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Town Clerk — Peter Herbert

6" May 2014

Notice is hereby given that there will be a Meeting of the GOVERNANCE AND
AUDIT COMMITTEE held in the NEW MILLENNIUM CHAMBER, MANOR HOUSE,
CHURCH STREET, LITTLEHAMPTON on TUESDAY 13 MAY 2014 at 6.30PM

Committee: Clirs Northeast (Chair), Britton,
Caffyn and Hulmes

PETER HERBERT
Town Clerk

AGENDA
2013/2014

1. EVACUATION PROCEDURES

2. FILMING OF COUNCIL MEETINGS AND USE OF SOCIAL MEDIA

During this meeting the public are allowed to film the Committee and officers
only from the front of the public gallery, providing it does not disrupt the
meeting. Any items in the Exempt Part of an agenda cannot be filmed. If
another member of the public objects to being recorded, the person(s) filming
must stop doing so until that member of the public has finished speaking. The
use of social media is permitted but all members of the public are requested
to switch their mobile devices to silent for the duration of the meeting.

3. MOBILE PHONES
Members and the public are reminded that the use of mobile phones (other
than on silent) is prohibited at Town Council and Committee meetings.

4. APOLOGIES

5. DECLARATIONS OF INTEREST
Members and Officers are reminded to make any declaration of disclosable
pecuniary or personal and/or prejudicial interests that they may have in
relation to items on this Agenda.

You should declare your interest by stating:

(a)  the item you have the interest in

(b)  whether it is a disclosable pecuniary interest, whereupon you will be
taking no part in the discussions on that matter, or

(e) (i) whether it is a personal interest and the nature of the interest
(ii) whether it is also a prejudicial interest

O

QUALITY
TOWN
COUNCIL



9.1
9.2
9.3

9.4
9.5

10.

11.

(i)  If it is a prejudicial interest, whether you will be exercising your
right to speak under PUBLIC FORUM
You then need to re-declare your interest and the nature of the interest at the
commencement of the item or when the interest becomes apparent.

MINUTES
To confirm the Minutes of the meeting held on 4 February 2014, circulated
herewith.

PUBLIC FORUM

Members of the public are invited to ask questions or raise issues which are
relevant and are the concern of this committee. A period of 15 minutes is
allocated for this purpose. If possible, notice of intention to address the
Committee should be given to the Clerk by noon of the day of the meeting.

CHAIR’S REPORT AND URGENT ITEMS

OFFICER’S REPORTS

Annual Governance Statement — Report attached.

Internal Audit Update — Report attached.

Review of Financial Regulations — Oral update from the Finance and
Resources Manager.

Aims and Objectives — Report attached.

Scheme of Delegation — Report attached.

MASTERPLAN — NORTH LITTLEHAMPTON

EXEMPT BUSINESS
It is RECOMMENDED that:

The public and accredited representatives of the
press be excluded from the Meeting under
Section 100 Local Government Act 1972 due to
the confidential nature of the business to be
conducted.




LITTLEHAMPTON TOWN COUNCIL

Non-Confidential

Committee: Governance and Audit Committee

Date: 13 May 2014

Report of: The Town Clerk

Subject: Annual Governance Statement 2013/14

1 Summary

1.1 Attached as an Appendix to this report, for the Committee’s consideration and

3:1

3.2

3.3

3.4

to recommend to Council for approval, is the 2013/14 Annual Governance
Statement.

Recommendation
The Committee is RECOMMENDED to RECOMMEND that COUNCIL

(1) approve the Annual Governance Statement and authorise the Mayor and
the Town Clerk to sign accordingly, (subject to paragraph 3.6).

Background

The Council is required to produce a Statement of Accounts and have it
approved by Council by 30" June each year. This is in the form of an Annual
Return and The Annual Governance Statement forms Part of this return.

The Annual Governance Statement is signed on behalf of the Council by the
Chair (Mayor) and Town Clerk. Those who are responsible for the conduct of
public business and for spending public money are accountable for ensuring
both that public business is conducted in accordance with the law and proper
standards, and that public money is safeguarded and properly accounted for,
and used economically efficiently and effectively.

In discharging this accountability, public bodies and their management (both
Members and Officers) are responsible for putting in place proper
arrangements for the governance of their affairs and the stewardship of the
resources at their disposal.

Councils are expected to make a number of representations and assertions in
eight statements of assurance, which together comprise the Annual
Governance Statement, about the accountability of the Council



3.5

The statements are explained in the following table. The Annual Governance

Statement is attached as Appendix 1.

accordance with the requirements
of the Accounts and Audit
Regulations and proper practices.’

Statement Explanatory note
1. 'We approved the accounting | Through the act of formally approving
statements prepared in | the accounts the Council asserts that

it has prepared those accounts in the
way prescribed by law and in
accordance with proper practices.

2. 'We maintained an adequate
system of internal control,
including measures designed to
prevent and detect fraud and
corruption and reviewed its
effectiveness.’

This statement covers the Council's
responsibility to ensure that its affairs
are managed in accordance with
proper standards of financial conduct
and arrangements exist to prevent
and detect fraud and corruption. The
Council also asserts that it has tested
those arrangements at least once in
the year to make sure they are
working in an adequate and effective
way.

3. ‘We took all reasonable steps to
assure ourselves that there are no
matters of actual or potential non-
compliance with laws, regulations
and codes of practice which could
have a significant financial effect
on the ability of the Council to

conduct its business or on its
finances.’
4. We have provided proper

opportunity during the year for the
exercise of electors’ rights in
accordance with the requirements
of the Accounts and Audit
Regulations’

These statements cover the local
Council's responsibility to act within
the law and to put in place proper
arrangements to ensure that its
financial affairs are conducted in
accordance with the law and relevant
regulations, including providing the
opportunity for electors to exercise
their rights to inspect the financial
records and ask questions of the
auditor.

The third statement confirms that the
Council has only done what it has the
legal power to do and the fourth
statement, confirms that it has during
the year allowed all persons who may
be interested the opportunity to
exercise their rights.

5. ‘We carried out an assessment of
the risks facing the Council and
took appropriate steps to manage
those  risks, including  the
introduction of internal controls
and/or external insurance cover

where required.’

These representations cover the
Council's responsibility to develop,
implement and regularly monitor the
effectiveness of systems of internal
control covering:

» the overall control environment,
including internal audit;

— 1




36

6. ‘We maintained throughout the
year an adequate and effective
system of Internal Audit of the
Council's accounting records and
control systems.’

7. ‘We have taken appropriate action
on all matters raised in reports
from internal and external audit.’

 the identification, evaluation and
management of operational and
financial risks;

* budgetary control and monitoring
arrangements; and

« the documentation and application
of control procedures.

8. ‘We considered whether any
litigation, liabilities or
commitments, events or
transactions, occurring either
during or after the year-end, have
a financial impact on the Council
and, where appropriate have
included them in the accounting
statements.’

This statement covers the Council’s
responsibility to conduct its financial
affairs and to put in place proper
arrangements to ensure that its
financial standing is soundly based.
This statement provides assurance
that the Council has considered and
disclosed in the Annual Return all
matters relevant to its business,
including any relevant events which
have taken place in the period
between the end of the financial year
being reported and the date of the
Annual Return, which could have an
impact on its ability to continue its
work.

9 N/A

Statement 1 cannot be approved before Council receives the Statement of
Accounts for Approval which will be at the meeting on 26" June

Peter Herbert
Town Clerk




Section 2 — Annual governance statement 2013/14

We acknowledge as the members of:

Council/Meeting

our responsibility for ensuring that there is a sound system of internal control, including the
preparation of the accounting statements. We confirm, to the best of our knowledge and belief, with
respect to the accounting statements for the year ended 31 March 2014, that:

This annual governance statement is approved
by the council and recorded as minute reference

We approved the accounting statements preparedin
accordance with the requirements of the Accounts and
Audit Regulations and proper practices.

We maintained an adequate system of internal control,
including measures designed to preventand detect fraud
and corruption and reviewed its effectiveness.

We took all reasonable steps to assure ourselves that there
are no matters of actual or potential non-compliance with
laws, regulations and proper practices that could havea
significant financial effect on the ability of the council to
conduct its business or on its finances.

We provided proper opportunity during the year for the
exercise of electors’ rights in accordance with the
requirements of the Accounts and Audit Regulations.

We carried out an assessment of the risks facing the
council and took appropriate steps to manage those risks,
including the introduction of internal controls and/or
external insurance cover where required.

We maintained throughout the year an adequate and
effective system of internal audit of the council accounting
records and control systems.

We took appropriate action on all matters raised in reports
from internal and external audit.

We considered whether any litigation, liabilities or
commitments, events or transactions, occurring either
during or after the year-end, have a financial impact on the
council and, where appropriate have included them in the
accounting statements.

Trust funds (including charitable) — in our capacity as the sole. /=2 &1 !
managing trustee we discharged our responsibility in relation

prepared its accounting statementsin the

O way prescribed by law.

made proper arrangements and accepted
responsibility for safeguarding the public
money and resources in its charge.

has only done what it has the legal power
to do and has complied with proper
practices in doing so.

OO

during the year has given all persons
interested the opportunity to inspect and
ask questions about the council's accounts.

OO0
OO

considered the financial and other risks it
faces and has dealt with them properly.

arranged for a competent person,
independent of the financial controls and
procedures, to give an objective view on
whether internal controls meet the needs of
the council.

OO

OO
OO

responded to matters brought to its
attention by internal and external audit.

disclosed everything it should have about
its business activity during the year
including events taking place after the year-
end if relevant.

has met all of its responsibilities where it is
a sole managing trustee of a local trust or

to the accountability for the fund(s)/assets, including financial O O O trusts.

reporting and, if required, independent examination or audit.

dated

Signed by:
Chair
dated
Signed by:
Clerk
dated

*Note: Please provide explanations to the external auditor on a separate sheet for each ‘No’ response.
Describe how the council will address the weaknesses identified.

Page 3 of 6




LITTLEHAMPTON TOWN COUNCIL

Non-Confidential

Committee: Governance and Audit Committee

Date: 13 May 2014

Report of: The Town Clerk

Subject: Internal Audit Update

.. Summary

1.1 This report updates on the appointment of a new Internal Auditor. The Internal

31

3.2

33

3.4

Audit — Terms of Reference & Engagement and The Strategic Internal Audit
Plan are attached as Appendices 1 & 2 for reference.

Recommendation

The Committee is RECOMMENDED to

(1)  Approve the appointment of Mulberry & Co. as the Council's Internal
Auditor for an initial period of 2 years.

(2)  Consider and update if necessary the Internal Audit — Terms of
Reference & Engagement.

(2)  Remove the auditing of individual services by the Internal Auditor from
the Strategic Internal Audit Plan.

Background

The existing Internal Audit — Terms of Reference & Engagement requires that
the Councils Internal Auditor is changed every 5 years; therefore at the
request of this Committee the Town Clerk & RFO have sought suitable
candidates. Three potential candidates have been interviewed and Mulberry &
Co. is recommended to most fit the Council’'s needs.

Mulberry & Co. are Chartered Certified Accountants who currently audit over
30 Town Councils per annum. They are also the registered Auditors to SALC.
Mulberry & Co. offer an Internal Audit service in two parts; the first
concentrates on the systems and procedures and the second on the more
financial aspects. These are carried out in the Autumn and Spring
respectively. As part of the process they will provide a written plan and other
associated information so that the Council can fulfil its obligations in respect of
the effectiveness of the Internal Audit, competence and independence. At the
end of the assignment they provide a management letter that can be
discussed with Council, via the Governance & Audit Committee.

As an addition to the legally required work the previous Internal Auditor looked
at 2 services a year on a rotating basis as per the Strategic Internal Audit Plan
(Appendix 2). The process has basically been to document who does what for
each service. This has not necessarily proved particularly beneficial and it is
recommended that the Internal Audit of the specific services is removed from



3.5

3.6

3.7

the Internal Audit Plan, while leaving the option for the Council to approve any
additional project work or contingency work which may require doing from
time to time.

The Audit of financial aspects of the services e.g. Project 82 and Museum will
still be audited as part of the Audit of Financial Systems and Accounting
records.

Members are asked to review the current Internal Audit — Terms of Reference
& Engagement, to make sure that all requirements are included.

The opportunity remains for the Committee to undertake one in depth service
or part service review each year.

