2, Chapter 12.
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