Financial Implications

The current Internal Auditor charges £1,000pa for 3 visits & reports. Mulberry
& Co. charge £50 per hour plus £0.45p per mile + VAT. There is no charge
for travel time. A half day would be £200+vat and travel costs a full day
£375+vat and travel costs. Services as outlined in paragraph 3.3 — (2 visits
per year) should fall within the set budget but costs will be slightly higher if 3
visits are required.

Peter Herbert
Town Clerk
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Appendix 2

LITTLEHAMPTON TOWN COUNCIL

INTERNAL AUDIT - TERMS OF REFERENCE & ENGAGEMENT

7 Introduction

1.1 Littlehampton Town Council is required under the Accounts and Audit
(Amendment) (England) Regulations 2006 to make provision for Internal Audit
in accordance with proper internal audit practices as found in the Governance
and Accountability for Local Councils in England and Wales, a practitioners’
guide, issued by NALC and SLCC.

2. Roles and Responsibilities

2.1 Internal Audit is an assurance function that provides an independent and
objective opinion to the Council on the control environment comprising risk
management, control and governance by evaluating its effectiveness in
achieving the Council's objectives. It objectively examines, evaluates and
reports on the adequacy of the control environment as a contribution to the
proper economic, efficient and effective use of resources.

2.2 Internal Audit is responsible for conducting an independent appraisal of all of
the Council’s activities, financial or otherwise, which is compliant with these
terms.

2.3 The Audit Plan translates this scope into areas for review based on an
assessment of risk. Internal Audit work will be alert to risks and exposures
that could allow fraud and corruption.

2.4  The Council will be responsible for annually reviewing the effectiveness of
Internal Audit provision and the outcome of this review will be considered as
part of the Annual Governance Statement.

3. Scope

Internal Audit's scope is not limited to financial systems or records, but will
extend to all activities of the Council as this reflects the control environment
and governance system.

4. Audit Planning

The annual audit plan will be agreed between the Town Clerk, Responsible
Financial Officer and the Internal Auditor and will be endorsed by the Council
via the Governance & Audit Committee.

5. Reporting Requirements

5.1 The Internal Auditor reports to Council via the Governance & Audit
Committee.

28/04/14



5.2

2.3

5.4

6.1

6.2

6.3

7.1

7.2

8.1

The Governance & Audit Committee is responsible for recommending the
annual internal audit plan to Council and receiving an annual report from the
Internal Auditor showing a summary of audit work over the year.
Recommendations from the report will be forwarded to the relevant Service
Committee for discussion and if appropriate implementation.

Should the Internal Auditor feel that the resources made available are not
sufficient to meet their responsibilities and achieve their objectives this must
be reported to the Town Clerk or RFO and if appropriate the Governance &
Audit Committee.

The Internal Auditor shall provide one report per year, for the Audit
Committee, detailing all audit work carried out and any recommendations
made to correct weaknesses. An interim report to management shall also be
provided after each visit.

Independence and Competence

The Internal Auditor will remain independent of the activities that it audits and
not undertake work for the Council which would prejudice their ability to give
an objective and independent view.

Auditors have no operational responsibilities and thus are not required to
manage or deliver non-audit activities. In addition Internal Auditors will be
rotated at least every five years to increase this independence.

The Internal Auditor should hold an accepted accounting qualification and
have experience with control systems and risk management matters.

Access to Information, Members and Officers

The Council will make available such documents, information and explanation
which relate to its accounting and other records as appear necessary for the
purpose of the Internal Audit.

The Internal Auditor will have access to officers and Members as necessary
for the purpose of the audit.

Period of Engagement

The Internal Auditor shall be appointed for a period of 2 years and up to a
maximum of five years.

28/04/14



LITTLEHAMPTON TOWN COUNCIL

Non-Confidential

Committee: Governance and Audit Committee
Date: 13" May 2014

Report by: Town Clerk

Subject: Aim and Objectives

1. Summary

1.1 A review of the Town Council's Aims and Objectives has been undertaken
and Members are asked to consider the attached document which has been
revised to ensure they are relevant and reflect the views of Council.

2. Recommendations

2.1 The Committee is RECOMMENDED to

Comment upon and recommend to Council the revised Aims and Objectives.

3. Financial Implications
There are no direct financial implications arising from this report.

Peter Herbert
Town Clerk



‘Juswdojanap

uojdweys|i YHoN jJo }nsal e

se uoydweys|pi YHoN, Ul pue ays
aALg AJJoH uo s10|d mau JaAlep 01

2SN oY)} 9ZIWIulW pue a)sem uapleb
aJoAoal 0] siopjoy 10|d abeinooug
‘(aaIsnjour) Ateniqe o}

Jaquaos Buunp palinbais se pue
(aaisnpour) JaqusAON 0} Uolepy Jo
syluow syl usamiaq siseq Ajyuow
e uo sjoid Buneaojol /Buiwiwiils
/Bumow  ybnoayy ‘sjod  Aydws
pue saodeds uado || Jauuew Apn
pue jeau e ul desy pue ulejuie
"'S§S9008 ||} MO||B

0} sjoid Buunogybieu ubieas 0]
a|qejieae sawo29q Ajunpoddo ue
[IJUN JUBOBA P|8Y JO $)8] W8} Uoys
Jo j08[gns 8y} aq JBYS [|IM YOIym
‘sjo|d peoo|puel, Jo uondeoxe ay}
Uim ‘sjoid e|qejiee ||e 19| 0} %983
‘sjo|d

dn a)e) 0] AJunNwwoo 8y} JO S10}08S
|le abeinoous pue sjuapisal 0}
Sjuswijojje Jo sjjdsuaqg ay) ajowold
‘juswdojanap

Jey] JO }nsal B Se 3lIS MOIMUN0D,
9y} uo sjold mau JsAlep 0L
‘Juswdojanap uoydweyspi

UUON @8yl jJo }nsal B Se pueq
ya4nyn,, 8y} uo sjojd mau Jaaljep 0|

"Spus Juswsaalbe
9y} [N panuiuod 8gq 0} Sjuapisal
-uou 0} 19| sjold Bunsixz -uoydweysi
Jo sjepisas o0} sjod 19 Auo o]

‘sjuswdojansp
Buisnoy mau JO }nsal B SB Sjuswioje
[euonippe 1o} uoisiaoud Mau 3¥8as 0]

"Joplo poob ul 1dey aie
s10|d 1o|un pue sealie usado jey) Buunsus
‘Apl} pue 1eau salls Juawjo|je oy} deay o]

"saoljoeld pue saAneilul usalb,
sjowoid 0] siepjoy 10/d Yum MIOM O]

"9SBaloUl AUB JO 90UBAPE Ul SYUOW Z|
1se9| 1e siap|oy 1ojd Ajjou 01 pue Ajjenuue
sjold juswio|e J10] Sjusl MdIABI O]

‘paJapisuod aJe siap|oy jojd 8y} JO SMBIA
pue speau 8y} jeyl ainsue 0} (VOIV1)
UOIBID0SSY SUapIeD) aInsiaT ¥ SjusWio||y
uoydweyspi] ayl yum Ajgso0 ylom 0]

‘Sjuswio|e
o}  Ajjunwwod 8y} woly puewsp
‘s|geuoseal pue [eonoeld alsym ‘Jesw 0]

sjuawlof|y "L

WY3L ONOT/IWNIAIN (SHVIA +¥)

WY3L LYOHS (S¥VIAE— L)

S3ALLO3Ard0 ANV SINIY

AdI110d




"jueoea Buiwooaq i Jo

S)Y8am Jnoy uiyym 1ojd e 19| 0} }e9g
'§sauIsng Jo uonesiuebio

pauienb Aladoud e Uim
JoBJJUOD |0JJUOD Jsad e ulelle
"Juswioje ue

unl o} ‘sailjigesip yum ‘Ajunwiwios
ayl ul a|doad ‘s|qeuoseal
pue g|qissod alaym  ‘IsIssy
‘JlombBels se yons

Spaam  9|geliljou  JO 82UB4IN220
2y} Modal o0} peau oy Jo
aleme ale siap|oy joid 1ey) ainsug
“[IDUNOY UMO| pue 821104 8y}

0} JOIABYSQ |BID0S-llUE pue auwuo
uodal 0} siepjoy 1ojd sbeinoouq]
"sjuswdojaaap Buisnoy mau ale
alay] alaym ‘sjuswiolje o) puewap
}Joew 0} AInp SIoUNOD  UMO|
ay] Jo aleme sI ‘Aluoyine bBuiuued
Se ‘|Iouno?) 1oulsiq 8yl 1Byl ainsug
‘(sj01d payoo|puel, Buipn|oxa)
a|qe|ieae sy10/d JO  Jagwnu
|[e10} ay} Jo ‘aus auo Aue uo ‘oG
Spoadxs sjo|d juedeA Jo Jaquunu
sy} JI sjo|d jo Ajjige|ieAe asieaApY
"‘SMmalAal Jual Bupjeuspun

usym ‘seale Buunoqybisu
Ul 18s S83] |BJUAl  JBpISUO)
"JeaA yoes dnolcy Buppopn
JuswioyY @i Jo sbunesw inoy p|oH
"18)em Jo




‘S|jemausl
pue sjuswjoje ue 4o} bBulfidde
Jo} swuJioj 9|dwod 0} elpaw
lUOJ}O9[@ JO asn sy} abeinoous 0]

‘pajeoeA sjo|d usym soueusiulew
punoisb Jo 31s00 BY} JBA0D 0]
sjo|d mau Joy usye] aq 01 sliisodaq

-:9|gejawi} pamalral Ajlenuue

ue yym oul ul sjoid paieaino
-uou Jo Apood uo uonpoe aye|
‘Alyuow 1sea)

Je sieoiyO Aq pue Jeak e 201m)
}SE9| 1B Sals 8y} ||e 1O SIaquUSB
Aq uonpadsul Ajyuow e pNpuo)




(6102 uI 1xau — Ajueak
G) shanuns sal) Jenbal axeuspun e

BEENE
paul| 9aJ) S,UMO] 8y} a10)sal
0} Bunjue|d @81 10} seale Ajjuapl 0}
sjuapisal pue Ajuoyiny sAemybiy
‘USpIep) 8811 BU) UM MIOAN e
g\ttt
pue ues|o 1day Sl UMO | 3y} 1ey)
pue Ajdwoid pasowsal s jiyeld
[le 8insus 0} JOBJJUOD JusWS2UBYUT
8UB0G 19941S BY) UIYIM MIOAA @
"UMO] 8y} 0} seyoeoldde
oy} je sAe|dsip Aemajeh
pue siejue|d sAljoeIjjE BPINOIH  ®
‘psepuels ybiy e 0} synogepunoy
8JJUus) UMO] INOJ BU} UIBJUIB|N e
JIIM I2UNOD UMO | dY |
‘a|doad BunoA
pue uaip|iyo Aq asn 1o} ajes sl
}l ainsus 0} sy08y2 Jejnbas ybnouy)
juswdinba Aeid ayj ulejuiely e
"uolealol
pue uonexejal 1o} eoedg uadQ
peswasoy |0 asn ay) abelnooug e
"9)IS |00Y2S SA0IL)
w3 sy} jo Juswdojarap sy} woly
spuny 901.S 9|qissod jo asn Bupew
Jswdinba Aejd ayj eoe|dey e

"sjuspisal
pue SIO}JISIA U}0q 10} UMO] 8U] punole pue
Ul JUSLWUIUOJIAUS BANloRI)E UR apiroid 0]

"$90IN0SaJ AUNWWOD 8|gen|eA se saoeds

uado pauMO |IDUNOY) UMO | JBU}0 ||e pue
[BLIOWIA JEAA 8Y} ‘SINOGRPUNOY 341Uy
UMO| “}led peawasoy uiejuiew o

auadg }eallg
Y SJNOgEpUNOY ‘suapies) ‘syied '

ANY3IL ONOT/INNIAIN (SHVIA +P)

WY3L LYMOHS (SMVYaIAS— L)

SAAILO3rd0 ANV SNV

AdIN0Od




‘Sa1jua0 |1ejal
ay} 10 malnal oibajels ybnoay)
WOIAA PUB 84U UMO] 3y} JO
SSauly}jeay dIWou02a aininy ay} 1o}
ue|d aAIsusayasdwod pue aAISay0D
e dn melp 0} SIBY}0 pue |Iouno)

PUISIJ 3y} YlM HI0M 0} 5007 e

0] SBIIOYINE JUBAS|S YUM HIOA\ e
‘(suonenbal Buryied
10 Juswaoioyus Jadoid yum) Bupped
190.1S-U0 98l pue syied Jeo
3J]U82 UMO | 8y} Ul swsyos bBupped
AlBuoISSB2U0D BY) Ulelad 0] YOO e
"94)USD) UMO |
8y} Jo} uoljelsusbal jo swwelboud
‘onjsl|eal Ing ‘snoljigqwe ue ansing e
‘Umo| 8y} Jo Jlijausq
ay} Joy} saanenul buissalboud
ul sjuspisal pue sdnoub Ajunwiwod
‘s@ssauIsng [e00] YIm A[8S0j0 YIOAN e
M [12UNOD UMO]| By |

"UMO] 8y} Jo aininy wua) Buo| ay}
pue yjeay Buinunuoo s)l 8JNsuUs 0] a4lusd
UMO} 8y} ul Jayo [e}as sy} abeinooua
pue uoddns 0} peau a8y} osiuoud
0] sepuoyne |edpuud sy poyxe o)

"UMO ] 8y} 0} JUsW}Sanul
]oBI)JE 0} S8Ip0oq J0109s AJBlunjoA pue
areald ‘ognd yum diysiauped ul yiom o

‘umo ] snoJadsoud
pue jueiqiA e 8jowold pue poddns o]
co_umhmcwmwm

Alunwwo)n

ANY3L ONOT/INNIAIN (SUVIA +)

WY3L LYOHS (SUvaA€— L)

S3AILD3rd0 ANV SNIY

Ad170d

"UMO] 8y} Ul s1ybi| 12841s UMO

s [IoUN0D UMO| 8y} Joj swwesbold

aweoe|dal ay) apnjoul

0] JOBJJUOD |4d S,[1ouno) Aluno)
9y} Jo @ouewlopad By} JOHUOIN e

SpJojpue|
a1eAlld Jo SUONBIDOSSE SlUBpISal

JueAS[RI *ODSM 0} sIYBIT 188lS D17 104
Aljiqisuodsal ssed 0} 9|qissod JaAaiaypA

‘Bunybi| 1@8u3s S,[1ouNo0D UMO |
2y} Jo @oueuUaUIBW POOB By} 8INsSuUd 0]

Bunybii jeens ¢

NY3L ONOT/INNIAIN (SHVIA +)

NY3IL LHOHS (SY¥VIAE— 1)

Ad110d

SAAILO3ra0 ANV SWIV




SsouaJ/eMe 9Sealoul 0} JNoABSpUT

M [IDUNOD UMO | 8y |

‘'suazio

S}l pue umo ] ay) Bunuasalidal
AJoAl}oB ‘SWinio) pue Uone)nsuoo
‘saAljeniul Ayajes Allunwiwio

pue Buioljod ui syedidiped

1M [IDUNOD) UMO| 8y |

‘8JJus) UMO] 8y} Jo Juswiapaq ay}
1oy} syoaloud juiof Jo Aiandp ay) ul
1921JJO uoljelausbey aijuan umo|
uoydweysjy pue diysisuped
aljua) umo] ay) pyoddng
"oousuadxs Buiddoys

BA1}s8) Buiwoojom e apiacid

0] slapel} ay} yum diysisuped ul
3IOM PUB UMO)} 8y} JO} suoieuiwnyjl
SewsUYyD 8y} 81eulplo-0)
"S9OIAIBS SNQ pue yulj

|led pioyD unay ‘ssed-Aq jepunty
/2V 8y} buipnjoul ‘syul| Hodsuel
o1bajel;s 0} sjuswaAoldwl 10} BALILS
"S8I}I|12B} pUE ainjonJiselul
:uoIeoNpPa '82JaWWoD ‘uoljeAudap
‘uonessuabal Buipnjoul ‘sjoym e
SE ‘UMO] 38U} JO Spaau ay) ssalppe
sjuswdo|aAsp alninj ey} ainsus

}Joaw 0} seoinosal Ajdde pue spasu

oyloads  ‘suoisesoo  uo  ‘Ajjusp| e
"SjuspIsal
|[eoo] euaq 0} suopesjueblio

jeuoneu pue |eoo| wodj Buipuny
Joeijie 0} sdnoib Ajunwiwio 1sIssy e

‘Hoddns

anusAas wus} Buo| 0} Bulwwos

Jou Jsjiym ‘sblewe 0] sSBwayos
9|geus 0} saAjeniul swud-dund, e

"Ajunwwod |B20] 8y} pue UMO |

9y} liJjouaq asaUy) alaym saAioalqo

pue swie aAljoadsal Jisy] aAsiyde
0} suonesiuebio  [BDO| }SISSY e

=I[[IM [IoUNOD UMO | 8y} siy} Bulop uj

‘sjuelb Aunwwos |elauab
ybnouyy 1o sjuswsalBy Buipuny 921A188
ybnoayy Jayye ‘sdnoib Ajunwiwiod [Boo)
Joj Buipuny ‘1@6pnqg sy} uiyum ‘esnuond o

suojjesiuesiQ Allunwuio) pue sjueln

"Allunwiwon ayy
JO [|e JO} 821|104 @Y} 0} $$2908 9)e}l|Io.) O

‘aoe|d

Jajes e uoydweys|jyi ayew 0} salousbe
jueAa|al Jayjo pue 821|104 3y} Ylm 3Iom O
A33jes Ajlunwiwio)

SUONBID0SSY Sjuspisey pue sdnolg
AjUNWWOD W0} 0} sjuspIsal )sIssy




‘sjuelb

woolg ur uoydweysiii 8yl ysnouyy
spooysnoqybiau 0] sjuswaAoidull
|ejuswuoliaus poddng

‘'SaAleniul

sue [e20] oy0ads ‘sjuelo)

SUY |lewg ybnouyy ‘pwoddng
J9ISaYdIyYD B

unJy uoloy AlejunjoA ey} se yons
solouabe Jsupued BIA UOBWIOLUI
Buneulwessip Aq Buipuny

Juelb Jo ayeldn ay) asiwixen
"8)ISgom s |IDUNoD

UMO] 8y} uo swuo} uoneaidde pue
a|gelawl] ‘eusiud a|ge(ieAR a)e|\
"‘Buipuny Jueis) Joyuow

0} |ieJ} Jipne Buod)s e ulejuiely

" Buiwnd

dwnd, ybnouiy) payoenie aq ybiw
yaiym Buipuny jueub jo sa2Inos
a|qissod Jayjo yess AjpAloy

"SWI} 0} Wi} WOy

98))WW 0D $82IN0SayY Ajunwwo)
oy} Aq pemaiaal eusilD paalbe yim
aouepJoooe U sjuelb |je a1edo|y
"‘Buipuny jue.ls)

|eJauan) Joj paljdde jou Ajsnoiasid
aAey oym sdnoub Ajuep|

Buipuny juelb Jo

uswdojanap jey} jo juiod

[e20j) e se ayuas Apunuwiwiod Ayenb
ybry e Quswdojarsp uojduweyafyyi
yrioN oy} jo ried se ‘epjaoid oy

"2J)udd umoy ayy ui Ayj1oey
Apunwwod Aenb ybiy e sapiaoid oy

Seqnjuen AIunuwios)

‘1eaA Jepus|eo Jad juelb

BUO aAleoal Ajuo ueo uonesiueblio
Aue jeyr os Apiqibis jousey
‘uolsiaold

9JIAJIBS  J|geulB}SNS  UJM  ISISSE
0} ‘ejeldoldde sleym sjuswoslbyy
Buipuny CRIINETS BapInOId
‘way]




'SaljljIoe)/sa1u8D
Aunwwod uoydweysiii] YUoN
pue }884}S yoinyd mau sy} JsAljeQ

'S]S02 uojjesado
}9SJJ0 0} BWOOU| 9|JEUOSES] B )99GS e
"AJunwiwod sy} Jo sisquisw
0} aJly Joy sasiwald Ajunwiwod
a|gepJoye pue a|qISSedJe SpINOIH e
‘aluen
29[Iqnf spEYYINog 8y} Jo asn
AJUNWIWOD 8sealou] pue 8jJoWold e
19841 yainy) uil seaiyo Buisnoy
[1I2UNOYD JOW)SI UNJY JBWwLIo) 8y} JO
3]s 8y} uo Ajjioe) Ajunwiwod mau
B 10} 8Wayos e salbe pue dn meiq e

M I2UNOD UMO] 3y |




10} ue|d pJemioH JeaA oAl e jey)
pue jueas|al pue Ajpwi 1day ale
s9101j0d Wnasn ||e 1ey} eJnsug
"JEPUS|BD SJUBAD pue

uonlIqiuxs paleA e pue ‘swweiboid
yoeauno ue ybnoly) abejuay
|einynd s,uoydweysni ajowoid
"sbejusy s,uoydweys|ig noge
Ajlunwwoo ay) 8jeonpa pue Wioju|
"SU0I}09]|02 S}l 0}

‘a|qissod JaAslaym ‘Ssad0e apInoid

M [IoUNOD UMO | By |

‘abejluay |einyno
s,uojdweys|ii entesald pue sjowold o)
Ajjroey wnasny Aljenb ybiy e apiaoid o

wnasnp "9

WH3L ONOT/NNIAIIN (SUVIA +b)

WH3L LHOHS (SHVaA € — L)

AJIN0d

SAAILI3Ard0 ANV SNIV

"sjuapisal

|ED0| 10} SIB)}9|SMBU-8 8oNPOoU|
SpJeoq 921]0U 8y} UleluIBlp|

"JeaA e sawlj} Jnoy

Jspe|smaN ssaibold 8y} ysiignd
"SaIlIAIJOB pue sjusAs ajowoud

0} pue SI0}ISIA |enuajod 0} UMo |
8] }8)jJewW 0} eIpaw asay] as
"S9OIAIBS pue

SaljIAljoe S)l uo 21ignd |etauab ay}
0} uoljewJolul alep 0} dn apiroid

M [IoUNOD) UMO] 8y |

"9LIOOUI pUB 8SN SSIWIXBLW O} Sjosse
S|10UN0Y 83 JO [|e @1owoid AjpAnoe o |

"} 00geoe Se yons eipawl
|eloog Buipnjoul ‘uensismap ssalbold
8y} pue spJeoq ao1j0u ‘sasea|al ssald
‘8)Isgam sy} Buipnoul ‘eipaw jo abuel

e ybnouy) uonewdojul Ajjenb spiaoid o]

Ayo11and B ssaid g

W31 ONOT/ANIAIW (SUVIA +P)

WH3L LYOHS (S¥VIA S — L)

SIAILO3IrG0 ANV SINIV

AJI10d




"o1gnd 8y} ylm }asw 0} oo
ajeAld e Jo asn sy} pue Jaindwiod
B 0} ssa2oe Buipinold AQ 1821140
uosiel spul4 xassng ay} poddng
"901AJ9S By} 0} SjuawaAosdwl

puny o0} ‘Buipuny jeusixa uielqO
"awooul ajes doys asealdul 0] 4993
"AJlunwiwod ay) 10} 8921IASS Ja)eq
e apinoid 0} Japlo ul ‘wnasniy ay)
}e uoisinoid Jo31un|oA ay) woddng
‘wnasn 8y} 0} siaquinu

JoyisiA aAaoadwil Ajjenunuon

"'Sue |eoLolsSIy 8y} pue

abejuay s ,uojdweys|i ul }salsiul
ajowo.d 0} J8pJO Ul UoIO3||0D

9y} Hqiyxs pue Jesald ‘18idisju|
"SU0IJ09||09 3y} plenbajes

0} sajj1oey} ajeudoldde spinoid
‘'suoljetausb aininy 10y

swa)l psenbajes pue uooa||02 By}
pling 0} Jap1o Ul ‘JoL3sip Buljos||od
Japim syl pue uoydweysyi

0} Bunejal swayl alinboy
‘'suonelauab aininy 1o} way)
9AJBsald 0] SU0I}08[|00 WNasn|y 8y}
BAIYDJe pue pienbajes ‘aAlasuo)
‘uoljeonpa

pue juswAolus ‘uoneadsul
‘UoBULIOUI 10} 82IN0S B SB

S]0B }Byl 82IAI8S |Bln}nod B 8pIACId
"aoe|d ul S| 90IAIDS BY)




"92IAJ9S 3y} sajowoud

pue SU0I}99||02 $,WNasN|\

3y} 0} SS20B SUSPIM By} BlISgam
B Ulejulew pue aanpojul o]
"yjuow auo

ulyym seuinbue olignd Jamsue o]
‘Bupjew Aoijod

pue Bupjuiy} JusLND YjIm aul| Ul sI
wnasnpy ay} 1eyj ainsua 0} dno.g)
sSwiNasnpy\ XassnNg ayl YUM MJOAA
"UOIB}IPaI0DY

suleluleW WNasny 8y} 18y] ainsug
"SOIY}e

10 9p02 (Y|A) UOIEBIDOSSY SWNash|p|
a3yl yum aul| ul Aoljod 1uswdojaaag
SU0I}29]|0D B uleluIB|A

‘awayos

saninbiuy sjqepod sy} yoddng




swwelboud sjuans [enuue
S}l Jo ped se saljiAljoe paseq
192115 ybiH om] jsea| je JoAlla(q e
‘auldiosIp uasoyd
J1ay) yum ssaubosd 03 uswiom
pue uswsuods BunoA Buibisws
a|qeus 0] swwelboid Juelb
90u9||90x] Buipodg e apinCld e
ERIET Y E]
ajowo.d pue abpsimouy aleys
‘souewlopad dnoib pue jenpialpul
anosdwi 0} Jayiebo] yJom 0}
sdnoub spods abeinoodua [Im yoiym
‘Wwnio4 spodg uoydweyspy syl
0} woddns 8AljeJISIUILIPE SPIAOIH e
‘SaAljeniul
pe| Ajunwwos Buipoddns
pue Bulysijgeisse Aq Je pue suods
Jo Juswdojansp sy} abeinoouy e
‘ul-doiq spy wnuoadg
9y} 0} poddns panunuod apIACld e
‘uoydweys|ji 40} suolne||eisul ue
ollgnd Buipiebal saiouabe Alo)nje)s
Jaylo ypm diysisuped ul JIOAN e
"Ajlunwiwo9 ay} Ul spe ay) jo ajjoud
9y} as|el 0} SAem mau aujwexy e
JJIIM [IDUNOD UMO ]| By |

"Aunwiwod syy Jo sdnoib

[E100S pue s)salalul [e1oads jualaylp ay)
pue uoydweysi ajeiqe|ao o} pajebie)
pUE [ESISAIUN Y}Og SIUSAS AlUNWILIOD

JO 8|qejawi} e epiaoid pue poddns
‘Josuods ‘sje}l|ioe} [|IM [IoUN0D UMO| 8y |
SjuaAg Alunwwon

"SalIUNWWOD

oiyIoads  je  pelsbie; pue 9|qIssedoe
Allesieniun  yljoqg ogq m  sswwelboud
aseayl -Auyjesy pue 1} desy 03 pue
sol)lAlloe pue suods mau aousuadxe 0]
ajdoad [e00| 8|qeua 0} saniAloe [eoisAyd
pue [euoneasoal ‘Buiuods jo swwelboid
e Jo juswdoeasp 8y} uoddns o]
Hodg Ajlunwiwon

‘woddns pue Bunsodubis ybnoayy

S| onsiye Jisy} doj@asp o} ajdoad |B20|
9|geus pue sisiye |e20] Joj Ajunuoddo
aseomoys e apiaold ‘elpaw  UE ||B
ybnoiyj uoissaidxa jjas pue uoneulbewl
‘Alanesso  Jieyy  ssaldxe 0} sjdoad
[eoo] djpy 0} sanAloe Ue  Ajunwiwod
Jo swweibold aAleAOUUl UB JBAIIBP O]
suy Ajlunwwon

SJuaAg p suodg ‘suy "2

NY3IL ONOT/INNIAIN (SHVIA +P)

INY3L LHOHS (S¥VIAE— 1)

SIAILD3Ir90 ANV SNIY

AdIM0d




*AlIouU029 WsLNO)

S,UMO} 8y} Ul Juswisaaul abeinoous
*10}09S WSLIN0} 3y}

ul Ayjelusw op ued, e abeinoous
*J0}08s 2l|gnd 8y} w.o}

WISINO} 10} Pa1eo0||B $921N0Sal

8y} esiwixew 0} yoeoidde
pajelBajul pue aAIsayoo e ajebisu|
"JISIA 419y} 10} sueld axew 0}

WY} 9|geua pue SIo}SIA [eljuaiod
3]BAIJOW 0} UMO| 3y} Jnoge
uolewlojul 03 Aljiqissasoe aaoidw|
‘pasealoul si Buipuads

JoysiA 0s umo ] ayj bujowoud

JO spoyjaw aAljeaouul dojaasg
"UMO 8y} JO SSauaAlloellle ay)
Buisies snyj epud 21A10 abeinoous
pue sjuapisal [e20| 1o} sanunuoddo
aSea.oUul YoIym SaAlelul

10 Juswdojaasp ay) woddng
‘'suonesiueblio

Jueasjal Aq passalppe

S| SIO)SIA pUB SJUBPISa |BDO)

10 Spasu dy) 198l 0} ainjonJiseljul
s.uojdweysa|yi 104 paau ay} jeyl
alinsus 0} sjuapisal pue siapiaoid
WISLINO) ‘Saljuoyine Ypm YIOAN

1M [IOUNOD UMO] 8y ]

‘wis1No} ajowold 0}
$8SsauUISNg paje|al pue suoljoelje }s1noj
[E00] ‘S8luoyIne JueAs[al YlM YIoM 0|

wsunoj ‘g

W31 ONOT/NNIAIW (SUVIA +P)

NYIL LMOHS (S¥VIA £ — L)

S3ANAILO3ANd0 ANY SINIV

AdI110d




‘BOUR
Buipunolins pue puod Jo1sAQ auy)
JO |enuajod WsLINO0} 8y} aSIWIXE

"X9SSNg
1S9 Ul UOo1Ieo0| 1IN0 Aep, apisess

Anwey Jaiwaid sy se uojdweys|pi

Bunowo.d Jo Spoylaw BAlj08YS pue
seale juswiyoieo |ediouud Apuapi

‘padojonsp

pue paJapisSuod ale salpnis
wisunol snolaald jey) ainsug
ueg/yoesg

1S9\ @Y1 Jo asn abeinooua

1nq 108j01d pue JsAry ayj Jo (Juiod
Buljes enbiun) SN 8y} esiwixel
'sumo) Buunoqybiau

yum sepuabe juiol ansing




syjuswdojaaap Jofew e jey) ainsug e
M [I2UNOD) UMO | 8y |

"9|eosawl) paalbe ay} uiyum
Ylim Jleap o4 ||im uoelapisuod
1o} [1ouno) Ayuno) pue 1ousig
8y} WoJ} paAlgosal suonedldde

Bujuue|d e ey} ainsug e
‘Jualedsuel) pue JuaIolye sulewal
suonesldde uo Bupuswwiod

loj ssao0lid sy} jey} ainsug e

1M [IDUNOD UMO | By |

Aoy 8} ‘a|qissod alaym pue Ajunwiwio
8y} ypum uolounfuod Ul ‘4salep o

‘uojdweysipi ul sbulp|ing

edubis pue seale UoIIBAI9SUOD BU) JO
Ajjenb ybiy sy) Buiuielal ‘piing pue ubisep
Butuueld jo spiepuess ybiy yess o]

"SUO[IB}NSUOD S|IoUN0D) AJUNOD

pue jou1sIq 2y} Jo Led se palapisuod
Buleq usym Jo aaneyul buiuueld
paAjoAap 8y} Jo Led se pajebajep

ale Aay) Jaylaym suoneoidde Buiuueld
yum Ajuado pue Ajjuaiolls |eap o]
suoneolddy Buluueld

uoneuodsuel] g Buluueld 0L

NY3IL ONOTINNIATIN (SUVIA +P)

WY3L LHMOHS (SUVvaIAE— L)

Ad110d

S3AILDArd0 ANV SNIV

‘'sieah g AloAs SB8oUsIUBAU0D
ollgnd s,umo] ay} Jo suo
1se9| Je Ajueoyubis anoidwi o] e

S}9[10} ay}
JO JuswaAoidwi pue Juswysiginial
wus) Buo| ayy [1ouno? 1oulsIq 2y}
UM Juswealby Buipun4 ao1n18g
e ybnouyy Ajie|d pue mainey e
uUNoY PUIsIg
unJy ypm sjuswsbuee Buipuny
diysssuped Buiobuo ay) enunuon) e
JIIM [IoUNO0D) UMO ] 8y |

S90USIUBAUOD
olignd s,umo] ey} aroidwi pue ulelal o]

S92UBIUBAU0Y 2l|gNd 6

WYL ONOT/NNIAIN (SUVIA +v)

INY3L LYOHS (SuvaAe— 1)

SAAILDANA0 ANV SNIV

Ad110d




"'umo] 8y} ybnouy} juswsbeuew

puUB MOJ} o14el} Uo [19Uno AJuUnoD)
Xossng 1o Aq Apnis e joag e

‘Juswdojanap

A[@31] 8Injn} pue Juauno

0] UOljejal Ul Spasu ainjonJiseljul

podsuel) s,Umo] 3y} uo

MBIA Jes|0 e aonpoud 0} saijuoyine
a|qisuodsal ay) ssaid 0} snunpuo) e

JIIM [IDUN0D UMO] 8y

"9J1U8D UMO] 8y} JO AlljelA
o} ainsua 0} Abajens wual-buoj
e dojaasp 0} siauned Yyum MIopAN e
‘M [1I2UNO0D UMO ] By |

‘papuny-jjas Buiaq y jo |eob
2y} spJemo} sng umo], sy} poddng e
"'S80IAI9S paAosdwi 1o} ssald pue
yodsued) o1|gnd JO 8sSn ay) sj0Wold e
M [1I2UNOYD UMO| By |

‘'soluedw oo Ayjin ayy Aq

so|od Juepunpal JO |[BAOWSl 3y} pue

Buiiges punoibispun yum se|gqed

pPEayJaA0 |B21109] pue suoyda|al
JO Juswisoe|dal syl ansing e

‘el dwoos

-008 8le pue alnjoniseiul

‘uoneaudap ‘uoneiauabal Buipnjoul

UMO| 8y} JO Spaau ay) ssalppe

‘Sjuswoalbe

901 S 10 8sn ay} ybnouy} ‘umo |

8yl yum suswdojansp mau yim SadInies
ubije o] -sanljoe) pue sadIAIeS Aay 0]
SS900E apIAcId 0} pue UMO] 8y} JO YUON
By} Wol} senssl aouelaAas bBulssalppe
‘sng umo] e 1o} paau ay) woddns o

"UMO 8y} Ul
Juswebeuew oiyel) pasrosdwll Jo) sseid o]

'SBJN0J 8|OAD pue Sylomiau
yodsuel) sjqeureisns ajowold o]
uonelodsuel]

"1SE0D BY) 0} Uny

3y} JO yueg ISa\A 84l 8pn|oul 0} UOISUBIXd
ue Ajejnoiued pue yied |euoneN

sumoq ynog e jo ajdiouid ay) poddns o

‘obe)s Allea ue je paA|oAUl

pue paynsuoo aq o0} Ayunpoddo ay) uaaib
aJe 9|doad |e20| Jey} pue piesy S| UMO}
By} JO 8210A 8] eyl 0s saAljeniul buiuueld
Jolew Jo juswidojaAaap 8y} Ul paA|OAUl

S| |IDUNOD UMO] 8y} }ey} ainsua 0]
Buiuue|d oibBajenig

‘ue|d uswdolsaaq pooylnoqybiaN
uojdweys|i ay} Jo saAioalqo




"(anuan suoisAsy
oy} Alqissod pue) gg josloid
soe|das 0} Aj1o.) YINoA e JaAljap 0]

"2Jlua) auo)sAay ayj Jesu
10 Je Ajlj1oe) mau e yum Ajjenusyod
‘28 108loiq aoejdal 0) swwelboud
[ewlso} e siauled yum aaiby e
"AJlunwiwod Japim ay) pue ajdosd
BunoA usamiaq sdiysuoneja.
aAllsod pjing pue ‘suonesiuebio
Adejun|oa pue Aloiniels
|[eoo] yum sdiysissuped dojeasq e
"AlIs1aAIp pue Ajljenba jo ylomawely
B Ulyum pue Alejunjoa ‘eAlleonpa
‘Buplemodwis s Yyoiym winjnoLung
34om yinoA e jo Juaswdojansp
ay} ybnouyj ‘|esiaaiun pue
pajeblie} yjoq saniunuoddo Buiuies)
|ewojul Jo sbuel 8SISAIP B BPIAOIH e
"a)doad BunoA
10} saljAnoe Aleuoisiaalp ybnouyy
yljesy sjowoud pue Joiaeyaq |eIo0s
-lJUE pue 2w 9INpPal 0} }o9S e
1M ID2UNOD UMO| 8y |

‘8|qissod se suoisianotd YinoA
jo abuels apim e apiaoid 0} suonesiueblo
YinoA |eoao] yim suom pue poddns o

‘slsuped

10108s ajeAld pue oygnd ‘Aiejunjoa yim
‘s1qissod ataym ‘Bunom ‘Ajjioe) yinok
ulspout e yum zg 108loid aorjdal o]

"Ajunwiwoo Jspim
8y} Jo juswdolaaap ay} poddns yoiym
SOUO MU dojaAap pue $a2IAIBS 9Sal)
pusjxs 0} pansind aq |m sdiysiauped

"s)npe Bunnguuoo

pue Buues ‘Juaiedwod swoosq o)

pasu Aay} s||IqS pue sapnipe ‘abpajmous|
ay} dojeaap 0} way) Buljgeus ‘Umo |

8y} Inoybnoly} senusA Jo Jaquinu e 1e
Sp|o Jesh Gg-g 1o} poddns pue uoiew.lojul
‘S8I}IAIJOB BAI}ONIISUOD BUllay0 S82IAISS
|esioAlun pue pajabie) jo abuel e Jayo 0|

"g|doad BunoA pue uaip|iyo
Jo JuswdolaAap ay} woddns 0] sa2IAILs JO
uolsiaold Bujobuo sy} 03 papIwWod 8q 0]

SOOIAISS UINOA ‘L

W31 ONOT/NNIAIN (SUVIA +b)

INY3L LYOHS (SYVvaAE— 1)

SAAILDIr90 ANV SINIY

AdINod




BNUBA 9y} JO
Ajjigejieae esiolgnd pue 8jowold e
soljljloe) 9y} JO 8Sn ay) oseaou| e
‘uoljelodsp pue Jdiedal
Jo piepuels ybiy e o} suoneloodsp
pue sBuiysiuiny ay} dooy e
"S9lJIAlJOE ||e 104
UOI}epOLULLODOE D|lIESIOA BpPINOIH e
anua
8yl JO S)S0D B8y} }Osyo 0} sJtadly
[EIOJSLILIOD WO} SWOodUl Xo9S e
‘'suoijesiuebflo |Boo| pue sJadly
[e10JaWIWO02-UoU 0} }S02 aANNnedwoo
e Je swool Bunesw apianold e
‘Saljljioe] s) Jo
Buuiy ay} ybnoay) swooul SSIWIXE) e
M 1I9UNO0D UMO | 8y |

‘sywad Buipuny
usym ‘sjs 8sSnoH JOUEBJ\ 8y} uo 8)ua)
Aunwwoy Ayenb ybiy e spinoid o]

‘eale UOIIBAISSUOD B UIYlIm

uoneoo| sy pue snjejs Buipjing pejsi|

S)I ‘UMO) 8] UIYIIm aouepoduwl JIAID S
UIM BUI| Ul 8SNOH Joug|y 8y} UlBjulew o |
asnoy Jouep

Auadold 'L

WY3L ONOT/INNIAAN (SHVIA +P)

WY3L LHOHS (S¥vaA e - 1)

S3AILD3Ard0 ANV SWNIV

AdI10d

SJDIAY3S TTVNY3LNI € NOILO3S




buipuads yoes 0} podal Auenbay e
‘'suonenbay Jpny pue asueuly
yum aoueljdwod Ul sjunodoe
JO Jpne JeaA JO pus 8y} ajejljioe e
louno ayy Aq
PaAIa0al S9210AUl JO JuUswAed ayew
pue asuoyne ‘esiwiiba] ‘1oadsu] e
‘uonoadsul 21jgnd pue jpne 1o}
SJUNO22E Jeak JO pus sy} aiedald e
‘'sanuenbaul jeioueul) Aue
10 AjojeIpawiw] S10]|IouN0) 8SIAPY
‘Sllee pue suonoesuel] [BlouBUL
[|B JO Spi0dal 9jeindoe dooy| e
‘'suoienbau |eioueul) yum Aldwo) e
"Jeak
ay} Buunp saijiqel| [eloueuly ||e

‘'seoueeq Aunseal)
s,|louno) umo] 8y} Ajjuepnid abeuew o]

‘Algeunba pue AjpAnosys
‘Apusioiye  pebeuew ole S)osse  paxiy
pue s22Inosal |eoueul e leyl Buunsus
spJooal  Bupunoooe Jadoid desy 0]

‘[1oUN0D
ay) Jo uonisod |epueul sy} Auiel jussaid
Sjuswalels |eloueul 8y} Jey) ainsus of

"N 8yl ul Bununoooe Ajuoyine
[E00] UO (dHOS) 991108ld papusSuwILLI0Isy
Jo uswslels o8y} pue suolenbal
pue sme| @a|gqeoldde ypm SouUEpIOIOE

198w 0} 196pnq |enuue ue siedald e ul  syuswolels [epueuly oaiedasud o
JIIM [IDUN0D UMo] 8y | 2dueuld ‘g
WYIL ONOT/WNIATN (SHVIA +P) INY3L LHOHS (SUVIAE— L)
AdI110d

S3AILOIrd0 ANV SIV

ERIENENENTY
|esauab jo swwelboud Buijjol e
‘wes | Ayuswy ayj ybnouay) ‘JeAleq e
“Jiedal poob ul sbuip|ing s,|1ouno)
UMO] 8y} ulejuiew pue dosy| e
M JIDUN0D UMO ] 3y |

‘'sjuswalinbal A1ojeg ¥ UllesH

Buipnjoul sBulping a1gnd 1o} uoie|sibal
yum saidwod jey psepuels ybiy e oy
sjesse [ejdeD [1Ioun0D UMO ] Ulejulew pue
ainoas 0] uoisinold a|gisuodsal ayew 0]

aoueuajuley Ajadold 2

WY3L ONOT/INNIAIN (SUVIA +P)

WY3L LYMOHS (S¥VIAE— L)

S3AILO3r90 ANV SNIV

AdI10d




1saJe1ul olgnd Jepim e abeinoous pue
[loUN0D 8U} JO SI0IAISS B} sjowold e

'$1020}0.4d ||B Buiniasqo
‘syjuswabebus |eioAepy Buipuey
Ul 901AJ9S JUBIDIYD UB BPINOIH o
21|gnd 8y} pue sJoj|1ounoD
0] 92IAISS JUBIDILE UB 8INSUT e
‘'sjuswalinbal
aAne|siba] yum Aldwo) e
'S1aplQ
Buipuels sy yum aosuerdwod
ul sbuneawl 1onpuod pue sbuely e
JIIM I2UNOYD) UMO | Y|

‘uoljexe] a|gnop BuiploAe

pue sjuapisal |eso| Buibejueapesip jou Is|iym
‘OpelW aq Ued sjuswaAoldw 801A18S alaym
‘S9DIAISS JO UOIIN|OASP 8Y] SASIYIR O] 3JOM O]

IoUNOYD) By} pUB UMO} 8y}
JO s}sauslul 1s9q ay) bunuasaidal uolyisod
B 9)el SABM|E [|IM [IDUNOD) UMO] By

‘Bupewl UOISIOap BAI}08YS J0) 84njoNni)s
Alenb ybiy pue uaisedsuel; e apiaold 0
juswabeue|y 9jelodionjuoijeluasaiday
opesoowaq ‘g

WH3L ONOT/NNIAIN (SUVIA +v)

INYIL LHOHS (SYVIAE— L)

SAAILOINd0O ANV SINIVY AJINOd
.wm._zvmooa
pue saioljod Alueinbal malney e
'$9|Npayos

sjuswaAosdwl s||vs pue Buluiesy
aolopiom [enuue aledald ‘sseooud
|esieiddy yeys ayl ybnoayy
‘pue sealiojdws ||e 1o} JuswdopAsap
|jeuolssajoid BUINUIJUOD BPIAOIH e
JIIM [IDUNOD UMO] By

‘aoe|d Ul
ale sainpadsold pue saidljod JuswAodwa
aAIsSuUaya.dwod Jey] ainsua 0|

Bulutel] ¥H ‘v

WYL ONOTINNIAIN (SHVIA +P)

NYIL LHOHS (SHVIAE— 1)

SAAILI3rd0 ANV SWIV

AdI10d

;mmurn I _Q, mc__u,mq.m__ _
uonisod |eloueul) 8y} 98RO




"Saly|ioe} [edlpaw Ajjenb

ybiy pue |euolippe 8indas pue umo] ay}
ul uoisiaold yjesy aaoldwi pue poddns
0] saouabe JueAsjal 8yl YlIm MJom 0]
Koijod Buiagjjap pue yjjesH [esauas "¢

NY31L ONOT/INNIAIN (SHVIA +b) WYL LHMOHS (SHVIA £ — L)

AdInod

SAALLO3rd0 ANV SNIVY

"Adisnpul pajejal-laall 1snqou-Ajjeioueuiy
Jayjo pue Inogley paseq-ainsig|

e Buidojaasp umo] a8y} jo asuepodwil
|eanoeld pue |euo)siy ay) asiuboosal o
inogqueH uoydweysyii ‘ez

WH3L ONOT/NNIGIN (SUVIA +¥) NYIL LYOHS (S¥vIA E— 1)

AdInod

SAALLOIrd0 ANV SNV

"S92IAISS S}l JO |[B Ul SSauIsng |eo0|

JO @SN a8y} ajowiold [|IMm [IDUNOD) UMO| 3y |
Aoijod asinay

sassauisng |e207 "L

WHIL ONOT/IWNIAIW (SUVIA +P) WYNIL LHMOHS (S¥VIA S - L)

SIAILI3IN90 ANV SNIV

Ad110d

SNOANVTIIOSIN ANV TVHINTO ¥ NOILD3S




‘palepdn Auenbal

aq ||eys ainpaso.d Buipodal pue Aoijod
a8yl "8inpadold Buiuoday juspiooy
pue Aoljod A18jeg pue yjjeaH e aAey 0
Ajajeg pue yjjesH '9

WAL ONOT/NNIAIN (SHUVIA +b) INY3L LYOHS (SHVIA E— L)

Ad110d

S3AILI3Ir90 ANV SINIY

‘uone|siba| uoleuIWLOSIQ
Aigesiq yum Ajdwoo saolaies pue
Sajluswe ||IDUN0) UMO] ||e Jey} ainsua 0

‘pamalnal oq Aldeinbad [im yoiym ‘Aoljod
AuslaAlq pue Alljlenb3 ue uielulew o |
Ajiligesig pue AjisiaAlq pue Ajljenb3 g

WY3L ONOT/INNIAIN (SHVYIA +b) WY3L LHOHS (S¥VIAE— L)

AdInod

S3AILLO3Ird0 ANV SNIV

Buipooj} wols umo] a8y} 108joud

0} Juswabeue|y poo|4 pue sadusia(g
|eyseo) Jo} uoisiaold ajenbape snsind 0}
SaIpoq JUBAS|B] B} YIIM A[9SO|D YJOM O]
soouUsja(] [eiseo) v

NY3L ONOT/WNIAIN (SUVIA +P) NYIL LHOHS (SY¥VIAE— L)

SAAILI3r90 ANV SINIV

Ad110d




LITTLEHAMPTON TOWN COUNCIL

Non-Confidential

Committee: Governance and Audit Committee

Date: 13" May 2014

Report by: Town Clerk and Responsible Financial Officer
Subject: Scheme of Delegation

1. Summary

1.1 Members are asked to consider the attached Scheme of Delegation document
(appendix 1) which has been revised to reflect the Government guidance as
set out in The Openness of Local Government Bodies Regulations 2014
(appendix 2). These documents will also be considered by the Policy and
Finance Committee at their meeting on 12" May 2014 and the Town Clerk will
report the feedback from that meeting to this Committee.

2. Recommendations
2.1 The Committee is RECOMMENDED to

Comment upon and recommend to Council the revised Scheme of
Delegation.

3. Financial Implications
There are no direct financial implications arising from this report.

Peter Herbert
Town Clerk



Appendix 1

LITTLEHAMPTON TOWN COUNCIL
SCHEME OF DELEGATION TO OFFICERS

1.

1.1

1.2

GENERAL

Powers

This Scheme of Delegation is made pursuant to the Local Government Act
1972 section 101 and is part of Littlehampton Town Council's Standing
Orders. -

Preliminary

(a)

(b)

(c)

(d)
(€)

(f)

(9)

Where the Council, a Committee or Sub-Committee or this Scheme of
Delegation to Officers gives authority for the doing of any thing the
officer designated shall be entitled to take all necessary steps for the
doing of such thing. : '

Where authority is given but without naming an officer such authority
shall be deemed as authorising the Town Clerk to take such steps.

The Town Clerk may éxerci_se the powers delegated to any other
Officer, except in relation to those functions allocated to the Finance
and Resources Manager as Responsible Financial Officer (unless
deputising for him/her) (within the meaning of s 151 of the Local
Government Act 1972) and to the Monitoring Officer (within the
meaning of ss 5, 5A of the Local Government and Housing Act 1989).

The Tde Clerk is the head of paid service.

Th'e:Fin_ance and Resources Manager is the Responsible Financial
Officer._-

The Monitoring Officer of Arun District Council is the Monitoring Officer.

The Heads of Service for the purpose of this Scheme of Delegation:
Finance and Resources Manager

Assistant Town Clerk

Events and Publicity Manager

Museum Curator

Major Projects Manager

Project 82 Manager

In the event that a Head of Service's post ceases to exist or his or her
responsibilities are transferred to another Head of Service (as the case
may be), temporarily or permanently, then the powers given by this
Scheme of Delegation shall be exercisable by the officer in whose area
of responsibility the power falls to be exercised.



1.3

1.4

(i) Any reference to an Act of Parliament includes reference to any
subordinate legislation made under it and to any modification and/or
replacement of it or of such subordinate legislation.

()i The Finance and Resources Manager shall be the first deputy for the
Town Clerk and the Assistant Town Clerk shall be the second deputy if
both the Town Clerk and Finance and Resources Manager are absent.

(j)(ii) The Town Clerk shall deputise for the Responsible Financial Officer in
their absence.

(k)  This Scheme of Delegation shall come into effect on 1st June 2014.

(n Nothing in this Scheme of Delegation shall preju.dice the validity of any
actions taken by the officers before 1st June 2014 under any previous
scheme or delegation.

Absence of Town Clerk (and deputies as set out in paragraph 1.2 (j) (ii))

The Town Clerk may appoint one or more deputies to exercise his or her
functions owing to absence or iliness and such deputy is or such deputies are
authorised to exercise the functions of the Town Clerk pursuant to the
Standing Orders, Financial Regulations and this Scheme of Delegation except
in relation to those functions allocated to the Finance and Resources Manager
as Responsible Financial Officer (within the meaning of s 151 of the Local
Government Act 1972 and ss 112-114A of the Local Government Finance Act
1988 (unless he or she is qualified under s 113)) and to the Monitoring Officer
(within the meaning of ss 5, 5A of the Local Government and Housing Act
1989).

General Principles

Where decisions are:taken by officers under delegated powers the following
principles and conditions shall apply:

(a) Powers s.hall be exercised in accordance with the Policies, Standing
Orders and Financial Regulations of the Council.

(b)  The officer éxercising such power shall give effect to any resolution of
the Council, Committee or Sub-Committee upon any matter of principle
or policy in relation to the functions concerned.

(c)  Where an officer is authorised to take decisions, action to implement
such decisions shall be taken in the name of (but not necessarily
personally by) that officer but where the officer is the Town Clerk or a
Head of Service he or she may authorise any other officer or an officer
of another body referred to and by virtue of an agreement under the
Local Government Act 1972 Section 113 specifically or generally to
take such action either in the name of the Town Clerk or the Head of
Service (as the case may be) or the sub-delegate's own name. Such
sub-delegation must be evidenced in writing and a copy of the written



(d)

(e)

(f)

(i)

(@)

(k)

()

(m)

authority must be sent to the Town Clerk, the Finance and Resources
Manager and Assistant Town Clerk.

The officer dealing with a matter shall arrange any inter-team or
member-level consultation that shall be required. If inter-team
agreement is not reached at Head of Service level, the matter shall be
referred to the Town Clerk for consideration.

In any case where the officer exercising the power considers that a
new departure in policy is likely to be involved, or if the implications are
such that the officer considers that such course is necessary, the
matter shall be referred to the Town Clerk for consideration before
reference to the appropriate body.

Decisions within the meaning of The Openness of Local Government
Bodies Regulations 2014/(to be confirmed) taken by officers shall,
where indicated, be reported to the Town Clerk, who shall record the
action taken in a register which shall be available for inspection in hard
copy and online by Members and the public.

The Town Clerk may decide to seek C.ouncil, Committee or Sub-
Committee authority rather than to exercise delegated authority in any
matter. —

The exercise of delegated authority shall be subject to there being
appropriate and adequate budgetary provision both in the year of
exercise and future years. Where an officer (‘the instructing officer')
requests another officer to exercise powers delegated to the other
officer the instructing officer shall ensure that appropriate and adequate
budgetary provision has been made.

The exercise of delegated authority shall be documented in the
prescribed form (including the use of any electronic database) and
copies sent to the Town Clerk and Finance and Resources Manager.

Any decision which could attract legal liability to the Council shall be
taken in consultation with the Town Clerk.

Any decision which has financial implications shall be taken in
consultation with the Council’s Responsible Financial Officer (within the
meaning of the Local Government Act 1972 section 151) or his or her
deputy.

Any decision which could involve the exercise by the Council's
Monitoring Officer of any of his or her powers shall be taken in
consultation with him or her or in his or her absence, the Deputy
Monitoring Officer.

The exercise of functions delegated under the Scheme of Delegation
shall have regard to all relevant considerations and shall not take into
account irrelevant matters. In particular officers exercising delegated
authority must take proper account of the Council’s duties to promote



compliance with the Convention rights scheduled in the Human Rights
Act 1998, to reduce crime and disorder, to promote harmonious race
relations and to assess and manage relevant risks.

2. POWERS DELEGATED TO OFFICERS

Function

2.1 Appointment of Staff

(a) The selection, interview and
appointment of candidates for
appointment to all posts on the
establishment not specifically the
responsibility of the Council.
(See Appendix 1 for the interview
panel criteria).

(b) The temporary appointment of
relief staff where essential during
periods of absence through
maternity, sickness or holidays or
as a result of resignation.

2.2 Discipline and Dismissal of
Staff

The discipline of all employees
and, with the agreement of the
Town Clerk, the dismissal of any
employee in accordance with the

Council’s disciplinary procedures.

2.3 Overtime, Leave etc

(a) The authorisation of overtime
working by personnel where
avoidable.

(b) The approval of the carrying
over of up to five days’ leave.
(There is an automatic
entitlement to up to 3 days).

(c) Approval of taking more than
2 weeks consecutive leave.

Delegated to

Town Clerk &

Heads of Service

. within the criteria

of Appendix 1

Town Clerk

Town Clerk &
Heads of Service

Town Clerk

' Town Clerk

Town Clerk

Deputy

. Finance &

Resources
Manager

Finance &
Resources
Manager &
Assistant
Town Clerk

Finance &
Resources
Manager &
Assistant
Town Clerk

Finance &
Resources
Manager &
Assistant
Town Clerk

Consultation

Finance &
Resources
Manager

Finance &
Resources
Manager

Finance &
Resources
Manager

Heads of
Service

Finance &
Resources
Manager



(d) The granting of concessionary
leave on compassionate grounds
up to seven days a year.

(e) The granting of unpaid leave
in accordance with the Council’s
local conditions of service.

(f) The authorisation of
timesheets, mileage and
Subsistence claims and other
expenses.

2.4 Adjustment to Staffing
The authorisation of minor
regradings and accelerated
increment progression within
grade.

2.5 Visits etc. :

The authorisation of attendance
by staff at such meetmgs
discussion groups, exhibitions,
and conferences as may appear
to be desirable in the interests of
the Council and the grantlng of
any reasonable and proper

expenses

2.6 Entertal__nment

The incurring of expenditure on
the reception and entertainment
by way of official courtesy of
persons representative of or
connected with local government
or other public services whether
inside or outside the United
Kingdom in the sum not
exceeding an annual total of
£500.

' Delegated to

Town Clerk

Town Clerk

Town Clerk,
{IFinance &

Resources

. Manager &
' Assistant Town

Clerk

Town Clerk

Town Clerk &

Finance &
Resources
~ Manager

. Town Clerk

Deputy
Finance &
Resources
Manager &
Assistant
Town Clerk

Finance &
Resources
Manager &
Assistant
Town Clerk

None

Assistant
Town Clerk

Finance &

Resources

Manager

Consultation

Finance &
Resources
Manager

Finance &
Resources
Manager

Finance &
Resources
Manager

Finance &
Resources
Manager

None



2.7 Contracts

(a) In relation to his or her area of
responsibility, the acceptance of
tenders where required and the
entering into of contracts for
supplies or services or the
carrying out of works in line with
Contract Standing Orders.

(b) The compilation of select lists
of tenderers.

(c) The selection of suitable
persons for contracts in line with
Contract Standing Orders.

(d) The exercise of the power
given by Paragraph 2.7 shall be
subject to the requirements of
Contract Standing Orders and all
other requirements relating to the
Council’s contracts.

2.8 Licences, Notices etc.

(a) Subject to this Scheme of
Delegation the determination of
any application for permissions,
consents or licences or for
registration.

(b) The issue and service of any
notice, fixed penalty notice or
requisition for information
concerned.

(c) The carrying out of works in
default following non-compliance
with any notice.

Delegatedto

Town Clerk

Finance &
Resources

Manager

Town Clerk

wan Clerk

Town Clerk

Town Clerk

Deputy

Assistant

Town Clerk |

(1)

Finance &
Resources
Manager (2)

| wan Clerk

Assistant
Town Clerk
(1)

Finance &
Resources
Manager (2)

Assistant
Town Clerk

Assistant
Town Clerk

Finance &
Resources
Manager (1)
& Assistant
Town Clerk

(2)

Consultation

Finance &
Resources
Manager

. Assistant

Town Clerk
(1)

Major
Projects
Manager (2)

Finance &
Resources
Manager

Finance &
Resources
Manager



(d) The responding to formal
consultations from external
organisations.

(e) Subject to Paragraph 4.1
(legal proceedings), the
management of any appeal,
challenge or objection process

against or in support of any of the ﬁ

Council’s decisions.

2.9 Contract Standing Orders
etc

The taking of any action
authorised by Contract Standing
Orders and Financial
Regulations.

Consultation
Relevant
Committee
Chair

Finance &
Resources
Manager

3.  POWERS DELEGATED SOLELY TO THE TOWN CLERK

Function

3.1 Urgency

The taking on the Council's
behalf of any action requiring
urgency. £ - =

3.2 Staff - =

(a) The confirmation or otherwise
of appointments on completion of
probationary period.

(b) The implementation of the
Council’s approved training policy
including the assessment of
training needs, the approval of
attendance at courses as
necessary and the determination
of appropriate conditions.

Deputy

Assistant Town Clerk

(1)

~ Finance & Resources
~ Manager (2)

] \ﬂllwﬂﬁ”i"‘ ‘!w
i
'Wﬁ?a( Lot

Finance & Resources | Finance

Manager

Finance & Resources

Manager (1) &

Assistant Town Clerk S

(2)




Assistant Town Clerk |\

(2)

Finance & Resources

Assistant Town Clerk |
Manager (1) &

)

Finance & Resources | Fii

Assistant Town Clerk
conditions of service on which the Manager (1) &

Deputy
Manager (1) &
(2)

(c) The determination of the need Finance & Resources

Council's establishment. (Subject
to Appendix 1).

Council’s staff are employed.
relating to industrial relations,
employment and health and

(d) The implementation of all the
safety.

to fill vacant posts and the
advertising of any vacancy in the
legislation and regulations

(e) The application of all

A
i |
i |
S [ Finar
il i
\

Finance & Resource

Manager

Assistant Town Clerk
(1),

Major Projects
Manager (2)
Manager

Pensions Regulations including
admissions to the scheme.

3.3 Planning Applications etc.
The seeking of planning
permission by the Council

(f) The application of the
organisation or holding

3.4 Elections
The taking of any act
in connection with the
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Manager (2)

Major Projects
Manager (1)

Assistant Town Clerk |
(2)

other agreements regulating or

The entering into of planning or
controlling the use or

3.6 Planning Agreei'nents

emergency planning.
development of land.



Deputy
3.7 Asset Management |
The determination as land owner  Finance & Resources | C

or landlord of applications for Manager (1) &
licences, consents and Assistant Town Clerk
permissions in respect of the (2)

Council’'s buildings or land.

3.8 Community Safety ' ;'
The implementation of the Assistant Town Clerk |
Council's policies regarding L
community safety and the

reduction of crime and disorder.

3.9 Leisure Functions B i T
The exercise of the Council's Assistant Town Clerk
functions relating to the provision

and management of recreational

facilities and activities.

3.10 Leisure Management and
Maintenance etc .
The management and - Assistant Town Clerk |

maintenance of parks, gardens, (1), Finance &

open spaces, recreational Resources Manager
facilities, museums, youth centres (2) & Events &
and allotments wnthm h - Publicity Manager (3) |

Assistant Town Clerk

Assistant Town Clerk |

Assistant Town Clerk

Council’s policies i'ég'a'rding
community development.

3.14 Parking

The exercise of the Council’s Assistant Town Clerk
functions regarding off-street

parking.




3.15 Events, Tourism, Arts and
Sports

The exercise of the Council’s
functions regarding Events &
Tourism.

3.16 Community Centres
The exercise of the Council's
functions regarding community
and youth centres.

3.17 Publicity and Progress
Newsletter

The exercise of the Council's
functions regarding publicity and
the Progress newsletter.

3.18 Allotment Management
The exercise of the Council's
functions relating to its
allotments, including (in line with
policies)

(a) The administration and
collections of fees and charges.
(b) Letting of vacant plots.

(c) Ensuring adherence to the
allotment rules and regulatlons

(d) The resolution of disputes.

(e) The promotion of allotmen
(f) The repossession: of

3.19 Grants and Servi
Fundmg Agreements
The exercise of the Coun0|l s

functions regarding grants and :

service fundmg agreements

3.20 nghways Functlons and
Other Delegated Function

The delivery of any such scheme

that has been approved by
Council.

3.21 Non-Strategic Policies
The making of minor
amendments to ensure the
policies are contemporaneous
and remain legal.

- Events & Publicity

Deputy

Events & Publicity
Manager (1)
Assistant Town Clerk \

(2) ‘|'

Assistant Town Clerk ||F
(1), Finance &
Resources Manager |

(2)

Manager (1)
(2)

10



Deputy
3.22 Buses, Bus Services and
Bus Shelters
The exercise of the Council’'s Assistant Town Clerk
functions regarding buses, bus
services and bus shelters.

3.23 Complaints/Freedom of

Information/Data Protection

The delivery of the Council’s Finance & Resources
responsibilities arising from Manager

complaints and requests under

Freedom of Information and Data

Protection.

3.24 Mayoralty

The exercise of the Council's Finance & Resources | The'
functions regarding the Manager (1) & PAto | (Dey
Mayoralty. the Mayor & Town

Clerk (2)
3.25 Public Conveniences :
The exercise of the Council’s Finance & Resources
responsibilities regardingthe ~  Manager (1) &

Agreement with Arun District - Assistant Town Clerk
Council to joint fund the operation (2)

of the town’s public ;
conveniences.

Finance & Resources
Manager (1) &
Assistant Town Clerk

(2)

3.27 Chargé}"@grd
To be used in line with
Regulations.

: Town Clerk

11



4. POWERS DELEGATED TO EITHER THE TOWN CLERK OR FINANCE
AND RESOURCES MANAGER (IN CONSULTATION WITH EACH OTHER)

Function , ation (A0 R
4.1 Legal Proceedings (subject | A i
to Standing Orders) g L
(a) The institution, prosecution or |
termination of any proceedings .
which the Council is empowered |
to undertake in or before any
court, tribunal or inquiry.

(b) The defence or settlement of Ili‘%: ance
any proceedings brought against :i’; “:“‘T'
the Council. L

(c) The taking of any action

incidental or conducive to or
which would facilitate any action |
under this Paragraph (4.1).

4.2 Borrowing :
The taking of any action relating
to borrowing in accordance with h,
the Council’s Investment
Strategy.

4.3 Insurance —
The making of payme ts into
insurance fund and the

the Council’s insurers may be
lnvolved

4.4'I___:____estments . = L
The investment of avaltable funds | L
on appropnate terms. o
4.5 Payments 2

The making of any payments
due.

4.6 Writing off Debts
The writing off of debts not
exceeding £500.

4.7 Asset Management

The management and
maintenance of the Council's
property portfolio.

12



4.8 Cheque Signing
The signing of petty cash da R
cheques as agreed from time to ) ’“giﬁi fs)" | 5‘;!1!'1 'i-‘;’ .
time in line with Financial i o
Regulations.

4.9 Investment Transfers

The transfer of funds between the
Council’s bank/investment
accounts including transfers to
new fixed deposits.

4.10 Authorisation of Payments | ?’f‘)i!il ,* |
Authorisation of invoices for LR
payment. Assistant Town Clerk

to deputise in absence of Town e o
Clerk or Finance and Resources [T i il i
Manager. s

5.  PROPER OFFICER APPOINTMENTS

S83(1) (members’ acceptance of
office)
S84 (resignation of members)

S88(2) (filling of casual vacanc

il
et
il

S89(1)(b) (fllhng of casual

vacancy) L

Part VA (access to mformatlon) ‘Town Cle UL
=l I il i I ! !

L
S115(2) (account for money) -~ JIBING e & Resource:

S146(1 )(a) & (b) (transfer of
securities) = -
S151 (financial admlnlstratlon)

'r)?'fw: r i
S225(1) (deposit ofdocuments) gsvl"i_w 'Igfi{@ :”! |
i gl il i A

S229(5) (public inspection of
documents) Al
S234(1) & (2) (authentication of ~ Town Clerk e
documents) L

Schedule 12 (Council minutes)

Schedule 14 Para. 25(7) (public El”tll
health resolutions) o

13



5.2

6.1

(a)

(b)

(c)

(d)
(e)

(f)

(9)

(h)

(i)

6.2

Any other provision for which arrangements are not specifically made
under this Scheme of Delegation

| Deputy
Finance & Resources
Manager

AUTHORISATION TO ENTER LAND OR PREMISES
GENERAL

This authorisation authorises those Officers named in Paragraph 1.2g to enter
land or premises for or in connection with their dutles and pursuant to the
functions mentioned.

The authority to enter land or premises shall be exerCIsabIe subject to any
statutory constraints and Paragraph 1.

A reference to any Act shall include reference to any amendment or re-
enactment and any subordinate legislation. :

‘Head of Service’ shall have the same meaning as in Paragraph 1.

In the event that a post ceases to exist or the name of the post is changed or
the responsibilities of that post are transferred to another post, temporarily or
permanently, then the authority given by thls authorisation shall be
exercisable by the officer in whose area of resp0n3|blllty the right to enter falls
to be exercised.

The right to enter given by Paragraph 6 shall extend to the exercise of the
power to make mspectlons to provide samples and to examine and seize
goods

A person a{Jtho_rised to enter land may take with him or her such other
persons and equipment as may be necessary.

This authorisation entitles a person authorised to enter land to seek a warrant
to enter.

The authorisation of an officer to enter land shall be taken as the appointment
of that officer among other things for that purpose.

ALL PURPOSES

The following are authorised to enter land or premises for any purposes for
which the Council is empowered to authorise entry:

Town Clerk

Finance and Resources Manager

Assistant Town Clerk

ONE-OFF DELEGATIONS BY COUNCIL AND COMMITTEES

14



APPENDIX 1

MEMBER INVOLVEMENT IN THE INTERVIEW PROCESS

Town Clerk

An Extraordinary Meeting of Property & Personnel
Committee to be called within 7 days of resignation to
agree process to fill vacancy.

Interview panel to comprise Mayor and Chair of
Property & Personnel (Deputy Mayor or Vice Chair in
their absence) and a third Member to achieve some
political balance.*

Advice to panel from Town Clerk and/or a Town Clerk
from another Quality Town Council.

Finance & Resources
Manager (Responsible
Financial Officer)

Two Members from the Mayor, Deputy Mayor, Chair
of Policy & Finance and Chair of Property &
Personnel, together with the Town Clerk.*

Further advice to be sought from the Responsible
Financial Officer from another Band C and Quality
Town Council.

Assistant Town Clerk

Two Members from the Mayor, Deputy Mayor, Chairs
of Policy & Finance, Property & Personnel or
Community Resources Committees, with the Town
Clerk.*

Management Team
(Project 82 Manager,
Maijor Projects
Manager, Events &
Publicity Manager and
Museum Curator)

One Member from the Chair or Vice Chair of the
Community Resources or Property & Personnel
Committees with the Town Clerk and/or Assistant
Town Clerk.* (Project 82 Manager: advice from
Neighbourhood Youth Worker. Museum Curator:
advice from West Sussex Museums Council).

Personal Assistant to
Mayor and Town Clerk

Mayor or Deputy Mayor and Town Clerk.*

Project 82 Staff

Project 82 Manager (with Assistant Town Clerk where
deemed necessary) and Neighbourhood Youth
Worker.

All other staff

At least one of Town Clerk, Finance & Resources
Manager or Assistant Town Clerk with other trained
and relevant staff (normally Line Managers).

*Other suitably trained Members could substitute for those designated where this is
necessary and with the agreement of that individual or in their absence, the Mayor (of

Deputy Mayor).

25" March 2010

|

IR T T ST LR

Approved Property & Personnel 6" September 2011
Revised 22" January 2013




APAESDIX QL

Draft Regulations laid before Parliament under section 43(3) and (4)(i) of the Local Audit and
Accountability Act 2014, for approval by resolution of each House of Parliament.

DRAFT STATUTORY INSTRUMENTS

2014 No.
LOCAL GOVERNMENT, ENGLAND

The Openness of Local Government Bodies Regulations 2014

Made - - - - ek
Coming into force in accordance with regulation 1

The Secretary of State makes the following Regulations in exercise of the powers conferred by
sections 40 and 43(2) of the Local Audit and Accountability Act 2014(a).

A draft of this instrument has been laid before, and approved by a resolution of, each House of
Parliament pursuant to section 43 of the Local Audit and Accountability Act 2014.

PART 1

General

Citation and commencement

1. These Regulations may be cited as the Openness of Local Government Bodies Regulations
2014 and come into force on the day after the day on which they are made.

Interpretation

2. In these Regulations—
“the 1960 Act” means the Public Bodies (Admission to Meetings) Act 1960(b);
“the 1972 Act” means the Local Government Act 1972(c);

“the 2012 Regulations” means the Local Authorities (Executive Arrangements) (Meetings and
Access to Information) (England) Regulations 2012(c).

(a) 2014c. 2.

(b) 1960 c. 67. Relevant amendments were made by the Local Government (Access (o Information) Act 1985 (c. 43), section
3, Schedule 2 and Schedule 3 and the Broadcasting Act 1990 (c. 42), section 203(1) and Schedule 20.

(¢) 1972c.70. Part 5A and Schedule 12A was inserted by the Local Government (Access o Information) Act 1983, section 1.
Section 1001 was amended by S.1. 2006/88.

(dy S.1.2012/2089.



PART 2

Admission to and reporting of meetings of certain local government bodies

Amendment of the Public Bodies (Admission to Meetings) Act 1960

3.—(1) Section 1 of the 1960 Act (admission of public to meetings of local authorities and other
bodies) is amended as follows.

(2) After subsection (3) insert—

“(3A) Where the public are excluded from a meeting of a relevant local government body
under subsection (2), the body may also prevent any person from reporting on the meeting
using methods—

(a) which can be used without that person’s presence at the meeting, and

(b) which enable persons not present at the meeting to see or hear the proceedings at
the meeting as it takes place or later.”

(3) In subsection (4), after paragraph (c) insert—

c,
H]

(d) in the case of a meeting of a relevant local government body, while the meeting is
open to the public any person attending is to be permitted to report on the meeting.

(4) After subsection (4) insert—

“(4A) Subsection (4)(d) does not require a relevant local government body to permit oral
reporting or oral commentary on a meeting as it takes place if the person reporting or
providing the commentary is present at the meeting.”

(5) In subsection (7}—

(a) after “television broadcasting services” insert “or, in the case of a relevant local
government body, for use in electronic or any other format to provide news to the public
by means of the internet”; and

(b) for “but nothing in this section” substitute “but, subject to subsection (4)(d), nothing in
this section”.

(6) After subsection (8) insert—
“(9) In this Act—

“relevant local government body” means—

(a) the Council of the Isles of Scilly;

(b) a parish council; or

(c) a parish meeting of a parish which does not have a separate parish council;

“reporting” means—

(a) filming, photographing or making an audio recording of proceedings at a meeting;

(b) using any other means for enabling persons not present to see or hear proceedings
at a meeting as it takes place or later; or

(c) reporting or providing commentary on proceedings at a meeting, orally or in
writing, so that the report or commentary is available as the meeting takes place or
later to persons not present.”

(7) After section 1 of that Act insert—

“Publication and dissemination of reports

1A.—(1) Any person who attends a meeting of a relevant local government body for the
purpose of reporting on the meeting may use any communication method, including the
internet, to publish, post or otherwise share the results of the person’s reporting activities.



(2) Publication and dissemination may take place at the time of the meeting or occur after
the meeting.”

(8) In section 2(1) of that Act (application of section 1 to committees of bodies to which the Act
applies)—
(a) for “the foregoing section” substitute “sections 1 and 1A”;
(b) for “as that section applies” substitute “as they apply”; and
(c) for *“of that section” substitute “of section 1.

Amendment of the Local Government Act 1972
4.—(1) Section 100A of the 1972 Act (admission to meetings of principal councils) is amended
as follows.
(2) After subsection (5) insert—
“(5A) Where the public are excluded from a meeting of a principal council in England

under subsection (2) or (4), the council may also prevent any person from reporting on the
meeting using methods—

(a) which can be used without that person’s presence at the meeting, and

(b) which enable persons not present at the meeting to see or hear the proceedings at
the meeting as it takes place or later.”

(3) In subsection (6), at the beginning of paragraph (c) insert “subject to subsection (7D),”.
(4) In subsection (7), at the beginning insert “Subject to subsection (7A)”.
(5) After subsection (7) insert—

“(7A) While a meeting of a principal council in England is open to the public, any person
attending is to be permitted to report on the meeting.

(7B) Subsection (7A) does not require a principal council in England to permit oral
reporting or oral commentary on a meeting as it takes place if the person reporting or
providing the commentary is present at the meeting.

(7C) A person attending a meeting of a principal council in England for the purpose of
reporting on the meeting must, so far as practicable, be afforded reasonable facilities for
doing so.

(7D) Subsection (7C} applies in place of subsection (6)(c} in the case of a principal
council in England.

(7E) Any person who attends a meeting of a principal council in England for the purpose
of reporting on the meeting may use any communication method, including the internet, to
publish, post or otherwise share the results of the person’s reporting activities.

(7F) Publication and dissemination may take place at the time of the meeting or occur
after the meeting,”

(6) After subsection (8) insert—
“(9) In this section “reporting” means—
(a) filming, photographing or making an audio recording of proceedings at a meeting,

(b) using any other means for enabling persons not present to see or hear proceedings
at a meeting as it takes place or later, or

(¢) reporting or providing commentary on proceedings at a meeting, orally or in
writing, so that the report or commentary is available as the meeting takes place or
later to persons not present.”

(7) In section 100E of that Act (application to committees and sub-committees), after subsection
(1) insert—

“(1A) But in section 100A, subsections (5A), (7A) to (7F) and (9) do not apply to a
committee which is appointed or established jointly by one or more principal councils in



England and cne or more principal councils in Wales, or a sub-committee of such a
committee.”

(8) In section 100J of that Act (application of Part SA to new authorities, Common Council
etc.)—

{(a) insubsection (1), after “Except in this section,” insert “and subject as follows,”, and
(b) after subsection (2A) insert—
“(2B) In section 1004, subsections (5A), (7A) to (7F) and (9) do not apply to—
(a) a joint waste authority;

(b) the Common Council other than in its capacity as a local authority or police
authority;

(c) ajoint board or a joint committee falling within subsection (2) above;
(d) the Homes and Communities Agency; or

(e) aMayoral development corporation.”.

Amendment of the Local Authorities (Executive Arrangements) (Meetings and Access to
Information) (England) Regulations 2012

5—(1) The 2012 Regulations are amended as follows.

(2) In regulation 4 after paragraph (5) insert—

“(5A) Where the public are excluded from a meeting under paragraph (2), a decision
making body may also prevent any person from reporting proceedings using methods—

(a) which can be used without that person’s presence at the meeting, and

(b) which enable persons not present at the meeting to see or hear the proceedings at
the meeting as it takes place or later.

(5B) While the meeting is open to the public, any person attending is to be permitted to
report the proceedings.

(5C) Paragraph (5B) does not require a decision making body to permit oral reporting or
oral commentary on a meeting as it takes place if the person reporting or providing the
commentary is present at the meeting.”

(3) In that regulation, after paragraph (6) insert—

“(7) Any person who attends the meeting to report the proceedings may use any
communication methods, including the internet, to publish, post or otherwise share the
results of their reporting activities.

{8) Publication and dissemination may take place at the time of the meeting or occur after
the meeting.

(9) For the purposes of this regulation, reporting on proceedings at a meeting means—

(a) filming, photographing or making an audio recording of the proceedings at the
meeting,

(b) using any other means for enabling persons not present to see or hear proceedings
at the meeting as it takes place or later, or

(c) reporting or providing commentary on proceedings at the meeting, orally or in
writing, so that the report or commentary is available to persons not present, as the
meeting takes place or later.”

(4) In regulation 20 omit paragraph (4).



PART 3

Record of decisions and access to documents

Interpretation of this Part

6. In this Part—

“background papers” in relation to a decision which falls within regulation 7(2), means those
documents other than published works, that—

(a) relate to the subject matter of the decision or, as the case may be, part of the decision; and
{b) in the opinion of the proper officer—

(1) disclose any facts or matters on which the decision or an important part of the
decision is based; and

(ii) were relied on to a material extent in making the decision;
“confidential information” means—

(c) information provided to the local government body by a government department on terms
(however expressed) which forbid the disclosure of the information to the public; or

(d) information the disclosure of which to the public is prohibited by or under any enactment
or by order of a court,

and in either case, a reference to the obligation of confidence is to be construed accordingly;

“decision-making officer” means an officer of a relevant local government body who makes a
decision which falls within regulation 7(2);

“exempt information” has the meaning given by section 100I(1) of the 1972 Act (exempt
information and power to vary Schedule 12A);

“proper officer” has the same meaning as in section 270(3) of the 1972 Act (general
provisions as to interpretation);

“relevant local government body” means—
(a) a district council,

{b) a county council in England,

{c) aLonden borough council,

{d) the Greater London Authority,

(e) the Commen Council of the City of London in its capacity as a local authority or police
authority,

(f) the London Fire and Emergency Planning Authority,

(g) Transport for London,

(h) a joint authority established under Part 4 of the Local Government Act 1985(a),
(i) an economic prosperity board,

(j)  acombined authority,

(k) a fire and rescue authority in England constituted by a scheme under section 2 of the Fire
and Rescue Services Act 2004(b) or a scheme to which section 4 of that Act applies,

(1) a National Park Authority for a National Park in England,
(m) the Broads Authority,
(n) the Council of the Isles of Scilly,

(a)

1985 c. 51. Relevant amendments were made by the Police and Magistrates’ Courts Act 1994 (c. 29), section 93 and
Schedule 9; the Greater London Authority Act 1999 (c. 29), section 328, 423 and Schedule 34; the Civil Contingencies Act
2004 (c. 36), section 32 and Schedule 2 and the Local Transport Act 2008 (c. 26), section 77 and Schedule 4.

(b) 2004 c.21.



(o) a parish council, or,

(p) a parish meeting.

Recording of decisions
7.—(1) The decision-making officer must produce a written record of any decision which falls
within paragraph (2).

(2) A decision falls within this paragraph if it would otherwise have been taken by the relevant
local government body, or a committee, sub-committee of that body or a joint committee in which
that body participates, but it has been delegated to an officer of that body either—

(a) under a specific express authorisation; or

(b) under a general authorisation to officers to take such decisions and, the effect of the
decision is to—

(i) grant a permission or licence;
(ii) affect the rights of an individual; or

(iii) award a contract or incur expenditure which, in either case, materially affects that
relevant local government body’s financial position.

(3) The written record must be produced as soon as reasonably practicable after the decision-
making officer has made the decision and must contain the following information—

(a) the date the decision was taken;
{b) arecord of the decision taken along with reasons for the decision;
(c) details of alternative options, if any, considered and rejected; and

(d) where the decision falls under paragraph (2)(a), the names of any member of the relevant
local government body who has declared a conflict of interest in relation to the decision.

(4) The duty imposed by paragraph (1) is satisfied where, in respect of a decision, a written
record containing the information referred to in sub-paragraphs (a) and (b) of paragraph (3) is
already required to be produced in accordance with any other statutory requirement,

Decisions and background papers to be made available to the public
8.—(1) The written record, together with any background papers, must as soon as reasonably
practicable after the record is made, be made available for inspection by members of the public—
(a) at all reasonable hours, at the offices of the relevant local government body;
{b) on the website of the relevant local government body, if it has one; and,
{c) by such other means that the relevant local government body considers appropriate.

(2) On request and on receipt of payment of postage, copying or other necessary charge for
transmission, the relevant local government body must provide to the person who has made the
request and paid the appropriate charges—

(a) acopy of the written record;
(b) acopy of any background papers.

(3) The written record must be retained by the relevant local government body and made
available for inspection by the public for a period of six years beginning with the date on which
the decision, to which the record relates, was made.

(4) Any background papers must be retained by the relevant local government body and made
available for inspection by the public for a period of four years beginning with the date on which
the decision, to which the background papers relate, was made.

(5) In this regulation “written record” means the record required to be made by regulation 7(1)
or the record referred to in regulation 7(4), as the case may be.



Confidential and exempt information

9.—(1) Nothing in this Part is to be taken to authorise or require the disclosure of confidential
information in breach of the obligation of confidence.

(2) Nothing in this Part—

(a) authorises or requires a relevant local government body to disclose to the public or make
available for public inspection any document or part of a document if, in the opinion of
the proper officer, that document or part of a document contains or may contain
confidential information; or

(b) requires a relevant local government body to disclose to the public or make available for
public inspection any document or part of a document if, in the opinion of the proper
officer, that document or part of a document contains or is likely to contain exempt
information.

Offences

10.—(1) A person who has custody of a document which is required by regulation 8 to be
available for inspection by members of the public commits an offence if, without reasonable
excuse, that person—

(a) intentionally obstructs any person exercising a right conferred under this Part in relation
to inspecting written records and background papers; or

(b) refuses any reguest under this Part to provide written records or background papers.

(2) A person who commits an offence under paragraph (1) is liable on summary conviction to a
fine not exceeding level 1 on the standard scale.

Signed by authority of the Secretary of State for Communities and Local Government

Name
Parliamentary Under Secretary of State
Date Department for Communities and Local Government

EXPLANATORY NOTE

(This note is not part of the Regulations)

These Regulations make provision to allow members of the public to report and commentate on
public meetings of local government bodies in England. They also require written records to be
kept of certain decisions taken by officers of these bodies.

Regulation 3 amends the Public Bodies (Admission to Meetings) Act 1960 to allow entry to the
meetings of specified local government bodies for the purposes of reporting and to allow the
results of the reporting to be publish or disseminated. “Reporting” includes filming and providing
commentary on proceedings and allows for the use of a wide range of methods including social
media.

Regulations 4 and 5 make similar amendments to the Local Government Act 1972 and the Local
Authorities (Executive Arrangements) (Meetings and Access to Information) (England)
Regulations 2012.

Regulation 7 provides for the making of a written record of certain decisions taken by officers of
relevant local government bodies; regulation & provides for the publication of that record;
regulation 9 provides an exemption for confidential information and regulation 10 imposes a
criminal sanction in relation to obstruction of persons in providing information under regulation §,
punishable on summary conviction to a fine not exceeding level 1 on the standard scale.



An impact assessment has not been prepared for this instrument as it will have no impact on the
costs of business or the voluntary sector.
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